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fltgrggtggtjggg The City of Fetal will contract with Work Well to provide all of The City
of Petal‘s drug and alcohol testing services, including Medical Review Officers or other

consulting physicians to review and evaluate drug testing results. The APPENDIX will

outline the procedures and Employee can expect when called upon to give a drug and/or

alcohol test specimen. These procedures are required by Federal law. If you believe that

a test was conducted in a manner other than specified in the procedures please infonn

your supervisor immediately. The procedures are specifically designed to safeguard an

Employee's privacy during the testing process and to assure accurate test results.

EflEflA person required to give a drug or alcohol testing specimen at

Work Well will be tested courteously and with individualized attention to minimize any

stress or anxiety associated with the testing procedure. The Work Well Employee

conducting the drug testing specimen collection process is called a Collection Site Person

(“CSP") and the Work Well Employee who conducts alcohol testing is called a Breath

Alcohol Technician ("BAT"). Work Well‘s BAT‘s and CSP's will not use language that

might be considered offensive or accusatory, but will strive to be courteous at all times to

the person to be tested. ln addition, Work Well‘s BAT's and CSP’: will follow the

procedures outlined in this policy and procedure statement to assure the integrity and

quality of the alcohol and drug testing process, thereby maximizing accurate test results.

A particular CSP or BAT works with only one person to be tested at a time. Prior to

beginning the testing process, each person must show proof of identification through a

driver's license or other picture~hearing identification card. If positive proof of

identification IS not possible, the BAT or CSP will not proceed with specimen collection

or any aspect of alcohol or controlled substance testing.

DRUQ TEST

Since the procedures for alcohol testing are different from those for drug testing they will

be discussed separately. DnversIEmployee's are subject to both types of tests and will be

informed by Work Well personnel whether the test is for alcohol, drugs or both.

§fiAfter an Employee has presented proper proof of

identification. the CSP will conduct a short interview to document the relevant

information about the person to be tested. Relevant information from this interview and

from the complete specimen collection process is documented on a carbonless custody
and control fon'n. which identifies the specimen donor, the particulars of the collection

process, and the transfer of the specimen to the appropriate lab or other facility for

testing. In addition, the Employee will be provided a consent form to sign, giving written

consent to the testing procedure. If an Employee refuses to consent or revokes his/her

consent at any point, the BAT or CSP will not proceed with the process and the City of

Petal will consider this a Refusal to Submit and a violation of The City of Petal's policy.

After the initial interview, the Employee will be requested to remove any coat or any

other unnecessary outer garments that might conceal materials that could be used to alter

or affect the specimen to be given in any event, the Employees will be allowed to retain 

his/her wallet during the process of urine collection or if they prefer, their wallet can be

securely locked in a storage compartment at the clinic.

The specimen is collected in a clean. single use, sealed and securely wrapped container.

Work Well will keep a supply of these containers on hand. Before giving the specimen

collection container to the Employee, the CSP will allow the Employee to wash and dry 

his/her hands in the view of the CSP. The CSP will remain with the Employee and

observe him/her to make certain that the Employee has no access to water or other

substances that might be used to lter the specimen.

The CSP will then give the specimen collection container to the Employee and place 

him/her in the collection room. where the Employee will fill the collection container with

at lest forty-five (45) milliliters of urine. If the Employee is unable to urinate or is unable

to provide the required minimum urine amount of forty-five (45) ml, the specimen 

collection process must be begun again, and the CSP will assist the Employee by

providing fluids to drink. Any urine sample collected that is less than forty-five (45) ml.

will be discarded since Work Well does not combine urine from two collections to reach

the required volume. The Employee will be allowed a reasonable time (not to exceed two

(2) hours) to consume fluids (not to exceed twenty-four (24) ounces) and provide a 

specimen. lf the Employee is unable to provide a specimen in two hours, a physician will

evaluate him/her to determine if his/her problem is a medical one or constitutes a refusal

to cooperate. The physician will report the results of this evaluation to The City of Fetal.

(Note: There will be no such medical evaluation for pre-employment tests unless The

City of Fetal agrees in advance to it.)

Unless circumstances require (as outlined below), there will be no direct observation of 

the Employee while he/she is providing the urine specimen. All aspects of the collection

process are designed to maintain the modesty and privacy of the Employee. No

unauthorized persons shall be allowed to be present in the specimen collection area

during the procedure. After the Employee returns with the specimen in the collection

container, hflshe will be allowed to wash and dry their hands.

After the Employee delivers the containerized specimen to the CSP, the specimen will 

remain in the view of the Employee at all times until it is split into two separate specimen 

containers, labeled and sealed. The Employee will observe the sealing and labeling of the

specimen containers by the CSP and the Employee will initial the identification labels on 

the battles to verify that they contain his/her specimen. The specimen containers are then

sealed in the appropriate mailing envelope or container and remain under the control and

supervision of the CSP at all times until the package is prepared for shipment to the 

laboratory. After the container has been sealed and initialed by the Employee and the

custody and control fortn has been completed by the CSP. the urine specimen collection

process is complete
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Using two separate containers for the Employee's urine

specimen is known as the split specimen collection method. With this method. the

specimen is split by the CSP into a “primary" specimen consisting of at lest thirty (30)

ml. and second “split" specimen containing at lest fifteen (15); ml. of urine.

Both are labeled and forwarded to a DHHS certified lab as outlined in the preceding
section. All initial and confirmation testing conducted by the certified laboratory will be

conducted on the primary specimen only. However the laboratory must also maintain the

split specimen in secure storage.

If an Employee is informed by the Medical Review Officer that the result of the

laboratory's analysis of his/her primary specimen is positive, the Employee has seventy-

two (72) hours from the time he/she is infonned of the verified positive result to request

an analysis of the split specimen being held by the laboratory. Any request for analysis

of the split specimen made after this seventy»two (72) hour period will not be honored

unless the MRO, in his/her discretion, determines after discussion with the Employee that

there were unusual circumstances that caused an excusable delay in requesting the test.
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the Employee.

If the Employee makes a timely or otherwise proper request for a split sample test, the

MRO must inform the lab in writing and the lab must immediately forward the split

specimen to a second certified laboratory. with the seal intact and with proper chain of

custody documentation, as well as a copy of the MRO's request. The second lab will

perfonn the split specimen test and will report the results to the MRO. if the split test

does not confimr the results of the first test, the test is canceled. However, The City of

Petal and the MRO need not await the results of the split specimen test to initiate

administrative action and EAP referral or to take such other actions as are provided for in 

the City of Petal's drug and alcohol testing policy.

��lh��bh���A In addition to the security precautions inherent in the

specimen collection and Employee identification system outline above, the following
additional precautions are used by Work Well to maximize the integrity and accuracy of

the drug specimen collection process.

A. Toilet bluing agents are used to tint the water in the toilet located in the 

collection room where the Employee provides the actual specimen. All

other sources of water in that area are secured so that the Employee

cannot obtain access to them. In addition. the Employee is not allowed to

flush the commode while in the collection room, because flushing may be 

used to dispose of evidence of materials used to contaminate or tamper

with the specimen. If the seal on the commode that secures it against

flushing is broken or if flushing sounds are heard from the specimen
collection room, that specimen will be considered questionable and the

Employee must submit to a retest.
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B. While the CSP will remain courteous and respectful of the Employee 

at all times, any unusual or suspicious actions or behavior on the pan of 

the Employee will be noted on the custody and control form.

C. Within {our (4) minutes after collection of the specimen. the temperature 

of the specimen will be measured to make certain that it is within the 

acceptable range of 32.5 degrees to 37.7 degrees centigrade (90.5 degrees 

to 99.8 degrees Fahrenheit). ln addition, the CSP will check the color of

the urine specimen and look for any evidence of contamination or

tampering. Any unusual appearance of the urine or unusual temperature

will be noted on the custody and control form.

D. In any instance where the CSP suspects that the specimen was tampered 

with, the test specimen will be sent to the laboratory, but a new test 

will be scheduled. including a test under direct observation if The City of

Petal consents to direct observation. (Direct observation testing is

discussed below).

E. After the specimen has been split, scaled, labeled, and placed in the 

mailing envelope or other shipping container, it will either be shipped 

Immediately or stored securely in a locked space under the control of 

Work Well and the appropriate CSP. The completed custody and control 

fortn, including the chain of custody portions, will be completed and 

certified by the CPS and placed in the shipping container with the 

specimen which is being shipped or stored for shipping.

F. From the time the Employee is initially identified until the specimen has 

been collected, split. labeled. initialed, and sealed, the CSP is not allowed 

to leave the specimen collection area at any time. If it becomes necessary

due to emergency or other unavoidable circumstance for the CSP to leave,

any collection begun at that point will be nullified and the test must be

begun again.

��lh��bh���A Since Work Well‘s drug testing specimen collection

process seeks to protect the privacy and modesty of all Employees tested, direct

observation of the person giving the specimen during the time they are providing it is not

part of the nomtal collection procedure. However. under certain circumstances, direct

observation specimen collection may be necessary to assure the integrity of the drug

testing process. Whenever direct observation testing is required under the guidelines set

forth below, the person observing the Employee giving the specimen will be of he same

gender as the Employee. The following guidelines will be used in determining whether

direct observation collection is necessary and, in all cases, the decision to conduct direct

observation collection will be made only after consultation with the approval by the City 

of Fetal or a higher-level supervisor of the CSP. The following circumstances ar'e the

exclusive grounds for direct observation testing.
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