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FREQUENTLY ASKED QUESTIONS
    How can I get my employee drug tested that is not in a Testing Designated Position (TDP)?

  Employee is tested under “Reasonable Suspicion “ category.  

-- Grounds for Reasonable Suspicion 

· Direct observation of drug use or physical symptoms of being under the influence.

· Patterns of abnormal conduct and or erratic behavior.

· Arrest and or conviction for drug related offenses.

· Evidence of employee tampering a mandated drug test.

· Supervisory Procedures for Requesting Drug Test on Civilian Employee  (Reasonable Suspicion)

· If employee is suspected, supervisor will gather all information, facts, and circumstances to support the suspicion.

· Coordinate with the second level supervisor 

· Supervisor should detail in writing, the  circumstances on which they base their request for  employee’s drug test, to include the following:

· Dates and times of reported drug related incident.

· Reliable/creditable sources of information.

· Other supporting rationale for testing.

· Other pertinent facts

· Prior to testing, the basis for testing must be coordinated with the Civilian Personnel Office (Employee Relations Representative), and legal office  (adequacy of justification).

Some Common Signs of Employee Drug Abuse

A Change in Attitude/Behavior

Tardiness/Absence from work

Secretiveness/Withdrawal

Untidy Physical Appearance

Heavy use of Mouthwash/Cologne

Unexplainable Mood Swings

Financial or Marital Problems

Avoids Group Activities

Avoids Friends

Reduced memory and Attention Span

Becomes Defensive regarding Substance use

Over-reacts to Criticism

Irritable or Depressed

DRUG ABUSE RESULTS IN:

Reduced Productivity

Birth Defects

Infectious Diseases

Accidents

Impacted Families

IS THIS SOME YOU KNOW?


What is Demand Reduction?


AIR FORCE 


DEMAND REDUCTION PROGRAM








The Air Force Demand Reduction Program is a consolidation of several programs, having similar goals into one office.  The program serves to do what its name says – reduce the demand for drugs.





The government has, for years, been investing millions of dollars in drug intervention, air and sea surveillance and location and destruction of drug crops.  This is supply reduction.  The 1998 National Drug Control Strategy included focusing on shrinking America’s demand for drugs, through prevention as one of its tactics. Other strategies include drug treatment and attacking the supply of drugs through law enforcement and international cooperation.  The goal also is to deter active duty military and civilian employees from using drugs.  This ensures a safe work environment and a healthy and ready force. 
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DRUG TESTING PROGRAM ADMINISTRATIVE MANAGER (DTPAM)





(478) 327 8408/7668


DSN 497-8408/7668


     FAX (478) 327- 7776


DRUG TESTING QUICK REFERENCE


Military


Notify individuals no earlier than two-hours prior to scheduled testing time.  Personnel must report to test site within two hours after notification.


All personnel selected must report the same day of selection unless on leave, TDY or crew rest.


Squadrons must notify the Demand Reduction or laboratory (if person testing there) personnel in advance, of any special testing, i.e. Commander Directed, voluntary consent or probable cause.


Trusted Agents should not leave messages that indicate drug testing is occurring.


Trusted Agents should ensure the individuals sign and date the notification letter and clearly indicate the time the notification was issued.


Individual must bring notification letter and ID card to test site.  No purses or brief cases.


Form notification letters can be pre-signed by the Commander and copies made.  This will eliminate the problem of having someone available daily to sign letters.  Individuals can also be designated by the Commander to sign in his absence.


Contact Security Forces to have personnel tested during non-duty/weekend hours.  They will contact the Hospital laboratory.


9.  Personnel who are shift workers or on scheduled days off will be tested upon returning for duty. These individuals must report to the Hospital Laboratory with an observer if the Demand Reduction (DR) office is not testing at that time.  Call DR office if assistance is needed.


Criteria for Observers 


No Unfavorable Information File – UIF (AFI 36-2907)


Not selected for testing in the same session as the one in which they are observers.


No history of conviction by court-martial or civilian court, non-judicial punishment under Article 15 UCMJ, or letter of reprimand or similar administrative action for misconduct involving dishonesty, fraud, or drug abuse.  (Commanders make the determination on whether conduct is dishonest and /or fraudulent, with the help of Staff Judge Advocate, if situation unclear.)


No pending action under the UCMJ or pending administrative action;


Not within six months of either separation or retirement from active duty.


No medical profile which will prevent them from performing their assigned duties as observers.


Commissioned officer or enlisted member I the grade or Staff Sergeant or above.


Not assigned to work in any legal office.


CRITERIA FOR TRUSTED AGENTS





Must be an individual possessing unquestionable integrity and trustworthiness and meet the following criteria:


 No Unfavorable Information File – UIF (AFI 36-2907)


  No history of conviction by court-martial or civilian court, non-judicial punishment under Article 15 UCMJ, or letter of reprimand or similar administrative action for misconduct involving dishonesty, fraud, or drug abuse.  (Commanders make the determination on whether conduct is dishonest and /or fraudulent, with the help of Staff Judge Advocate, if situation unclear.)


 No pending action under the UCMJ or pending administrative action.


No medical profile which will prevent them from performing their assigned duties.























DRUG TESTING QUICK REFERENCE


Civilian


Supervisor should issue notification to employee in private.


Supervisor must sign the notification letter, annotate date and time the letter was issued.


 Supervisor must ensure the employee signs the notification at the time it is issued.





 Employee must bring notification letter and a picture ID with their social security number on it or a picture ID along with their social security card. 


Supervisor should fill out the deferral letter if an employee is on leave or tdy.  Fax or send the deferral through distribution.


Notify Demand Reduction personnel if the individual is on swing or owl shift.


Employee should not bring brief cases or purses to the testing site.





Civilian Employees – Urinalysis Testing


Categories of Drug Testing





Pre-employment Testing (new hire in TDPs)


Random (Those in Testing Designated    Positions)  (TDP)


Reasonable Suspicion


Accidents/Safety Mishaps


Rehabilitation


Voluntary 














continued from page 1
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