Notification of Testing

1. Job notices/announcements for positions that are subject to pre-employment testing should include a statement such as, “The applicant offered this position will be required to successfully complete a pre-employment drug test.” 

2. Drug testing rules state that if a donor is initially unable to give an adequate specimen (45 ml. of urine), they have up to three (3) hours to produce that specimen.  During that time they must remain at the testing location.  To insure that they have three hours:

· When you call to schedule the selected applicant for a time to take care of “paperwork and other administrative details”, let them know how long they need to be available.  Take into account however long the paperwork will take plus the maximum time needed to complete the drug testing process.  

· For both applicants and employees, designate a “Report by” time that is at least three hours before that testing location is scheduled to close. 

· For employees, designate a “Report by “ time that is at least three hours before their work shift ends

3. State Personnel Board Rule 9.206 states that, “the appointing authority shall specify a date and time by which each individual shall report for testing” and that “such date and time shall be as soon as possible, but not later than two (2) business days following the date the individual receives notification to report”.  Therefore, individuals should be notified to report at a time that takes into account when the testing location is open.  Most testing locations are closed on Saturday and Sunday, so in general, Monday, Tuesday and Wednesday are preferable to Thursday and Friday.  Holidays can be problematic both because the testing location may be closed and because you may be unavailable if a problem arises.

4. Individuals who are being sent for drug testing should be given the Custody and Control Form (CCF) to take to the testing location.                                                         

5. Individuals who are being sent for alcohol or drug testing should be given written documentation that includes the following information:

· The name and social security number of the individual to be tested

· The reason for the test (pre-employment, random, etc.)

· Instructions to report for testing with the CCF and a picture ID

· The name and address of the collection site(s)

· Directions to the testing location 

· Hours of operation of testing location 

· The “report by” time and date

· The list of the different situations that constitute a “refusal”

· Amount of urine that is “sufficient”

· The consequences of testing positive or “refusing”; i.e., failing to successfully complete the testing process

· What to do with the blue and green copies of the CCF

· A statement that indicates the individual has read and understands the drug testing information

· The individual’s signature

· For Reasonable Suspicion testing, a Behavior Documentation Form should be completed by the employer/supervisor and a copy should be given to the employee.

The employer should keep the original form and the individual being tested should be given a copy.  Information on the form may be helpful to collection site staff in filling out the Custody and Control Form (CCF).

See Forms and Templates for downloadable forms.

