
DEFENSE LOGIS?ICS AGENCY 

DRUG-FREE WORXPLACE PLAN 

2 J a n u a ~ y  I990 



DEFENSE LOGISTICS A G E N C Y  

DRUG-FREE WORKPLACE PLAN 

TABLE OF COATERTS 

. . . . . . . . . . . . . . . .  I . INTRODUCTION 1 

. . . . . . . . . . . . . . .  A . Background  1  

. . . . . . . . . .  B . S t a t e m e n t  of  P o l i c y  1 

.. .... 
-Preq-w, a n d  

O f  
€7 -Na-ture- 

Drug T e s t i n g  t o  be  I n s t i t u t e d  . . . a .  2 

D . Drugs  f o r  w h i c h  I n d i v i d u a l s  . . . . . . . . . . . . . .  W i l l  Be T e s t e d  3 

. . . . . . . . . . . . . . . . .  E  . Scope  3 

F . Union C o o p e r a t i o n  . . . . . . . . . . .  3 

G . R e f e r e n c e s  . . . . . . . . . . . . . . .  3 

. . . . . . . . . . . . . . . .  1 DEFINITIONS 5 

111 . EMPLOYEE ASSISTANCE PROGRAMS o e e . + . 7 
A . F u n c t i o n  . . . . . . . . . . . . . . . .  7 

B . R e E e r r a l  a n d  A v a i l a b i l i t y  . . . . . . .  7 

. . . . . .  D . R e c o r d s  a n d  C o n E i d e n t i a 1 i ' ~ y  8 

I V  . .SUPERVISORY TRAINING . . . . . . . . . . .  9 

A . O b j e c t i v e s  . . . . . . . . . . . . . . .  9 

B . I m p l e m e n t a t i o n  . . . . . . . . . . . . .  9 

. . . . . . . . . . . . .  C . . T r a i n i n g  P a c k a g e  9 

. . . . . . . . . . . .  V . EMPLOYEE EDUCATION 1 0  

A . O b j e c t i v e s  . . . . . . . . . . . . . .  10 
B. Means of E d u c a t i o n  . . . . . . . . . .  I 0  . . .. ... = - . 



. . . .  V I  6 SPECIAL DUTIES AND RESPONSIBILITIES 1 1  

. . . . . .  A . Drug Program A d m i n i s t r a t o r  1 1  

. . . . . . .  . B Drug P rogram C o o r d i n a t o r  1 1  

C . Employee A s s & s t a n c e  Program . . . . . . . . . . . . .  A d m i n i s t r a t o r  1 2  

D . Employee A s s i s t a n c e  P rogram . . . . . . . . . . . . . .  Coordinator 1 2  

E . Employee A s s i s t a n c e  C o u n s e i o r s  . . .  1 3  

. . . . . . . . . . . . . .  G . S u p e r v i s o r s  1 4  

. . . . . . . . . . . .  . H I m p l e m e n t a t f o n  15 

I . G e n e r a l  P r o g r a m / S t r u c t u r a l  ' . . . . . . . . . . . . . .  P r o v i s i o n s  15 

J . Government  C o n t r a c t o t s  . . . . . . . .  1 5  

. . . . . . . . . . . . . . . . .  V I I  . NOTICE 17 

. . . . . . . . . . . .  A . G e n e r a l  N o t i c e  I 7  

B . I n d i v i d u a l  N o t i c e  . . . . . . . . . . .  1 7  

. . . . . . . . .  C . S i g n e d  Acknowledgment  1 8  

D . A d m i n i s t r a t i v e  R e l i e E  . . . . . . . . .  18 

E  . . N o t i f i c a t i o n  o f  T e s t i n g  . . . . . . . .  18 

V I I I  . FINDING OF DRUG USE AND 
DISCIPLINARY CONSEQUENCES . . a . . 19 

. . . . . . . . . . . . .  A . D e t e r m i n a t i o n  19 

B . M a n d a t o r y  A d m i n i s t r a t i v e  A c t i o n s  . 1 9  

C . Range oE C o n s e q u e n c e s  . . . . . . . . .  20 

D . I n i t i a t i o n  o f  Manda to ry  . Removal 
From S e r v i c e  . . . . . . . . . . . . .  20 

E . R e f u s a l  t o '  Take  Drug Te'sc . . . . . . . . . . . . .  When R e q u i r e d  20 

. . . . . . . . . .  F . V o l u n t a r y  R e f e r r a l  2 1  
.... ~* 

C . N e g a t i v e  T e s t  R e s u l t s  . . . . . . . . .  2 1  



. * . . . . . . . . . . . . . .  . I X  R A N D O M  TESTING 2 1  

A . P o s i t i v e  T i t l e s  D e s i g n a t e d  . . . . . . . .  f o r  Random D r u g  T e s t i n g  2 1  

B . E m p l o y e e s  ' i n  T e s t i n g  D e s i g n a t e d  . . . . . . . . . . . . . . .  P o s i t i o n s  22 

C .. D e t e r m i n i n g  t h e  T e s t i n g  . . . . . . . . . .  D e s i g n a t e d  P o s i t i o n s  2 2  

D . I m p l e m e n t i n g  Random T e s r i n g  . . . . . .  2 3  

. . . . . . .  . E N o t i f i c a t i o n  oE S e l e c t i o n  23  
..... 

. -_____ . _ . . . . . . . . . . .  F . D e f e r r a l  o f  T e s t i n g  2 3  

. . . . . . .  X . REASONABLE SUSPICION TESTING 2 4  

. . . . . . . . . . . . . . . .  . A  G r o u n d s  2 4  

. . . . . . . . . . . . . .  B . P r o c e d u r e s  2 4  

C . O b t a i n i n g  t h e  S a m p l e  . . . . . . . . .  2 4  

. . . . .  D S u p e r . v i s o r y  T r a i n i n g  25 

A . O b j e c t i v e s  . . . . . . . . . . . . . .  2 6  

. . . . . . . . . . .  . B E x t e n t  o f  T e s t i n g  2 6  

C . V a c a n c y  A n n o u n c e m e n t s  . . . . . . . . .  2 6  

D . P r o c e d u r e s  . . . . . . . . . . . . . .  2 6  

. . . . . . . . . . .  E P e r s o n n e l  O f f i c i a l s  2 6  

F . C o n s e q u e n c e s  . . . . . . . . . . . . .  2 7  

X I 1  . ADDITIONAL TYPES OF D R U G  TESTING . . . 27 

A . A c c i d e n t  o r  U n s a f e  P r a c e i c e  T e s t i n g  . . 2 7  

. . . . . . . . . . .  . B V o l u n t a r y  T e s t i n g  27  

. . . . . . . . . .  . C F o l l o w - u p  T e s t i n g  : 2 8  

X I 1 1  . TEST PROCEDURES I N  GENERAL . . . . . .  28  

A . T e c h n i c a l  G u i d e l i n e s  f o r  Drug T e s c t n g  . 2 8  

. . . . . . . . . . . .  .... . B .  P r i v a c y  A s s u r e d  G 2 8  - . 



C .  S a m p l e  C o l l e c t i o n  a n d  R e t e n c i o n  . . . . 29 

D .  F a i l u r e  t o  A p p e a r  f o r  T e s t i n g  . . . . . 2 9  

E .  O p p o r t u n i t y  t o  J u s t i f y  a  P o s i t i v e  
T e s t  R e s u l t  . . . . . . . . ' .  . . . . . 30 

F. E m p l o y e e  C o u n s e l i n g .  a n d  A s s i ' s c a n c e  . . 30  

G .  O f f i c i a l  T i m e  . . . . .,. . . . . . . 30 
H. S a v i n g s  C l a u s e  . . . . . . . . - . . . 30  

X I V .  RECORDS AND REPORTS . . . . . . . . . . . 3 1  

---- -. . .e ml.rs-.,.T - 3t - - -- --.:- 

B. E m p l o y e e  Access t o  R e c o r d s  . . . . . . 3 2  

C .  C o n f i d e n t i a l i t y  o f  R e c o r d s  i n  G e n e r a l  . 3 2  

D. E m p l o y e e  A s s i s t a n c e  P r o g r a m  R e c o r d s  . . 3 2  

E .  . M a i n t e n a n c e  o f  R e c o r d s  . . . . . . . . 33 

F. R e c o r d s  M a i n t a i n e d  by G o v e r n m e n t  
C o n t r a c t o r s  . . . . . . . . . . . . . . 3 3  

G. . S t a t i s C i c a l  I n f o r m a r i o n  . . . . . . . . 33  

APPENDIX A TESTING DESIGXATED POSITIONS . . . 35 

APPENDIX B TESTING RATES AND FREQUENCY . . . . 4 0  

APPENDIX C  COST ESTIMATES . . . . . . . . . . 4 1  

APPENDIX 0 MISHAP SEVERITY CLASSIFICATION . . 4 2  

APPENDIX E  AMENDMEXTS . . . . . . . . . . . . 4 3  



DIFENSE LOGISTICS AGZNCY 
DRUG-FREI WORKPLACE PLAN 

I. INTRODUCTION 

A. Background 

On September 15, 1986, President Reagan signed Executive 
Order 12564, establishing the goal of a Drug-Free Federal 
Workplace. The Executive Order made it a condition of employment , 

for all.federa1 employees to refrain from using illegal drugs- on 
or off-duty. In a letter dated October 4, 1986. to all-Executive - . ----- 
Branch employees, the President reiterated his goal of ensuring a 
safe and drug-free workplace for all federal workers. 

Executive Order 22564 recognized that illegal drug use is 
seriously impairing a portion of the riational work force. 
resulting in the loss of biliions of dollars each year. As the 
largest emp?oyer in the nation. the federal government has a 
compelling proprietary interest in establishing reasonable 
conditions of employment. Pr'ohibiting omployee drug use is one 
such condition.' The Defense Logistics Agency (DLA) is concerned 
with the well-being of its employees, the successful 
accomplishment of agency missions, and the need to maintain . 
employee productivity. The intent of this policy is to offer a 
helping hand to those who need it. while sending a clear message. 

.' that asy illegal drug'use is incompatible with federal service. 

On Ju?y 11. 1967, .Congress pasrrd legislation a: iecting 
implementaZion of Executive Order 12564 under Section 503 0: the 
Supplemental Appropriations Act of 1987, Public Law 100-71, 
(hereafter reier~ed to as 'the Act') in an attem?t to establish 
uniformity among federal agency drug testing plans and to 
guarantee reliable and accurate drug testing, employee access to 
drug testing records, confidentiality oi drug test results, and 
centralized oversight of the federal governmant's drug testing 
program. 

The purpose of the DLA Drug-Free Workplace ~lan'is to Set 
forth objectives, policies, procedures. and implementation 
guidelines to achieve a drug-free federal workplace, consistent 
with Executive Order 12564 and Section 503 of the Act. 

It is the policy of the Defense Logistics Agency to ensure 
that all of its work places are free from the illegal use, 
possession, or.distribution o: controlled substances (as dciinad 
in the Controlled.SuSstances Act) by the officeps and employees 

a - of the Adancy. l i  .. .. 
g 



DLA, as a result of its responsabilities in suppcrt of the 
national defense, as well as the sensitive nature of its work, 

X" has a compelling obligation to eliminate illegal drug use from 
its workplace. 

Because DLA's con%ract administration and procurement 
missions put it in a position of stewa~dship over 
substantial federal funds, the Agency is under constant public . 
scrutiny. Any perception of unreliability or illegal activity 
on the part of DLA employees is a matter of general public 
concern. That DLA operate a drug-free workplace is essential to 
the public confidence in our ability to perform our mission of . 
providing the Department of Defense with the highest quality 

-'p5oaSXX3rvices at the lowest possible cost. Because DLA 
employees must demand and ensure high standards of quality and 
professional ethics from federal contractors. it is imperative 
that they themselves demonstrate the highest degree of integrity. 

It is therefore doubly important that DLA ensure the absence 
of drug abuse from positions where drug effects could result in a 
threet to safety or national secu-ity. A drug-rela=ed 
accident or security breach, be it the des;ruction of expensive 
and u2gently needed equipment in ;. :o~klift accident or the 
leaking of infoxnztion regarding a weapons system contract. 
sends a message to the public that one of the watchdogs 
assigned to guard their tax dollerr and promote their security is 
seriously impairel. 

The success of the drug-:?ee wo~k7lace ;rograr, will de?enC 
on how well DLA can inform its employees of the haza-ds of drug 
use and on how much assistance ft can provide drug users. 
Equally important is the assurance to employees that personal 
dignity and privacy will be respected in reaching the DLA goal of 
a drug-!ree workplace. Therefore, this plan includes policies 
and procedures for: (1) employee assistance: (2 )  supervisory 
training; (3) employee education; and ( 2 )  identification Of 
illegal drug use through drug testing on a carefully controlled 
and monitored basis. 

C. Nature, Freauencv, and Tvue of D F U ~  Testing to be Instituted 

1. The DLA Drug-Free Workplace Plan includes tho following 
types of drug testing: 

a. Applicant testing; 
b. Random testing of employees in testing designated 

positions: 
c. Reasonable suspicion .testing; 
d. Accident or unsafe practice testing: 
e. Voluntary tasting: and 
f .  Test'i'ng as part of or or a follow-ug to counseling 

or ,,rehabili ta ,$ion.  



2. The frequency of testing for ~andom testing, voluntary 
testing, and follow-up testing is specified at Appendix B. The . 

-W Director reserves .%he right to increase or decrease the 
frequency of testing based on the Agency's mission, availability 
of resources, and experience in the program, consist,ent with the 
duty to achieve .a drug free workplace uncier the Executive .Order. 

D. Drugs for which Individuals Will Be Tested 

Section 503 of the Xct Pequires DLR to specify the drugs 
for which individuals will be tested. DLR will not test for 

. - - - . - - . .- . more drugs than (1) marijuana, (2)  cocaine, (3)  opiates, (4 )  
ghepr-cy~-ldT~~, Zm-tM-~SL;ami~3:-T~~~~W;~-DI;-II.~..~I5bbbb--~ - - . - -- 

reserves the right to test for fewer tban these. five drugs. 

When each Executive arancb agency as sgecified in Section 
503(a) ( 2 )  of the Act has complied with the provisions of Section 
503(al of the Act, this plan sh;ll be effective inmediately for 
DLA Headquarters and all primary level field activities 
(PLFAs) . 
P .  Union Coo3eration 

The active participation and support of labor organizations 
can contribute to the suctess oi tkis-p~ograrr. Management will 
seek ways in wnich recognized bargaining unit representatives 
might assist in program implementatibn, such as in acquainting 
employees with rehabilitation facilities and by enhancing 
employee confidence in the pzwgram. Management will continue to 
observe agreaments already reached, including Article 14 of tho 
Master Agreement with the DLA Council of AFGE Locals; will 
include union representatives in general orientation programs; 
and will continue to meat its obligations undar Title VII of the 
Civil Service Reform Act of 1978. 

G. References 

a. Executive Order 12564: 

c. Section 503 of the Suppl@m@ntal Appropriations Acf 
of 1987,  Pub. L, 100-71, 101 stat. 391, 468 -471 ,  codified at 5 
U.S.C. 87301 noto. (1967):  



d. Scientific and Technical Guidelines For Drug Testing 

7s- 
Programs, Alcohol, Drug Abuse and Mental Kea?th Administration 
(ADAMHA) ., Department of Health and Human Services (FIHS), as 
amended; 

e. Standards for Certification of Laboratories Engaged 
In Urine Drug Testing for Federal Agencies. Alcohol, Drug Abuse 
and Mental Health Administration (ADAMKA), Department of Health 
and Human Services (HHS) , as amended: 

f. Civil Service Reform Act of 1978, P.L. 95-454; 

. . .. -. - g , - ~ a ~ a r t ~ 2 ~ ~ _ e 5 w ~ ~ i r e ~ ~ ~ f p r ~ ~ ~  . _ .-. _. _. - 
assuring the confidentiality of alcohol and drug abuse patient 
treatment records; 

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

i. 49 CFR Part 10. implementing the Privacy Act of 1974 
within the Agency; 

j. Fe~eral Employees Subst.ance Abuse ECucation and 
Treatment Act of 1986. P.L. 99-570: 

2. Guidance 

a. Office of Personnel &anrgemsnt ( O P M : ,  Federal 
Personnel Manual (FPM) Letters 792-16 (November 2E. 1986) , and 
792-17 (March 9, 1987). setting forth guidelines for Federal 
civilian agencies in establishing a drug-free workplace pursuant 
to Executive~OrUer 12564; 

b. FPM Chapter 792. Federal Health and Counseling 
Programs, pr'oviciing guidance to Federal agencies in establishing 
alcoholism and erug abuse programs (subchapter 5) and employee 
counseling services program (subchaptor 6) for Federal employees 
with alcohol or drug problems; 

c. FPM Supplement, Chapter 792-2. providing guidance 
for developing and maintaining appropriate prevention, treatment 
and rehabilitation program and services for alcoholism and drug 
abuse among Federal employees; 

d. Do4 Instruction 1010.6. Rehabilitation and Referral 
Services for Alcohol m d  Drug Abusirs. 

e. Do4 Directive 1010.9, DOD Civilian Employees Drug 
Abuse Testing P~og~arn. 

l i  - .,... - 1 .  DLAM 6059.1. DLA Sriaty and Eferlth hnu%l. ' - 



-3s-' 11. Definitiona 
3 

A. Applicant means any individual tentatively selected for 
employment with DLA and includes any individual in the DLB who 
has ten%atively been identified for placement in a testing 
designated position and who has not., immediately prior to the 
placement, been subject to random testing. 

B. Employee Assistance Program (EAP) means the DLA counseling 
program that offers assessment, short-term c?unseling, and 
referral services to e n g h e e s  for a wide ran-gee of drgggLL.a~c~h_ho~lL-- ....- - . . .. - - - -- 
and mental hezlth problems, and monitors the progress of 
employees while in treatment. . . 

C. Employee Assistance Program Administrator means the 
individual responsible for ensuring the development. 
implementation and review of the DLA E B P :  

D. Employee Bssistance Program Coordinator means =he individual 
. responsible for im?:ementing and operating the EA? witbin,the 

?L?d, by provicing for counseling. =reatment, and education 
services to employees an6 su?erviso?s rogerding the FLFA 5 f 2 .  

E. Drug Program Administrakor means the individual responsible 
for ensu-ins the aeveiopmerit, inj;ementatior. and review o: the 
DLA Drug Abuse Testing Frog-am. 

F. Drug Program Coordinator moazs iir inltvrcual ?asponrr2ls 
fop implementing anl eaepatlng thz <rug tas;ing program 
the FLFA. 

G. Medical Beviea Official (Milo) moans the individual 
responsible for receiving laborato?~ results generated from the 
DLA Drug-Free Workplace Program. The Xi30 i s  a licensed physician 
with knowledge of substanca abuse c!:sorders and the appropriate 
medical training to intepprst urc! evaluate all positive test 
results together with an individual's msdical history and any 
other relevant biomedical inforrmartion. 

B. Illegal Drugs means a controlled substance included in 
Schedule I or 1 1 ,  as defined by section 8 0 2 ( 6 )  of Title 21 of tho 
United States Code. the possession of which is unlawful under 
Chapter 13 of that Title. The term 'illegal drugs' does not  mean 
the use of a controlled substancr pursuant to a valid 
prescription or othe? uses .authorized by law. 

I. Management Official means an Zmployee required or au~horized 
by the DLA to :ormu?ate, determine. OF inllucnce the policies 0: 
the DLA. 5 U.S.C. 17105 fa) (:l). 

- J. Bandorm Tesqiing means .s,yr:em of drug temtlng imposed wi%hOUt - 
Cp individualized suspicion that a particular individual is using .- 



illegal drugs. Random testing may eithe? be uniform- unannounced 
testing of testing designated employees occupying a specified 

-Xi" aroa, element or position, or may be a statistically random 
sampling of such emplpyees based on a neutral criterion, Such as 
social security numbers. 

X. Employees in Sensitive Positions means: 

1. Employees in'positions designated by the Director. DLA, 
as Special Sensitive, Critical Sensitive, or Noncritical-Sensitive 
under Chapter 731 of the Federal Personnel Manual or employees in 
positions designated by the Director, DLA, as sensitive in - 
a c ~ o r d t n c e ~ r ~ L ~ . e c u t i v e 4 r d e r _ N P .  -. _as.amendsb;- - ---- -. - - .-- 

2. fmployees granted access to c?assififid information or 
who may be granted access to classified information pursuant to a 
detarmination.of trustworthiness by the Director. DLA, under 
Section 2 of Executive Order No. 12356: - 

3 .  Individuals serving under Presidential appointments: 

4. Law enforcement officers'as defined in 5 U.S.C. I F  
8531 (20) and 8201 (17) ; or 

5. Other positions that the Director. DLA. 'dete-"mines 
involve law enforcement, national secur,ify, the protection of L l i e  
and property, public health or safety, or other functions 
requiring a high degree of trust and coafldence. - 
L. Supervisor means an employer 6avin8 aufhority tc bize. 
direcz, assign, promote, re.wa?d, transfe?. furlough, laycf:, 
recall, suspend, discipline, or remove other employees. to adjusz 
th'e:? g-ievances, or to effectively recommend such action, if the 
exercise of the authority is not merely youtine or clerical in 
nature, but requires the consistent excreise 0: independent 
judgement. 5 U.S.C. 97103 (a) (10). 

M. Tasting Designated Positions means employment positions 
within DLA which have been designated for random testing under 
Section IX B. of this plan. 

N. Verified Positive Test Besult means a test result that has 
been screened positive by an FDA-approved immunoassay test, 
confirmed by a Gas Chromatography/Mass Spectometry issay. (or 
other confirmatory tests approved by HHS), evaluated by the 
Medical Review Official and determined by him to be unjustified - 
under Section XI11 of this plan. 



I I I. . EMPLOYEE BSSISTiWCE P E O W  

A. Function 
'T' 

The DLA EAP plays an important role in preventing and 
resolving employee drug,use by: demonstrating the Agency's 
commitment to eliminating illegal drug use: providing employees 
an opportunity, with appropriate assistance, to discontinue their 
drug use; providing educational materials to supervisors and 
employees on drug use issues; assisting supervisors in . 
confronting employees who have performance and/or conduct 
problems and making referrals to appropriate treatment and 
rehabilitative facilities; and follow-up with individuals during 
the rehabilitation period to track their progress and encourage 

. - - . - - - .. - s - u e e e s s f - u - ~ - ~ ~ m ~ t p i - ~ ~ d ~ h ~ - - p f ~ - T ~ - - E B p i + o w e ~ ~ - ~  -shsi&--. -- - - -  

not be involved in the collection of urine samples or the initial 
reporting of test results. Specifically, the ZAP shall: 

1. Provide counseling and assistance to employees who 
self-refer for treatment or whose drug tests have-been confirmed 
positive, and monitor the employees' progpess through treatment 
and rehabilitation; 

2. Provide needed education and t?aining to all levels of 
DL& on types and effects of cfrugs, symptoms oI d ~ u g  use and its 
impact on performance and conduct. relz$ionshig of the EP2 with 
the,drug testing program, and related treatment, rehabilitation. 
and confidentiality issues; 

3. Znsure that confidentiality of test ?esults and related 
medical treatment aad ?enabilitation- reco-Is is maiatainec rn 
accordance with Section X I V .  

B. Referral and Availabilitv 

Any employee found to using lrugs shall be reierred to the 
EAP. Tho EAP shall be administered separately :?om the testing 
program, and ahall be available to,all employees without regard 
to a finding of drug use. The EAP shall provide counseling or 
rehabilitation for all referrals, as well as education and 
training regarding illegal drug use. The EBP is available not 
only to DLA employees, but, when foasible, to the families .of . ..- 
employees with drug problems, and to employees with family ;L 
members who have drug pfobloms. 

In the +vent the employee is not satisfied with tho program 
o: treatment or rehabilitation, such employee may seek review Of 
the EAP Couqselor's referral by notifying the EA? Administrator 
prior to completion of the program. The decision of the EAP 
Administrator shall be final and shall not be subject %o further 
administrative review. Regardless oi the treatment program 



chosen, the employee remains responsible for successful 
completion of the treatment, .and assertions that the counselor' - X-. .failed to consider one or more of the above factors in making a 
referral shall not constitute either an excuse for continuing to 

.use illegal drugs or a defense to disciplinary action if the 

. employee does not complete the treatment. 

Employees shall be allowed up to one hour, plus travel time. 
for each counseling session, up to a maximum o,f six visits, 
without 'charge to leave d u r ~ h e ~ e % s m e n _ t L r e f ~ r r a l - p h a s e  -of ---.--- .- .-. -. 
rehabilitation. Absences during duty houi-s for rehabilitation or 
treatment must be charged to the appropriate leave category in 
accordance with law and leave r'egulations. 

D. Records and Confidentiilitv 

A11 EB? operations shall be confidential in accordance witb 
Section XIV of the ??an relating to records and confidentiality. 

E.. Structure 

1. The DLA Headquarters C::ice 0: Civilian ?ersonncl. DLA-K. 
shall be responsible for oversight and implementation of the DLA 
ZAP, ant will provide, with the sup?.ort 0: the Director. DLA, high 
level dl-ection and sromotion cf the ZAP. 

2 .  Heads of PLPAs will designate an individual to be PLPA 
HA? Counselor. Actual EAP cbunseling and referral services may be 
provided by PLFA staff, through cooperative agreement with other 
agencies, or through contractual support. Regardless of source, 
PLFA EAPs must ensure the availability of counseling and referral 
services to all employees, including those at remote locations. 

3. EAP services for DLA Eeadquarters will be provided for by 
the DLA Administrative Support Center. 



IV. SUPEBVISOXY TRAINING 

A. Objectives 

As supervisors have a key role in es.tablishing and 
monitoring a drug-free workplace, the DLA shall-provide training 
to assist supervisors and managers in rec:ognizing and addressing 
illegal drug use by agency employees. The purpose of supervisory 
training is to convey an understanding of-- 

' -  

1.. DoD and DLA po1icie.s relevant t~ work performance 
. ._. _ : prob 1- .. drug.--eee&-theQLA..E~ .. - - -- - - .- .- - 

2. The responsibility to offer EAP services; 

3. How employee performance and behavioral changes Should be 
recognized and documented: 

4. The roles of the medical staff, supervisors, personne?. 
and Z4? personnel; 

5 .  The ways to use :he Ih?: 

5. How tho EA? is linked to the pe-iormancs appraisal anc 
the'disci?linsry process: and 

7. The prscess of reintegr~ting e~aioyees into the 
workio?ce. 

The DLA Headquarters Office o: Civilian Personnel. DLB-K. 
shall be responsible for implementing supervisol-y training, and 
shall develop a t-aining package to ensure that all employecrr and 
supervisors are fully informed of the DLA Drug-Free Workplace 
Plan. 

C. Training Package 

Supervisory training shall be required of all supervisors 
and may be presented as a separate course, or be included as part 
of an ongoing supervisory training program. Training ahall be 
provided as soon as possible after a person assumes supervisory' 
resqonsibility. Training courses should include: 

1. Overall DLA and POD po?icies: 

2. The prevalence of va-ious employee problems with respect 
to drugs and alcohol; - .* .,.. . - - '.-. 

/i. 



3. The EAP approach to handling problems; 

4 .  How to recognize employees with pos,sible problem; 

5 .  Documentation'of employee performance or behavior: 

6. Row to approach the employee: 

7. Kow to use the EBP; 

6. Disciplinary action, and removals from sensitive 
positions as r.equired by Section 5(c) of the Executive Order; 

. _ ._ _ - . 
9. Reintegration of employees into the workforce; and 

10. Written materials which the supervisor can use at the 
worksite. 

V. EMPLOYEE EDUCATIOZJ 

A. Objectives 

The EX? Administrator shall develop a drug education program 
for all DLA efip?oyees. Drug education should include education 

.and training to all levels of tho Agency on: 
- 

1. ?y?es pad effects of drugs: 

2. Symptoms of drug use, and the effects on performance knd 
conduct ; 

3. The relationship of the EBP to the drug testing program; 
and 

4. Other relivant treatment, rehabilitation, and 
confidentiality issues. 

B. Means of Education 

Drug education activities may include: 

1 Distribution of written aaharials: 

2. Videotapes: 

3. Lunchtime employee forums: and 

4. Employee.drug awareness days 
\ '  , #  .. 



VI. SPECIAL DVTZES BM) aESPOXSIBILITIES 
.... 

A. Drug Prn~ram Administrator The DLA Headquarters Office of 
Civilian Personnel. DLA-K, shall have a Drug Program Administrator 
(DPA) designated to carry out the pwposes of the plan. The 
DPA sha.11 be responsible for implementing, directing, 
administering, and managing, through the DPA, the d.rug program 
within the Agency. The DPA shall serve as the principal contact 
with %be laboratory in assuring tbe effective operation of the. 

7 

tes t i n e o r  ti on of ~ , r ~ ~ r a m . ~ l ~ ~ ~ ~ i n _ g ~ ~ u t ~ . . t _ h _ i ~ ~  . . . . . , -  . . . . ._ .- __ the - -. -. . - - -- .. - -. 
responsibility, the DPA shall, among o t h e ~  duties: 

1. Arrange 'for all testing authorized under this order; 

2 . .  Document', through written inspection reports, all results 
of laboratory inspections conducted: 

3 .  Coordinate with and report to the Director. DLh, on DPA 
activities and findings that may affect the reliability or 
accuracy of laboratory results: 

4 .  In coordination with the EAP Administ?ator. publicize end 
disseminate drug prOgbam educational materials, and oversee .. training and education sessions regarding drug use and - 
reha'ilitation: and 

ii -. -, . Coo71Lr;rze a ? !  D?C dztles in = ~ . - ~ s  wherever ?;ssi3?b to 
consc?ve resou?ces and tc effi-iently and s?ee<:?y acccnpltrh 
re:iable and accurate Gesting objectives. 

B. D r u ~  Proeram Coordinator Each PLFA shall have a Drug P?ogram 
Coordinator (DPC) assigned to carry out the purposes o f  this plan , 

withln the PLFA. under no circurestinces shall in EA? ~ounselor 
also be designated the ?LPA DPC. The DPC shall: 

1. Coordinate tasting of PLFh employees and make any 
necessary local arrangements for.testing. 

2. Insure that all empioyaes subject to random testing 
receive individual notice as described in Section VII B of this 
Plan. prior to implementation of the program, and that such 
employees return a signed .acknowledgment of receipt form; 

3. Coordinate with and report to the DPA on all DPC 
activities: 

4. Provide information to and respond to inquiries from 
PLFA employees to.enrure employee understanding of the purposss of 

,the plan. . ..* - ., . . 
"P. - 



C. Em~lovee Assistance Program AZministrator 

' T The EAP Administrator shall: 

1. 'upon receipt of a verified positive test result from the 
MRO, transmit the test result to the appropriate management 
official empowered to initiate disciplinary action; 

2. Assume the lead role in the development, implementation, 
and evaluation of the EAP; 

3. . .Provide guidance and assistance to PLFA EAP - . - Coordinators_-,. . .. . . .. .. - .. -. . - . -. .- .. 
. . . .- - o r r - t h e % a ~ u p m ~ - ~  -dp~a~t:~iSK-6f - P I ; F A A E i P F - - -  - 

4. ~dv i s e  PLFAs on the submission of annual statistical 
reports, and prepare consolidated reports on the Agency's EAP 
activity. 

D. Emnlovee Assistance Progrzm CoorZina=or 

The ?LFA Employee Assistance ?-og-am Coordinator shall: 

1. ~mplement and oJerilte the EA? within the PLFA. 

2 Provide for counseling an6 refe~ral services for tl? 
employees referred ta the EL7 5y their su?et.visors or on 
sel:-refen-a?, and ot5e?rise offar er.;loyees the opportunity :or 
=ounse:icg and -ehaid:;;-'. - - - -  "="-oc: 

5 .  Coordizata with DLA iieadgua~ters, the E.3 and 
supervisors, as appro?riate: 

2 .  Work with the DPC to provide educational materials and 
training to managers, supervisors, anc! .cmpioyoes on illegal drugs 
in the workplace: 

5 .  Assist supervisors with perfoPmance and/or personnel 
problems that may be related to illegal drug use: 

6. Monitor or provide for the monitoring of progress Of 
~aferrad employear during and after the rehabilitation period: 

7. Ensure that training is provided to assist supervisops in 
the recognition and documentation 0: facts and circumstances that 
support a reasonable suspicion that an employee may be using 
illegal drugs ; 

8 .  Maintain or ppovide for thc maintenance of a list Of 
rehabilitation or treatment o~ganizations which provide counseling 
and rehabilitative programs, and inc?ude the following info?mat.ion 
on each such o~g$hization: - , .. - - .. a. %am@, address, and phone numbep: - 



b. Types of services provided; 

c. Hours of operation, includin6 emersency hours; 

d. The contact person's name and phone 'number; 

e. Fee structure, including insurance coverage: 

f. Client Specialization; and 

g .  Other peptinent information. 

. . . -. -. 
- g7 .-'P6Fi -b-d. f'CCa-I* S;-Ii.5E reTa-bn-itai;i:-;e .;r-trea-t-m;?rt--- -- 

- - - - - 

organizations to meet administrative and staff members, tour the 
site, and ascertain the experience, cera'*' ,.,lcation and educational 
level of staff, and the organization's policy concerning progress 
reports on clients and post-treatment follow-up, except where such 
evaluations are perfoymed by the EbS Counselor. 

E .  Emslovee P.ssistance Counselors 

The Employee Assistance Counselors shall: 

1. Serve as the initial point oi contact for employees who 
ask on are referred far counseling: 

2. ae familiar wi:h all a?81:ca51o :aw anc regclatlons, 
including <rug trea:rnan: and rehabzlf:a:ion tnsurance cove-age 
available to employees thnough =he ?ede-+i Employee Xealtb 
Benefits Program; 

3. Be trained in counseling em~loyees in the occupational 
setting and in identifying drug anc alcohcl abuse; 

4. Document and sign the treatment plan presc~ibad for all 
employees referred fop treatment, after ob~aining the employee's 
signature on this document; and 

5. In making referrals, consider the-- 

a. Nature and severity o: =he problem; 

b. Location of the treatment; 

c. Cost of the treatment; 

d. Intensity of the treatment environment; 

e. Availability of inpatiant/ouzpatient care; 

f. Other spacial needs, such as transportation and 
,* ., .. 

%child care; 
-. 



g .  The preierences.of the employee. 
3s' 

In the event the employee is not satisfied with the program of 
treatment or rehabilitation, such employee may seek review of the , 
EAp Counselor's referral by notifying the DLA Beadquarters Office 
of Civilian Personnel, DLA-K, prior.to completion of the program. 
The decision of DLA-K shall be final and shall not be subject to 
further administrative review. Begardless of the treatment 
program chosen, the employee remains responsible for successful 
completion of the treatment, and assertions thaL the counseldr 
failed to consider one or more of the above factors in making.a 
referral' shall no t ~ $ i t u t e _ e i ~ ~ ~ - a h . ~ s . y c u a  _f _o_?_..c~n.ti~~i~k.ts. . - 
use illegal drugs or a defense to disciplinary action if the 
employee does not complete treatknt. 

F. MeZLcal Review Official Each PLFA shall have an MRO assigned 
to carry out the purposes of this Order. The MRO-shall, among 
other duties: 

1'. Receive all laboratory test results; 

2. Assure that an individual who has tested positive has 
been a::orded an opportunity to justify the test result in 
accordance with Section X I 1 1  C of.this Plan: 

5. Consistent with confidentiality requirements. refer 
w?it%ez determinations regarding all vert:ied positive tesi 
resu?:s %c the DTC, including a posiCive drug test result form 
indicating that the positive result is.'ucjustified,' together 
with all relevant documentation and o summary of findings; 

4 .  ~on:irm'with the 'approp~iate 'personnel official whether 
an individual who has been tentatively selected for employment 
with the Agency has obtained a vspified positive test result; 

5 .  Coordinate with m d  Feport to the DPA on all activities 
and findings on a regular basis; 

6 .  Coordinate with the PLFd DPC on all activities. 

Supervisors will be trained to ~ecognize and address illegal 
drug use by employees, and will be provided information regarding 
referral of employees to tho E D ,  procedu?er and Fequirements for 
drug tasfting, and behavioral patlerns that give rise to a 
reasonable suspicion that an employee may be using illegal drugs. 
Except as moddfiap by the Director, DLA, to suit specific program 
responsibilitias, first-line SU~BFV~SOFS shall: 

6 - - 1. Attend'iprining o&isions on illegal drug use in the 



workplace : 
-r 2. Initiate a reasonable suspicion test, after first makins 

appropriate factual obse?va%ions and documenting those 
observations and obtaining approval from the higher level 
supervisor; 

3. Refer employees to the E D  fo? assistance in obtaining. 
counseling and rehabilitation, upon a finding of illegal drug use; 

4 .  Initiate appropriate disciplinary.action upon a finding 
o'f illegal drug use; and 

.. - - . - - - .- . - - -. . . .- . -. -. - . - - - - . .. - - - - . . .- -. - - . - - - .. -, . - . - .- .. . .. .- .. . - .. . - , . . ... -. . - . .. . . . 

5 .  In conjunction with personnel specialists, assist 
higher level supervisors and the ESP Administrator in evaluating 
employee performance and or personnel problems that may be related 
to illegal drug use. 

A higher level supervise? shall review and concur, in 
advance, with all reasonable suspicion tests ordered under their 
supervision. 

A: the direction of. the ~taif' Director. 0::fce of Civilian 
Personnel., DLA-I(, each PLFA shall implement the Drug-Free 
Workplace ??an within the ?',FA, znf ensure that the Plan is 
eff;c:en::y aad ef:ective?y a~cam;i:ls>ed in aczardance wlth this. 
crder en2 ill other applicable' regc:atiozs. 

I. Gene-a: Prc(?am/St?uctura? Provisions 

The Staff Director, 0:iice of Civilian Personnel. 
DLA-K. shall develop implementation procedures to enable PLFAs 
efficiently and swiftly to implement all aspects of this plan. 
taking into account the Unique gaog?aphical, personnel, budgetary 
and other relevant factors of the PLFAs. Such procedurer will 
permit PLFA implementation to proceed independently of 
headquarters implementation, and of any other PLFA implementation. 
Testing m y  proceed under this order as soon as any field office 
or ope?rting site is prepared to commence testing, and without 
regard to whether~any other field office or operating site or 
headquarters is prepared to commence with testing. .Such 
p~ocadures Shall also encourage cooperation and efficiently 
implement this order. 

J. GoveFnment Contractors 

1. The S L a f i  Director, Civilian Ps~sonnsl Office. DLA-K. 
--shall esaeu-e thak contractors ehor;cn to perform the drug scrab3ning 
?tests are duly certified pursuant to the i E S  guidelines .-. 



(reference G.l.e.1 and that all contracts conform to the technical 
specifications of the HHS guidelines (reference G.1.d.). 

' r 
2. PLFA Ccmmanders shall establish, by contract or with 

Agency emplayees as deemed appropriate, the positions and specific 
responsibilities of the DPC and the MBO as required by the HHS 
guidelines. 



VII. NOTICE 

- A. General Notice 

A general notice from the Director, DLA, announcing the. 
testing program, as required by the Executive Order Section 4(a) 
will be provided to all employees no later than sixty (60) days 
prior to the implementation date of the plan. The notices shall 
be provided immediately upon completion of the conGressiona1 
certification procedures pursuant to Sections 503 (a) (1) ( A )  , 
503(a) (1) (B) , and 503(aI (1)  (C) of the Act, and shall explain: 

2. That the plan will include botb voluntary and mandatory 
testing; 

5 .  That those who hold positions kelected for random 
testing will also receive an individual notice, prior to the 
commencement o: teszing, indicating that their position has been 
designated a testing Cesignatel position; 

4 .  The availaj-lisy and procedures necessary to obtain 
counseling ant rehabiiitation through the E2: 

5. The c:rcumstances under which testing may occur; 

6. That opportuaity wiil be afforded to submit medical 
Cocumenta=ion of lewful use of 2- otherw:se illegal drug: 

7. That the Laboratory assessment is a series 02 tests 
which are highly accuraze and re?iable. and that, as added 
safeguard, laboratory results are reviewed by the MRO: 

8. That positive test results verified by the MRO may Only 
be disclosed to the employee, the appropriate EAF administrator. 
the appropriate management officials necessary to pPOCeSS an 
adverse action against the employee, or a court of law or 
administrative tribunal in any adverso personnel action; 

9. That all medlcal and rehabilitation ~acords in an EAP 
will be deemed confidential 'patient' ~ecords and may not be 
disclosed without the prior written consent of the patient. 

B. Individual Notice 

In addition to the general notice. an individual notice will 
be distributed to all employees in testing designated positions 
explaining, in addition to the info~mation provided above; 

I .  That the ;rnployec's position hrl been designated a 
'testing designated posilio,n;,' - - - 

-. 



2. That ,the employge will have the opportunity 'to 
voluntarily identify himself as a user of illegal drugs and to 

?E" receive counseling or"rehabilitation, in which case disciplinary 
action is not required. .. 

3. That the employee's position will Be subject to random 
testing no sooner than thirty days. 

0 

C. Signed Acknowledgment 

1. Each employee in a testing designated position shall be 
_ . -: - p_ske& . ac&-n-0.~1 _edPge..ir?_ ..w..L ting. _tha_L. _%he . .empln.~ee. has - ~ Q C S ~ V ~  d- 

and read the'notice which states that the employee's position has 
been designated for random drug testing and that refusal to 
submit to testing will .result in initiation of disciplinary 
action, up to and including removal. 

2. If the employee refuses to sign the 'acknowiodgment, the 
employee's supervisor shall note on the acknowledgment form that 
the employee received the notice. Failure to sign the notice 
shall not preclude testing that employbe or otherwise affect the 

.. . implementation of this order, since the.general sixty-day notice 
will previously have notified all agency employees of the 
requirement to be drug-free. 

3. All signec or annotated acknowledgement form will be 
forwarded to the PLFA DPC for review prior to filing in the 
em?loyee's Officiz? Personnel Folder. .- 

D. Administrative Relief 

I: an employee believes his or her position ha= been wrongly 
designated a testing designated position (TDP), that employee may 
file an administrative appeal to the designated official who has 
authority to remove the employee from the TDP list. The appeal 
must be submitted by the employee, in writing, to the designated 
ofticia>-within 15 days of notification, setting forth all 
relevint information. The designated official shall review the 
appeal based on the criteria applied in designating that 
employee's position as a TDP. The official's decision is final 
and is not subject to further aminiotrative review. 

E. Notification of Testing 
! 

Befo~e each d?us2.test, the cmlovec shall be infoPmed in 
writing 



3. The time at which thev will be tested: 

3s- 4. The conseouences of a oositive or negative result: - .  
5. The conseouences of a refusal to coooerate, including 

possible adverse action($): 

6. The oooortunitv for submission of suoolemental medical 
'.documen+ation to suoDort the legitimate use of a soecific drug: 

7. The availabilitv of drug-abuse counseling and referral 
services available through the Emolovee Assistance Program: 

~ 

8. The right. in the event of a oositive drug test, to have 
a drug test bv a second NIDA-certified laboratorv utilizing the 
same samolet 

9. The.rifht to union reoresentation at any investigatorv 
inteFviews or disciulinarv decision mcatiaits which mav Drecede or 
-L 

VIII. FIHDING OF DEDG USE .WD DISCIPLIHaBP CONSEQUENCES 

8 .  Determination - 
An employee may be found to us* illegal drugs on the basis 

o: any appropriate evidenca inclucing, but not Lbmited to: 9 

I. .Direct observation: 
. - 7  

2. Evidence obtained from an a~rest or crimincl conviction; 

3. A verified positive test result: or 

4 .  An employee's voluntary admission 

B. Mandatosv Administrative Actions 

DLA shall refer an employee! found to use illegal drugs to the 
EAP. Referral to the EAP will be in writin* and will inform the 
emolovee of the conseoilencas of refusal of counselinr! or 
rehabilitation. [and. 13 Lf the employee occupies a sensitive 

: ' position. the Anencv shall immediately remove the employee from 
I that position without regard to whether it is a testing designated . 
i position'.' At the discretion of the Director, DLA, however, and as 

'part of an EAP rehabilitation program, an employee may return to 
du%y in a sensitive position if the employee's return would not 

. . endanger public horl:h or safety OF national sec~rity. 



the same er Similar nolition occu~ied before .the.oroblsm nocurred 
unless sound reasons'exist for alternate assignment. ... 

'Id-' 
.. 

C. Range of Conseauences 

The severity of the disciplinary or adverse action taken 
against an employee found to use illegal drugs will depend on the 

c circumstances of each case, will be consistent with the Executive 
Order, and may include.the .full range of disciplinary actions. 
including removal. Disciplinary action must be initiated against 
any employees found to use illegal drugs, except those who 

. . . - -~-voiuntari~S -a&&&- to--i-l-Le-gal..d-r~~~~-use-i~n~ accotd-&me--~vitfr - -- - .. .. . 

subsection VIII F of this plan. Such disciplinary action, 
co'nsistent with the requirements of .the Master Agreement and the 
Civil Service Reform Act apd other statutes. DoD and DLA 
directives and regulations, may include any of the following 
measures : - .  

1. Reprimanding the employee in writing; - 
2. Placing the employee in an enforce leave status; 

3. Suspending the employee for 14 days or less; 

4. Suspending the employee for"l5 days or more: 

5.' Suspending the employee until the employee succesrfuJly 
cow?etes the EL? or until the Agency determines that action other 
than suspension is more appropriate; . .. 

6. Removing the employee from service. 

D. Initiation of Mandatorv Removal From Service 

1. The Agency shall initiate.action to remove an employee 
for: 

- - .  - .  
a. Re:using to obtain counseling or rehabilitation 

through an Employee Assistance Program as required by.t>e 
Executive Order after having been found to use illegal drugs; 

, 
b. Having been found npt-to have refrained from illegal 

drug use after a first finding of illegal drug use. 
I .  

2. Proposed notices and decision letters for removal actions ; 
.based on illegal drug use should be worked out in conlrultation 
with the PLFA DPC and Office of Civilian Personnel. All such 
lettrra will be submitted to the DLA Headquarters Office of 
Civilian Personnel for review prior to is~uanee. . . 



1. An' employee who refuses to be te.sted when so required. 
-r- will be subject to the full range of disciplinary action, 

up to and inc1udin.g removal. . . 

2. No applicant who refuses to be tested shall be extended 
' an offer of employment. . 

6 3. Attempts to alter or substitute the specimen provided 
will be deemed a refusal to take the drug test when required. 

1. Under Executive Order 12564, DLA is required to initiate 
action to discipline any employee found to use illegal drugs, 
except that such discipline is not required when an employee (1) 
voluntarily admits his or her drug use; (2) completes counseling 
and/or rehabilitation; and (3) and thereafter refrains from drug 
use. 

2. The decision whether to discipline a voluntary referral 
will be made by the PLFh Commander on a case by case basis 
depending on the facts and circumstances. The decision whether to 
di.scipline a voluntary.referra1 within DLA Readquarters Will be 
made by the Director. DLA."Although an absolute bar to discipline 

. cannot be provided fo? certain positions because 0: their extreme 
sensitivity, the Agency, in determining whether to discipline, 
sha?l consiler that %?he employee has come forward volutarily. 

C .  Ceeztive Test Results 

A d?ug test, which has not been confirmed as oositive 
through gas chromotograohv/mass soectrometrv, will not be use6 
to arooose anv discioiinarv action against an emvlovee, unless 
there is clear evidence of tamoerine with the samnle or other 
atternst at fraud bv the em:lovce. 

. - . IX. OM TESTING 

A. Position Titles Designated for Random D?ug Testing 

~he'position titles designatad- for random drug testing are 
listed in Appendix A. Accompanying the Xist of testing designated 
positions are the criteria used in selecting the positions for 
drug testing and thejustification lor including them in the list 
of testing designated positions. 

- - Executive Order 12554 rc'@uirea random testing for employees 
i g  sensitive positions that have b o w  datarminsd to be testing 



designated positions. In accordance with the provisions of the 
Executive Order. The Director, DLA, has determined that employees 

-3s. 
in the sensitive positions listed in Appendix A occupy 
testing designated positions and will be subject to random 
testing for illegal drug use. 

C. Determining the Testinf Designated Positions 

5 Among the factors the Director, DLA, has considered i r l  
determining whether a sensitive position shall be a testing 
designated position, are: 

a. considers its'mission inconsistent with illegal drug 
use ; 

b. Is engaged in law enforcement; 

c. Must foster public trust by preserving employee 
reputation for integrity, honesty and responsibility; 

d .  Eas national security responsibilities; 

e. Has drug interdiction responsibilities' , Or 

2. The extent to which tha position considered.: 

a. Authorizes employees to-carry firea-ms; 

b. Gives employees access to sensitive information; 

c. Authorizes employees to engage in law enforcement; 

d.. Roquires employees, as a condition of employment, to 
obtain a security clearance; 

a. Requires employees to engage in activities affecting 
public .hzalth or safety. 

The positions listed in Appendix A are charactsrized by critical 
safety or security responsibilitisr related Lo the mission of the 
Agency. The job functions associated with these positions directly ' 

and immediately relate to public hr'alth and sais'ty, the protection 
of life and property, law eniorcsment, or national security. These 
positions are singled out for random testiyg because they require 
the highest degree of- trust and confidence. 

The Director, DLA. reserves the right Lo add or delete positions 
deLermined to be testing designated positions pursuant to the 
criteria astzblisbcd in the Executive Order and this plan. 
- .,.. - - - 



D. Imnlementing Random Testing 

In implementing the program of random testing, the DLA Drug 
Program Administrator shall: . . 

1. Ensure that the means.oi random selection remains 
confidential; and 

2. Evaluate annually whether the numbers of employees tester: 
' and the frequency with which those tests will be administered 

satisfy the Agency's duty to achieve a drug-free work force. 

The numbers'of sensitive employees occupying testing designated . . .. . - - -. .. ,. .. . .. - - -. . .. . . are - . 
i-sx-- e-c -i..~- -APFeeKa xx.. aa.aaThheaaafFe --4- quency witE wBBiieh- "' 

random tests will be administered is specified in Appendix B. 

E. Notification of Selection 

1. An individual selected for random testing, and that 
individual's first-line supervisor, shell be notified the same 
day the test is scheduled, preferably within 2 hours of the 
scheduled testing. The supervisor shall explain to the employee 
that the employee is under no suspicion of taking drugs and that 
the employee's name was selected randomly. The emolovee shall be 
DD 
TI I. E. above. 

2. In czses where employees must travel to z ssecimen 
co?lecrion site outside of their imincdiate commuting area, 
more tkan two hours notice may be given. 

3. Em?loyees who must travel to and from a specimen 
collection site will be considered to be on oificial duty while 
t~aveling. 

F. De:erral of Testing 

-1. 'An employee 'selected tor random drug testing may obtain a 
deferral of tasting i f  the sml5loyee's first-line and second-line 
supervisors concur that a compelling need necessitates a deferral 
on the grounds that the employee is: 

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

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

2. An employee whose random d-ug test is deferred will be 
subject to an unannounced t!rt within the following 60 days. - - 



X. REASONABLE SUSPICIOB TESTING 

A. Individuals Subject to Reasonable Suspicion Testing 

Reasonable suspicion testing may be required of any employee 
in a position which is designated for mandatory random testing 
or which meets the criteria for such designation 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 an employee in any position when there is individu- 
alized suspicion of on-duty illegal drug use or on-duty 
drug-related impairment. 

. . . . B.- &ounds.. . . .. - .. . . . . . .. - . . . . .. . . .  . . . . . - - - 

Reasonable suspicion testing may be based upon, among other 
things : 

1.' Observable phenomena, such as direct observation of drug 
use or possession and/or the physical aymptoms of being under the 
influence of a drug: 

2 .  A pattern of abnormal conduct or erratic behavior 
consistent with the use of illegal drugs or drug-related impair- 
ment (if the employee is suspected of on-duty illegal drug use or 
on-duty illegal drug-related impairment, the pattern of behavior 
must be consistent with the use of illegal drugs or drug-related 
impairment in the workplace setting); 

3. 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, or trafficking; 

4. Information provided whether by reliable and credible 
sources or independently corroborated; or 

5. Newly discovered evidence that the employee has tampered 
with a previous drug test. 

AlLhough reasonable suspicion testing does not require 
certainty, mere 'hunches' are not sufficient to meet this 
standard . 

Cp. Procedures 
1. If an employee is suspected of using illegal drugs, the 

employee's supervisor will gather all pertinent information and 
facts regarding the elpcurnetances leading to and supporting this 
suspicion. 



2 .  Requests for reasonable .Suspicion testing of'an employee 
must be approved by the employee's second level supervisor and by 
the Civilian Personnel Officer. 

3. When reasonable suspicion has been established, the 
appropriate supervisor will promptly detail, for the record and 
in writing, the circumstances which formed the basis to warrant. 
the testing. A written report will be prepared to include, at a 
minimum, the appropriate dates and times of reported drug related 
incidents, reliable/credible sources of information, rationale 
leading to the teat, findings of the test, and the action taken. 

g y .  Obtainins the Samplg 

. .. . . . . . . -The. employee -may be- ask-ed.- to-provide -%he -urine sa-mp1.e-.under 
observation in accordance with the criteria in Section XII1.B. 

. Su~ervisorv Training 

In accordance with Section IV, supervisors.wil1 be trained to 
address illegal drug use by employees. to recognize facts that 
give rise to a reasonable suspicion, and to document facts and 
circumstances to-support a finding of reasonable suspicion. 
Failure to receive such %paining, however. ahall not invalidate 
otherwise proper reasonable suspicion testing. 



XI. APPLICANT TESTIBG 

'?a- 
A. Objectives 

To maintain the high professional standards of the DLA 
workforce, it is imperative that individuals who use illegal drugs 
be screened out during the initial employment process before they 
are placed on the employment rolls of the Agency. This procedure 
will have a positive effect on reducing instances of illegal drug 
use by employees working within DLA and will provide for a safer 
work environment. 

. ... . . . . .. . . - . - - .  . - . ...~ . . . . . . - . .. 

B. Extent of Testing 

Drug testing shall.be required of all individuals selected 
for employment with the Agency in testing designated positions.. 

C. Vacancv Announcements 

Every vacancy announcement for positions designated for 
applicant testing shall state: 

'A11 applicants tentatively 'selected for this position 
will be i-equirel to submit to u-inalysis to screen for 
.illegal drug use p-ior to. a??eintment.' 

In addition, the applicant will be notified that a2pointment 
to the position will be continaent upon a negative drug test 
result. Fsilure of the vacancy announoement to contain this 
statement notice will not preclude applicant testing i: advance 
writtan notice is provided applicants in some other manner. 

D. Procedures 

I..-The DPC shall direct applicants to an appropriate 
collection facility. Tho drug test must be undertaken as soon 
after notification as possible, and no later than 48 hours after 
notice to the applicant. Where appropriate, applicants may be 
reimbursed for reasonable travel expenses. 

2. Applicants will be advisbd of the opportunity to submit 
medical documentation that may support a legitimate use for a 
specific drug and that such information will be reviewed only by 
thc'MR0 or the staff-of the hlRO to determine wnether the ' 
individual is licitly using an otherwise illegal drug. 

E. Personnel Officials 

- 
Upon notificatYon that srh"individua1 has barn tentatively - - . 

zco 



selected for employment with the Asency, the Civilian Personnel 
Officer. shall assure, after consultation with t'he MRO or the 

-n- staff of the MRO, that a drug test has been conducted on that 
individual and. determine wheLther the test result is a verified 
positive result. 

F. Conseouences 
5 I 

The Agency will decline: to extend' a final offer of employment 
to any applicant with a verified positive test result. The 
staffing specialist working.on the applicant's certificate shall 

. . be directe.d to object te, the applicant , o n  the basis of dailur.e, to 
pass'tb&~phySic~l, a lack of personal characteristics necessary 
for public employment or failure to support the goals of the 
Agency. The Agency shall inform such applicant that a confirmed 
presence of diug in the applicant's urine precludes the Agency 
from hiring the applicant. 

jcj.I.,&C T. C;t. 
XII. ADDITIONAL TYPES OF DRUG TESTING 

AW 95 - &a&& '=A 
A, Accident 07 Unsafe Practice Testind 

\ . ,. . 
DLA is committed to providing a safe and sscu?e work 

involved in on-the-job accidents or who 
job-related activities pose a denge? 
operation of the Agenc be subject to 

/ 
shaY be'required all employees involved vps . 

b. Based on thk,circurn,s&'ncPs of the accident or unsafe 
act, an employee's testing for employees 
involved in Class D which do not result 
in a mishap, but which posfln i'mediate and severe threat to the 
health or safety of general, or an 
immediate and 

of employees involved in Class E mishaps or 
unsafe prac t posing an imrqediate threat. to health and 
safety OF n, ecurity shall be conducted under the 
provisio/ndof Section X, Reasonable Suspicion Testing. 

/ 

/3: Definitions of mishap ciass,es are p~ovided ~>QLAM 
605$.1. Ch. VII. Figure 7 - 8 ,  Mishap Reporting System 1ns;Guction 
pnd at Appendix D. 



. . 
XI1.A. Accident or Unsafe Practice Testing 

1. DLA is committed to providing a safe and secure working 
environment. It also has a legitimate interest in determining the 
cause of serious accidents.so that i t  can undertake appropriate 
corrective measures. Post-accident drug testing can provide 
invaluable information in furtherance of that interest. Accord- 
ingly, employees may be subject to testing when, based on the 
circumstances of the accident, their actions are reasonably 
suspected of having caused or contributed to an accident that 
meets either of the following criteria: 

a. The accident results in a death or personal injury 
requiriwg immedia-t-e ho8pitalization; or) 

b. The accident results in damage to aovernment or 
private prope~ty estimated to be in excess of 110,000. 

2. If an employee is suspected of hiving cauaad or 
contributed to an accident meeting either of the criteria stated 
above, the appropriate supervisor will present the facts and 

,&ircumstances leading to and supporting this suspicion to the 
[ activity commander for approval. Once approval has been obtained 
ignd the arrdngemants made with the DTOO for testing, the super- 
visor will prepare a mitten report detailing the facts and 
circumstances that warpanted the testing. 



1. In o;der to demonstrate their commitment to the Agency's 
goal of a drug-free workplace-and to set an example for other 
federal employees, employees not in testing designated positions 

.-s' may volunteer for unannounced random testing by notifying the DPC 
in writing. Thesesemployees will then be included in the pool o: 
testing designated positions subject to raqdom testing and will. 
be.subject to the'same conditions and procedures, including the. 
same disciplinary consequences for a finding of illegal drug use. 

C 
2. Volunteers shall remain in the TDP pool for the duration 

of the position which the employee holds, or until the employ@e' 
withdraws from participation. . 

3. Emoloveas will not be coerced or otherwise reuuired to 
-par-t-i.e i- ate - 4-1- +-8s lun-be-F-v t-est$n*-:--- -?=ti-rivat'ion- i-n vol uil taPv 
testing will neither advantage nor disadvantage em~lovees, excent 
as mav be reuuired bv a positive test result. 

C. Fol low-uo Testing 

All employees referred through administrative channels who 
undergo a counseling or rehabilitation program for illegal drug 
use through the EAP will be subject to unannounced testing 
following completion of such a program for a period of one year.. 
Such em?loyees shall be tested at the amount stipulated in the 
abeyance contract or, in the alternative, at an increased 
frequency of at least quarterly testing. Such testing is 
distinct from any testing whici: may be im?osed as a component 0: 
the EA?. 

XIII. TEST PBOCEDURES IX G E X E l k G  

DLA shall adhere to all scientific and technical gu,idelinas 
for drug testing programs promulgated by HHS consistent with the 
authority granted by Executive Order 12564. and to the 
reouir'emants of ~e*tion 503 of the Act. Consistent with these 
retkirements an2 where oractical , with consideration for 
efficient testing, exoense of eouioment. budnet constraints, an6 
other relevant matters. the most reliable methods and eoui~ment 
will be used. Tha Agency's drug.testing program shall have 
professionally trained collectfon personnel, a laboratory 
cejtification program, rigoro.us analytical standards and quality 
assurance requiraments for urinalysis procedures, and strict 
confidentiality reeuirements. 

B: Privacv . Assu~ed & &!l&Cd 
hall be 
rest 



tall or. similar sanitarv and secluded enclosure 
e is not observed whi,le providing the sample. . . 

same gender as the individual ' 
bserve the individual provide the 
onnel have reason'to believe the 

alter or su he specimen to be provid 
ason to believe that a ticular individual 

may alter or s ute the specimen to . . 
vided when: 

5 

pursuant to Section X 
relating to 

, . . . _ 2, Fae3s -sad t. tha. indi~idual is 
an illegal, drug user; 

J .  Facts the individual is 
under the 

has pre~iously by tho Agency 

Facts and circumstances has 
implements capable of 

../ 
6. The individual has previously tampered w i t h a  sample. 

C. Sam~le Collection an2 Retention. 

1. An adeouate samule shall be collected to oermit a retest 
i f  reouirrd during anv administrative or disciolinarv 
oroceedinEs. as well as the initial screening and confirmatorv 
tests. Portions retained for possible retest will be kept in 
fnozen storage at the laboratorv. If sufficient volume of urine 
is not able to be orovided .on the aoaointed dav, the selectee 
shall return on the next dav until the necessarv amount is 
orovided. 

P:-Upon a positive test. the remaining ~ortions of the 
samole will be retained in freezer storaee for atleast one vrar. 
The cmplovee will be given the option to have a urinalvsis test 
bv a second NIDA-ce~tified laboratorv utilizing a portion of this -. 
sc-ole at the Agency's exoense, provided that an adeauata volume -- 
of urine is available. 

Failure to appear for testing without a deferral will be 
considered refusal to particfpate in testing, and will subject an 
employee to the range of disciplinary octiqns, including 
Aismissal, and an ~pplicant,,:~ the eaneellation of  an o f f e r  of  

' - - ,~ 



XII1.B. Privacv Assured 

Any individual subject to testing under this order shall be 
permitted to provide urine specimens in private, and in a rest 
room,stall or similar sanitary and secluded enclosure so that the 
employee. is not observed while providing the. sample. Collection 
site personnel of the same gender as the individual tested, 
however, may observe the individual provide the urine specimen 
when such personnel have reason to believe the individual may 
alter or substitute the specimen to be provided. Collection site 
personnel may have reason to believe that a particular individual 
may alter or substitute the specimen to be provided when: 

1. Facts and circumstances suggest that the individual is 
an- f-lleg~l drug- user: 

2. Facts and circumstances suggest that the individual is 
under the influence of drugs at the time of the test; 

3. The individual has previously been found by the Agency 
to be an illegal drug user; 

. 4. Facts and cIrCU111StanCet3 suggest that the individual has 
equipment or implements capable of tampering or altering urine 
samples; or 

5. The individual has previously tampered with a sample. 

Visual observation of urination will not be permitted merely 
on the basis that a DLA employee is being tested pursuant to the 
.reasonable suspicion testing procedure in Section X. 



. . . .'. : 
employment. if an individual fails to appear at the collection 
site at the assigned time, the collector shall contact the DPC to 
obtain guidance on action to be taken. 

'g-' 
g [ D l ,  Onuortunitv to Justify a Positive Test Result 

1. When a confirmed positive result has been returned by 
the laboratory, the MRO shall perform the duties set forth in the 

, HHS Guidelines. For example, the MRO may choose to conduct 
employee medical interviews, review employee medical history, or 
reviewany other relevant biomedical factors. The MRO must 
review all medical records made available by the tested employee 
when a.confirmed positive test could have resulted from legally 
prescribed medication. . . . . . .  .... . - . . . . .  ............. . . . ,. . 

. . 

' 2. Individuals are 'not entitled, however, to present 
evidence to the MRO in a trial-type administrative proceeding. 
althougn the MRO has the discretion to accept evidence in any 
manner the htRO deems most efficpent or necessary. 

5 .  If the MIiO determines there is no justification for the 
positive result, such result will then be considered a verified 
positive test result. The MRO shall immediately concact the EAF 
Adminlstratcr, upon obtaining a verified positive tes: result. 

I .  Emulovaa Counseling an8 Assistance 

While parti'cipeting in a counseling or rehabilitation 
program, and at the requsst of the program, the employee may be 
exempted fro% the ranlon testing designated position pool for a 
period not to exceel sixty day;, or for a time period speci:ied 
in an abeyance contract or rehabilitation plan approved by the 
Agency head. Uson completion of the program, the em?loyee 
immediately shall be subject to follow-up testing pursuant to 
Section XI1 (C) . 
G. Official Time 

Particiaation in anv reouired drug testing is Dart of an 
emaiovee's official duties: conseouentlv. there will be no charee 
to leave for aartici~ation in the testing orogram. Union 
reoresentatives will be granted official time when representing 
emulovees at anv investigatorv interviews or disciplinary 
decision meetings which mav urecede or result from a drug test. 

fL t F 3 .  Savings Clause 

To the extent that any of the procedures specified in this 
section are inconsistent with any of those spacified in the 
Scientific and Technical Guidelines promulgated by the Department 
of Health and Human Services, or any subsequent amendment 

-%hereto, such R R S  Guidelines or amendment shall supersede the - 
"yppocedurss specified in this section, but only to the extant of 
"the inconsistency.. 



-3f- XIV. RECORDS BND BEPOBTS 
.. 

A .  ' Confidenti.slitv of Test Results 

1. The laboratory may disclose confirm~d laboratory test 
"esults only to the MRO or the staff of the MRO; Any positive 
result which the MBO justifies by licit and appropriate medical or 
scientific documentation to account.for the result as other than 
the intent.iona1 ingestion of an illegal drug will be treated as a 
negative test result and may not be released for purposes of 
identifying illegal drug use. .Test results will be protected 
under the provisions of the Privacy Act, 5 U.S.C. 552a. et seo., 
and Section 503(e) of the Act, and may not be released in 
violation of either Act. The MRO or tho staff of the MRO may 
maintain only those recorils necessary for compliance with this 
order. Any records'of the MRO', including drug test results, may 
be released to any management official for purposes of auditing 
the activities of the MRO, except that the disclosure of the 
results of any audit may 'not include personal identifying 
information on zny employee. 

2. In orde? to comply with Sectton 503(e) of the Act, the 
results of a drug test of a DLA employee may not be disclosed 
without the prior written consent of such employee, unless the 
&isclosure would be: 

a. To the MBO; 

:b. To the Counselor or Coordinator of *the EAP fn which 
the em9loyee is receiving counseling or treatment or is otherwise 
participating; 

c. To any supervisory or management official within 
the Agency having authority to take adverse personnel action 
against such employee; or . - - .  

d. Pursuant to the order of a court of competent 
jurisdiction or where required by Lhe United States Government to 
defend against any challango against any adverse personnel action. 

For the purposes of this Seetion,-"mnrgoment official' includes 
any management or government official whose duties necessitate 
review of the test results in order to process adverse personnel 
action against.tha employee. 

3. In addition, test results with all identifyins 
information removed shall also be mods available to Agency 
pex=sonnel, including the DPC, fop data collection m d  other 
activitias necessary to comply w i t h  Saction 503(f) of the Act. - - 'B . .. 

wa- 



3. Emslovee Access to Records 
3 -  ' 

1. Any employee who is the subject of a drug test shall, 
upon written request, have access to any ?ecords relating to: 

a. Such employee's drug test; and 

b. The results of any relevant certification, review, 
or revocation of proceedings, as referred to in Section 
503(a) (1) (A) (ii) ( I I i )  of the Act. 

2. The emnlovee shall be informed in writing of his/her 
+iiht to receive the'abdire'inforiaation. . . 

3 t 2 1 .  Except as'authorized by law, an applicant who is not 
a ~ ~ ~ - e m p l o ~ e e  and who is the subject of a drug test, however, 
shzll not be entitled to' this informtion. 

C. Confidentizlltv of Records in General 
.. ... i. 111 drug testing information specifically reiating to . 

individuals is confidential and should be treated as such by 
anyone authorized to review or compila program records. In order 
to efficiently implement this order and to make information 
readL?y retrievable, the DPC shall maintain all records relating 
to reasonajle suspicion testing, suspicion of tampering evidsnce,' 
and any other authori-ed documentation necessary imjilement this 
order. 

2. All -refords and inforkation of the personnel actions 
taken on employees with verified positive test results shall 
remain confidentizl and shall be maintained by the Civilian 
Personnel Office in a locked combination safe, with only 
authorized individuals who have z 'need-to-know' having access to 
them. 

. - 
D. Einulovee Assistance Program Records 

The EAP Administrator shall maintain only those records 
necessary to comply with this order. Aftmr a supervisor refers an 
employee to an EAP, the EAP will w n t a i n  all records necessary to 
'carry out its duties.. All medical and or rehabilitation records 
concerning the employee's drug abuse, including EAP records of the 
identity. diagnosis,.>rognoSis, or treatment, are confidential and 
may be disclosed only as authorizad by 42 C.F.R. 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 traatmont probress. ( 4 2  C.F.'R. 2.1 et seq. ' 

11986), revised reg.ulaLions.promulgaLrd at 52 F.R. 21796, June 9, 
W87). ... 



E. Maintenance of Records -=-' 
1. DLA shall establish or amend a recordkeeping system Co 

maintxn the records of the Agency's Drug Free Workplace Program 
consistent with the Agency's Privacy'~ct System of Records and 
with all applicable federal laws, rules and regulations regarding 
confidentiality of records including the ,Privacy Act 5 U.S.C. 

' 552a. If necessary, records may be maint'ainad zs required by 
subsequent administrative or Judicial proceedings, or at the 
discretion of the Director, DLA. The recordkeeping system should 
capture sufficient documents to meet the operational and 
statistical xeeds of this order, and include: 

a Ill. Notices of  verified positive te;t results - 
referred by the MBO; 

b 121. Written materials justifying reasonable ' 

suspicion testing or evidence that an individual 
may have altered or tampered with a specimen; 

c t31. Anonymous statistical reports; and - 
& [GI. Other documents the DPk, MFIO, or EA? 

Administrator deems necessary for e:ficient 
compliance with this order. 

2. No emolovee records shall be ke3t concerning non- 
confirmed test results. Anv such rec.ords. exceDt the 5ecord that 
*he test was conducted and that the test result was netative. 
shall be destroved, to the exvent that such destruction is allowed 
bv relevant relulations. 

F. Records Maintained bv Government Contractors 

Any contractor hired to satisfy any part of this order shall 
comply with the confidentiality requirements of this order, and 
all applicabl. federal laws, rules, regulations and guidelines. 

G. Statistical Info~mation 

The DPC shall collect and compile anonymous statistical data 
for reporting the number of: 

1, Random tests, reasonable suspicion tests, accident or 
unsafe practice tests, follow-up tests, or applicant 
tests administered: 

2. Verified positive test results; - - - 3. Voluntary drug couirsoling referrals; - 
3 3  

. 



4 .  Inv'oluntary drug counseling referrals; 
Ib" 

5 .  Terminations or denial of employment offers resulting 
3 f?om refusal to submit to testing; .. 

6. Terminations or denial of employment offers resulting 
from alteration of specimens; 

I i 
7. Terminations or denial of employment of5er.s resulting 

from failure to complete a drug abuse counseling 
program; and , 

8 .  Employees who succersfully complete EAP. 

This data, along with pther pertinent information, shall be 
compiled for inclusion in the DLA's annual report to Congress 
required by Section 503(f) of the Act. This data shall also be 
provided to HHS on p semiannual basis to assist in' overall 
program evaluation and to determine whether changes to the KES 
guidelines may be required. 


