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I. INTRODUCTION

A.

Background

On September 15, 1986, President Reagan signed Executive Order 12564,
establishing the god of a Drug-Free Federal Workplace. The Order madeit a
condition of employment to refrain from using illegd drugs on or off duty. In
aletter to dl executive branch employees dated October 4, 1986, the President
reiterated his god of ensuring a safe and drug-free workplace for dl federa
workers.

The Executive Order recognized that illegal drug useis serioudy impairing a
portion of the nationa work force, resulting in the loss of billions of dollars
each year. Asthelargest employer in the nation, the federd government hasa
compelling proprietary interest in establishing reasonable conditions of
employment. Prohibiting employee drug use is one such condition.

The Bureau of the Public Debt is concerned with the well being of its
employees, the successful accomplishment of agency missions, and the need to
maintain employee productivity. Theintent of this program isto offer a
helping hand to those who need it, while sending a clear message that any
illegd drug useis, quite Ssmply, incompetible with federa service.

The purpose of Public Debt’s Drug- Free Workplace Plan isto set forth
objectives, palicies, procedures, and implementation guidelinesto achieve a
drug-free Federa workplace, consistent with Executive Order 12564 and
Section 503 of the Supplemental Appropriations Act of 1987, 5 U.S.C. 7301.

Statement of Policy

Public Debt as aresult of itsfisca responsbility has an obligation to diminate
illegd drug use from its workplace.

The misson of Public Debt is to borrow money needed to operate the Federa
government and to account for the resulting public debt. In support of this
mission, Public Debt prepares Department of the Treasury circulars offering
public debt securities, directs the handling of subscriptions and making of
alotments, formulates instructions and regulations pertaining to security

issues, and conducts or directs the conduct of transactionsin outstanding
securities.

Public Debt performs the final audits of retired securities and interest coupons,
maintains accounting control over public debt receipts and expenditures,
securities, and interest cost, maintains individua accounts of owners of book-
entry and registered securities and authorizes the payment of principa and



interest, and adjudicates claims resulting from logt, stolen, destroyed or
mutilated securities.

Public Debt is sengtive to the impact thet illegd drug use can have onits
effectiveness. In an effort to confront these potentia problems, Public Debt
has put together a plan that it feels responds to its specific needs. Public
Debt’s plan cdls for mandatory random testing for certain positions where
illegd drug usage by the incumbent would pose athreat. The incumbents
operate independently and have a Sgnificant degree of responsbility to the
extent that illega drug usage by the incumbents could lead to athrest to life
and public safety inherent in the operation of amotor vehicle.

Public Debt’s plan cdlls for testing those employees whom management
reasonably suspects of illegd drug usage. Public Debt expects that this aspect
of the plan will address and correct isolated instances of illegd drug usage.

Public Debt's plan dso cals for gpplicant testing of prospective selecteesto
testing designated positions (TDP) as a condition of employment, and for
voluntary drug testing. In addition, the plan cdls for extensve use of the
Employee Assistance Program (EAP) to assist those employees who do test
positive for illegd drug use or who admit to a drug problem.

It isthe policy of Public Debt that its workplace be free from theillegal use,
possession, or distribution of controlled substances, (as specified in Schedules

| through V, as defined in 21 U.S.C. 802 (6) and listed in Part b, Subchapter 13
of that Title) by the officers and employees of the Bureau of the Public Debt.
The possession and distribution of controlled substances will be dedlt with
promptly in accordance with legd and adminigtrative disciplinary procedures.
However, the policy’ s primary god isto ensure that illegdl drug useis
eliminated and that the Bureau of the Public Debt workplace be safe, hedthful,
productive and secure.

Nature, Frequency, and Type of Drug Testing to be Ingtituted

Public Debt’ s plan includes the following types of drug testing: (1) Applicant
testing; (2) Random testing of employees in testing designated positions; (3)
Reasonable suspicion testing; (4) Accident or unsafe practice testing; (5)
Voluntary testing, and (6) Testing as part of or as afollow-up to counsding or
rehabilitation.

The frequency of testing for random testing, voluntary testing, and follow-up
testing is specified in Appendix A, Section X1 (B) and Section XI1 (C)
respectively. The Bureau Chief reserves the right to increase or decrease the
frequency of testing based on the Bureau’ s mission, need, availability of
resources, and experience in the program, consistent with the duty to achieve a
drug free workplace under the Executive Order.



D. Drugsfor Which Individuds are Tested

Section 503 of the Act requires Public Debt’ s Plan to specify the drugs for
which individuas shdl betested. These arelisted in Appendix B.

E. Scope

This order is effective upon completion of impact and implementation
bargaining for dl Public Debt offices, both in Washington and Parkersburg and
upon completion of Heath & Human Services certification.

F.  Union Cooperation

The active participation and support of labor organizations can cortribute to
the success of this program. Therefore, management will seek waysin which
recognized bargaining unit representatives might assist in program
implementation, such as in acquainting employees with rehabilitation facilities
and by enhancing employee confidence in the program. Management will
continue to observe agreements dready reached, will include union
representatives in genera orientation programs, and will continue to meet its
obligation under Title V11 of the Civil Service Reform Act.

G. References
1 Authorities
a Executive Order 12564;
b. Executive Order 10450;

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

d. Scientific and Technicd Guiddinesfor Drug Testing Programs,
Alcohol, Drug Abuse and Mental Hedth Adminigtration
(ADAMHA), Department of Health and Human Services
(HHS), as amended, Standards for Certification of Laboratories
Engaged in Urine Drug Tegting for Federal Agencies, Alcohol
Drug Abuse and Mentd Hedth Adminigtration (ADAMHA),
Department of Hedlth and Human Services (HHS), as amended,
and; Mandatory Guiddinesfor Federa Workplace Drug Testing
Programs, which includes Scientific and Technicad
Requirements and Certification of Laboratories Engaged in
Urine Drug Testing, 53 FR 11970 (1988) as revised (1994).



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

f. 42 CFR Part 2, establishing requirements for assuring the
confidentidity of acohol and drug abuse patient trestment
records,

o] The Privacy Act of 1974 (5 U.S.C. Section 552a), prescribing
requirements governing the maintenance of records by agencies

pertaining to the individuas and access to these records by the
individud (s) to whom they pertain;

h. 31 CFR Part 1, implementing the Privacy Act of 1974 within
Public Delat;

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

J- Department of Treasury Directive, No. 61-10, dated September
24, 1987;

K. Section 628 of the Treasury, Postal Service and Genera
Government Appropriations Act of 1989, Pub. L. 100-440, as
amended.

2. Guidance

Chapter 792-1, Bureau Personnd Directives System, Alcohol and Drug
Abuse.

I1. DEFINITIONS

A. Applicant means any individud tentatively sdected for atesting designated
position and includes any individud in the Bureau who has tentatively been
promoted or reassigned to atesting designated position and who has not,
immediately prior to the sdection, been subject to random testing.

B. Employee Assstance Program (EAP) means the Public Debt based counsdling
program that offers assessment, short-term counseling, and referra servicesto
employees on awide range of drug, acohol, and menta heath problems, and
monitors the progress of employees while in treatment.

C. Employee Assstance Program Adminigtrator means the individua responsible
for ensuring the development, implementation and review of the agency EAP.



Employee Assstance Program Coordinator means the individua designated by
the Employee Assstance Program Adminigirator responsible for implementing
and operating the EAP within the Public Debt component assigned to the
coordinator, by providing counseling, trestment, and educeation servicesto
employees and supervisors regarding Public Debt’s EAP.

Medicad Review Officer (MRO) meansthe individud responsible for receiving
laboratory results generated from Public Debt’ s Drug- Free Workplace Program
who is alicensed physician with knowledge of substance abuse disorders and
the appropriate medica training to interpret and evaluate dl postive test

results together with an individua’ s medica history and any other relevant
biomedicd information.

Illega Drugs means a controlled substance included in Schedule| or 11, as
defined by Section 802 (6) of Title 21 of the United States Code, the
possession of which is unlawful under Chapter 13 of that Title. Theterm
“illegd drugs’ does not mean the use of controlled substance pursuant to a
valid prescription or other uses authorized by law.

Management Officia means an employee required or authorized by Public
Debt to formulate, determine or influence the policies of Public Debt. 5 U.S.C.
7103 (a) (11).

Random Testing means a system of drug testing imposed without
individualized suspicion that a particular individud isusng illega drugs
Random testing may either be uniform-unannounced testing of testing
designated employees occupying a specified area, eement or position, or may
be statigticaly random sampling of such employees based on a neutrd
criterion, such as socid security numbers.

Employeesin Sengtive Posgitions mean:

1 Employeesin positions designated as Specid Sengtive, Critica
Sengtive, or Noncritical- Sengtive or employees in postions designated
as sendtive in accordance with Executive Order No. 10450, as
amended;

2. Employees granted access to classified information or who may be
granted access to classified information pursuant to a determination of
trustworthiness under Section 4 of Executive Order No. 12356;

3. Other positions determined to involve law enforcement, nationa
security, the protection of life and property, public health or safety, or
other functions requiring a high degree of trust and confidence.



J.

Supervisor means an employee having authority to hire, direct, assgn,
promote, reward, transfer, furlough, layoff, recdl, suspend, discipline, or
remove other employees, to adjust their grievances, or to effectively
recommend such action, if the exercise of the authority is not merely routine or
clericdl in nature, but requires the consistent exercise of independent judgment.
5U.S.C. 7103 (a) (20).

Tegting Designated Pogitions means employment positions within Public Debt,
which have been designated for random testing under Section 1X B. of this
plan.

Verified Postive Test Result means atest result that has been screened
positive by an FDA-gpproved immunoassay test, confirmed by a Gas
Chromatography/Mass Spectatrometry assay, (or other confirmatory tests
approved by HHS), evaluated by the Medicd Review Officid and determined
by him or her to be unjustified under Section XIII. D. of this plan.

I11. EMPLOY EE ASSISTANCE PROGRAMS

A.

Function

Public Debts EAP plays an important role in preventing and resolving
employee drug use by: demondgtrating Public Debt' s commitment to
diminating illegd drug use; providing employees an opportunity, with
gppropriate assistance, to discontinue their drug use; providing educationa
materids to supervisors and employees on drug use issues, assising
supervisors in confronting employees who have performance and/or conduct
problems and making referrds to appropriate treetment and rehabilitative
fadilities, and follow-up with individuas during the rehailitation period to
track their progress and encourage successful completion of the program. The
EAP, however, shdl not be involved in the collection of urine samples or the
initial reporting of test results. Specificdly, the EAP shdll--

1 Provide counsdling and ass stance to employees who sdif refer for
treatment and whose drug tests have been confirmed positive, and
monitor the employees progress through trestment and rehabilitation;

2. Provide needed education and training to al levels of Public Debt on
types and effects of drugs, symptoms of drug use and itsimpact on
performance and conduct, on the relaionship of the EAP with the drug
testing program, and on related trestment, rehabilitation, and
confidentidity issues,



3. Ensure that confidentidity of test results and related medica treatment
and rehabilitation records are maintained in accordance with Section
X1V,

4, Provide and digtribute EAP information to supervisors and employees.

Referrd and Availability

Any employee found to be usng illegd drugs shall be referred to the EAP.

The EAP shdl be administered separately from the testing program, and shall
be available to al employees without regard to afinding of drug use. The EAP
shdl provide counsdling or rehabilitation for dl referrds, as wdl as education
and training regarding illegdl drug use.

Leave Allowance

Employees shal be alowed up to two (2) hours of excused absence for each
counseling sesson, up to amaximum of sx (6) counsdling sessions, during the
asessment/referral phase of rehabilitation. Absences during duty hours for
rehabilitation or treatment not provided by EAP counselors must be charged to
the appropriate leave category in accordance with law and leave regulations.

Records and Confidentidity

All EAP operations shdl be confidentia in accordance with Section XIV of
the Plan relating to records and confidentidity.

Sructure
The Labor-Employee Relations Branch (LERB) shal be responsible for

oversght and implementation of Public Debt’s EAP and will provide, with the
support of the Commissioner, high leve direction and promotion of the EAP.

V. SUPERVISORY TRAINING

A.

B.

Objectives

Public Debt, in conjunction with the EAP, will provide training to assst
supervisors and managers in recognizing and addressing illega drug use by
agency employees.

Implementation

The EAP and LERB shdl be responsible for implementing supervisory



training, and shal develop atraining package to ensure that al employees and
supervisors are fully informed of Public Debt' s Drug- Free Workplace Plan.

Training Package

Supervisory training shal be required of al supervisors and may be presented
as a segparate course to be included as part of an ongoing supervisory training
program. Training shal be provided as soon as possible after a person
assumes supervisory respongbility. Thistraining shal include, but not be
limited to:

1 The EAP gpproach to handling problems;

2. How to recognize employees with possible problems;

3. How to document employee performance or behavior;

4, How to approach the employee;

5. How to use EAP;

6. Disciplinary actions and removals from sengtive positions, as required
by Section 5 ( C) of the Executive Order.

V. EMPLOYEE EDUCATION

A.

Objectives

The EAP Adminigration shdl offer drug education to al Public Debt
employees. Drug education should include education and training to dl levels
of the Public Debt on:

1 Types and effects of drugs,

2. Symptoms of drug use, and the effects on performance and conduct;
3. The rdationship of the EAP to the drug testing program; and

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

Means of Education

Drug education activities may include:



1. Digribution of written materids;
2. Videotapes,
3. Lunchtime employee forums, and

4, Employee drug awareness days.

V1. SPECIAL DUTIES AND RESPONSIBILITIES

A. Drug Program Coordinator

Public Debt shall have a Drug Program Coordinator (DPC) assigned to carry
out the provisons of this plan. The DPC shdl be respongible for
implementing, directing, administering, and managing the drug program at
each Public Debt location. The DPC shdl serve as the principle contact with
the laboratory in assuring the effective operation of the testing portion of the
program. In carrying out this responsibility, the DPC shdl, among other
duties:

1 Arrange for dl testing authorized under this order;

2. Insure that al employees subject to random testing receive individua
notice as described in Section V11 B. of this Plan, prior to
implementation of the program, and that such employees return a
sgned acknowledgment of receipt form;

3. Document, through written inspection reports, dl results of |aboratory
ingpections conducted;

4, Coordinate with and report to the Commissioner on DPC activities,
5. Coordinate dl DPC dutiesin field offices wherever possibleto

conserve resources and to efficiently and speedily accomplish religble
and accurate testing objectives.

B. Employee Asssance Program Administrator

The Employee Assstance Program Adminigtrator shall:

1 Assume the lead role in the devel opment, implementation, and
evauation of the EAP,

2. Designate and monitor EAP Coordinators and counsglors,



In coordination with the DPC, ensure the development and
implementation of an educationd program to include dissemination of
materias, supervisory training, and employee education sessons,

Advise Public Debt components on the submission of annud datistica
reports, and prepare consolidated reports on Public Debt's EAP
adivity,

Othewise administer Public Debt’s EAP.

C. Employee Assstance Program Coordinator

The Employee Assstance Program Coordinator shdl:

1

Implement and operate the EAP within each Public Debt component
assigned to the coordinator;

Provide counsdling and trestment servicesto al employees referred to
the EAP by their supervisors or on self-referrd, and otherwise offer
employees the opportunity for counsding and rehabilitation;

Work with EAP adminigtrator to provide educationd materials and
training to managers, supervisors, and employees onillegd drugsin the
workplace;

Assst supervisors with performance and/or personnd problems that
may be rdaed toillegd drug use;

Monitor the progress of referred employees during and after the
rehabilitation period;

Maintain alig of rehabilitation or treetment organizations which
provide counsding and rehabilitative programs, and include the
following information on each such organization:

a Name, address, and phone number;

b. Types of services provided;

C. Hours of operation, including emergency hours,

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



e Fee structure, including insurance coverage;
f. Client specidization; and
g Other pertinent information.

7. Ensure that rehabilitative or trestment organizations are properly
certified, physicaly acceptable, and that progress reports and post-
trestment follow-up are provided when appropriate.

D. Medicd Review Officer

Each Bureau office shdl have aMRO assigned to carry out the purposes of
this Order. The MRO shdl, among other duties.

1 Receive dl |aboratory test results;

2. Asaure that an individua who has tested positive has been afforded an
opportunity to justify the test result in accordance with Section XII1. D.
of thisPlan;

3. Cong stent with confidentidity requirements, refer written
determinations regarding dl verified postive tes results to the DPC
including a positive drug test result indicating thet the positive result is
unjudtified together with dl relevant documentation and a summary of
findings,

4, Confirm with the DPC whether an individua who has been tentatively
selected for employment with the Bureau has obtained a verified
negative or positive test result.

E.  Supervisors

Supervisors will be trained to recognize and addressillega drug use by
employees, will be provided information regarding referrd of employeesto the
EAP, procedures and requirements for drug testing, and behaviora patterns
that gve rise to areasonable suspicion that an employee may be using illegd
drugs, and will generdly comply with the provisons of this plan.

VII. NOTICE

A. Genead Natice

A generd notice from the Commissoner announcing the testing program, as
required by the Executive Order Section 4 (&), will be provided to dl



employees no later than sixty (60) days prior to the implementation date of the
plan. This generd notice shdl not be issued prior to the completion of
Congressond Certification procedures pursuant to Section 503 (@) (1) (A), (B)
and (C) of the Act, and shdl explain:

1.

2.

The purpose of the Drug-Free Workplace Plan;
That the plan will include both voluntary and mandatory testing;

That those who hold positions selected for random testing will dso
receive an individua notice, prior to the commencement of testing,
indicating that their position has been designated a testing designated
position;

The availability and procedures necessary to obtain counsdling ad
rehabilitation through the EAP,

The circumstances under which testing may occur;

That opportunity will be afforded to submit medical documentation of
lawful use of an cthewiseillegd drug;

That the |aboratory assessment is a series of tesswhich are highly
accurate and reliable, and that, as an added safeguard, laboratory results
are reviewed by the MRO;

That positive test results verified by the MRO may only be disclosed to
the employee, the appropriate EAP adminigtrator, and the appropriate
management official's necessary to process an adverse action againgt the
employee, or acourt of law, or adminigrative tribund in any adverse
personnd action.

Except for test results, dl medica and rehabilitation records in an EAP
will be deemed confidentia “ patient” records and may not be disclosed
without the prior written consent of the patient.

Individua Notice

In addition to the generd notice, an individuad notice will be distributed to al
employess in testing designated positions explaining, in addition to the
information provided above:

1.

That the employee’ s position has been designated a “testing designated
pogition;”



C.

VIII.

2. That the employee will have the opportunity to voluntarily identify
himsdf asauser of illegd drugs and to receive counsdling or
rehabilitation, and shal not be subject to disciplinary action;

3. That the employee s position will be subject to random testing no
sooner than thirty (30) days from the date of this notice.

Sgned Acknowledgment

Each employee in atesting designated position shall be asked to acknowledge
In writing thet:

The employee has received 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 induding dismissal.

If the employee refuses to Sgn the acknowledgement, the employee's
supervisor shdl note on the acknowledgment form that the employee received
the notice. This acknowledgement shall not preclude testing that employee, or
otherwise affect the implementation of this Order sSnce the generd sixty (60)
day notice will previoudy have natified al agency employees of the
requirements of the Drug-Free Workplace Plan

Adminidratiive Rdief

If an employee believes his or her position has been wrongly classfied asa
testing designated position, that employee may file a grievance under the
negotiative grievance procedure or agency grievance procedure, as appropriate.

FINDINGS OF ILLEGAL DRUG USE AND DISCIPLINARY
CONSEQUENCES
Determination

An employee may be found to useillega drugs on the basis of any appropriate
evidence incdluding, but not limited to:

1. Direct observation:;
2. Evidence obtained from an arrest or crimina conviction;

3. A verified pogtive test result; or



B.

D.

4, An employee' s voluntary admisson.

Mandatory Adminigrative Actions

Public Debt shdl refer an employee found to useillegd drugsto the EAP and
immediately reassgn the employee from hisher pogtion without regard to
whether it is atesting designated pogition. At the discretion of the
Commissioner, however, and as part of an EAP, an employee may return to
duty in his’er postion if the employee s return would not endanger public
hedlth or safety or nationa security.

Range of Consequences

The severity of the disciplinary action taken againgt an employee found to use
illegd drugs will depend on the circumstances of each case, and will be
consstent with the Executive Order, and includes the full range of disciplinary
actions, including reducing the employeein pay or grade or remova. Public
Debt shdl initiate disciplinary action againgt any employee found to useillega
drugs but not againgt an employee who voluntarily admitsto illegd drug usein
accordance with subsection VII1. F. of this Plan.

Such disciplinary action, congstent with the requirements of Public Debt’s

L abor-Management Agreement and the Civil Service Reform Act, other

datutes, Public Debt directives, and regulations, may include any of the

following measures, but some disciplinary action must be initiated:

1 Reprimanding the employee in writing;

2. Placing the employeein an enforced leave Satus,

3. Suspending the employee for 14 days or less,

4. Suspending the employee for 15 days or more;

5. Suspending the employee until the employee successfully completes
the EAP or until Public Debt determines that action other than

sSuspension is more gppropriate;

6. Removing the employee from Federd sarvice.

Initiation of Mandatory Remova From Federa Service




Public Debt shall initiate action to remove an employee for:

1.

Refusing to obtain counsding or rehabilitation through an EAP as
required by the Executive Order after having been found to useillegd

drugs,

Having been found not to have refrained from illega drug use after a
firg finding of illegd drug use.

All letters to propose and decide on a separation action should be worked out
in consultation with Public Debt’ s Labor- Employee Relations Officer.

Refusa to Take Drug Test When Required

1 An employee who refuses to be tested when so required will be subject
to the full range of disciplinary actions, including removal.

2. No sdlectee for a vacancy who refuses to be tested shall be extended an
offer of employment, promotion, or reassgnmern.

3. Attempts to ater or subgtitute the specimen provided will be deemed a
refusal to take the drug test when required.

Voluntary Referrd

Under Executive Order 12564, Public Debt is required to initiate action to
discipline any employee found to useillegd drugsin every circumstance
except thefollowing: 1f an employee (1) voluntary admits his or her drug use;
(2) completes counsdling or an EAP; and (3) theresfter refrains from drug use,
such disciplineis not required.

1

Because the Order permits an agency to create a“ safe harbor” for an
employee who meets dl three of these conditions, Public Debt has
decided to create such a*“ safe harbor” and will not initiate disciplinary
action againgt employees who satisfy these provisons.

A fundamenta purpose of Public Debt’ s drug testing Plan isto assst
employees who themselves are seeking treatment for drug use. For this
reason, Public Debt will not initiate disciplinary action against any
employee who meets dl three of the above conditions.

This Hf-referrd option dlows any employee to step forward and
identify him/hersdf asaniillegd drug user for the purpose of entering a
drug treatment program under the EAP. In stepping forward, and
congstent with Section X. B. an employee may volunteer for adrug
test asameans of identification. Although this salf-identification test



IX.

may yield a verified postive test result, such result shal not subject the
employee to discipline assuming the three safe harbor requirements are
met.

3. Since the key to this provison' s rehabilitative effectivenessis an
employee swillingness to admit his or her problem, this provision will
not be available to an employee who is asked to provide a urine sample
when required, or who isfound to have used illegd drugs pursuant to
Sections VIII (A) (2) or VIII (A) (2), and who theresfter requests
protection under this provison.

RANDOM TESTING

A. Podgtion Titles Desgnated for Random Drug Testing

Reasonable suspicion testing may be required of an employee in aposition
which is designated for random testing when there is a reasonable suspicion
that the employee usesillegd drugs whether on or off duty. Reasonable
suspicion testing may aso be required of any employee in any position when
there is a reasonable suspicion of on-duty use or on-duty impairment.

Sengtive Employess in Testing Desgnated Positions

The Executive Order requires random testing for employees in sengtive
positions that have been designated testing designated positions. As further
Specified in Appendix A, the Commissioner has determined that these
positions are testing designated positions that will be randomly tested.
Accompanying the ligt of testing designated positions are the criteriaand
procedures used in designating such positions, pursuant to the Act including
the judtification for such criteria and procedures.

Deatermining the Testing Desgnated Pogition

Among the factors the Commissioner has consdered in determining a testing
designated position are:

1 The extent to which Public Debt --
a Congdersits misson inconsstent with illegd drug use;

b. Must foster public trust by preserving employee reputetion for
integrity, honesty and responsibility; and

2. The extent to which the position considered --

a Gives employees access to sengtive information;



b. Requires employees, as a condition of employment, to obtain a
Security clearance;

C. Requires employees to engage in activities affecting public
hedlth or safety.

These positions are characterized by critical safety or security respongibilities
asrelated to the misson of Public Debt. The job functions associated with
these positions directly and immediately relate to public health and safety, and
the protection of life and property. These positions are identified for random
testing because they require the highest degree of trust and confidence. The
Commissioner reserves the right to add or delete positions determined to be
testing designated positions pursuant to the criteria established in the Executive
Order and thisPlan. Moreover, pursuant to 42 U.S.C. 290ee-1(b) (2), and the
pertinent provisions of the Federa Personnd Manud, the Commissioner has
determined that dl positions which have been or will be designated as testing
designated positions under this plan are “ sendtive postions,” and are therefore
exempted from coverage under 42 U.S.C. 290ee-1(b) (1) which provides that
no person may be denied or deprived or Federd civilian employment or a
Federad professiond or other license or right solely on the basis of prior drug
abuse.

Implementing Random Tegting

In implementing the program of random testing the Drug Program Coordinator
sl —

1 Ensure that the means of random selection remains confidential; and

2. Evauate periodicaly whether the numbers of employees tested and the
frequency with which those tests will be administered satisfy the
Commissioner’ s duty to achieve adrug-free work force.

The number of sengtive employees occupying testing designated positions and

the frequency with which random tests will be administered are pecified in

Appendix A.

Notification of Sdection

Anindividua sdected for random testing, and the individud’ sfird-line
supervisor, shal be notified the same day the test is scheduled, preferably
within two (2) hours of the scheduled testing. The supervisor shdl explain to
the employee that the employee is under no suspicion of taking drugs and that
the employee’ s name and/or date of the test was selected randomly.



Defara of Teding

An employee sdected for random testing may obtain adeferrd of testing if the
employee sfirg-line and second- line supervisors concur that a compdling
need necesstates a deferra on the grounds that the employeeis.

1 In aleave atus (sck, annua, adminigrative or leave without pay); and

2. In officid travel status away from the test Site or is about to embark on
officia travel scheduled prior to testing notification.

An employee whose random drug test is deferred will be subject to testing at
the very firgt opportunity within the next 24 hours or if thisis not possible, to
be an unannounced test within the following 60 days.

REASONABLE SUSPICION TESTING
Grounds

Reasonable suspicion testing may be required of an employee in a postion
which is desgnated for random testing when there is a reasonable suspicion
that the employee usesillegd drugs whether on or off duty. Reasonable
suspicion testing may aso be required of any employee in any position when
there is a reasonable suspicion of on-duty use or on-duty impairment.

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 physica symptoms of being under the influence
of adrug;

2. A pattern of abnorma conduct or erratic behavior;

3. Arrest or conviction for a drug-related offense, or the identification of
an employee asthe focus of acrimind investigation into illegal drug
possession, use, or trafficking and/or distribution or illegd use,
possession, or distribution of a controlled substance;

4, Information provided either by reliable and credible sources or
independently corroborated; or

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

Although reasonable suspicion testing does not require certainty, mere
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“hunches’ are not sufficient to meet this sandard.
Procedures

If an employee is suspected of using illega drugs, the immediate supervisor
will gather al information, facts, and circumstances leading to and supporting
this suspicion. Thisinformation should then be reviewed by the second-leve
supervisor in consultation with the LERB and the Chief Counsd’s Office. A
decision will then be made by the second-level supervisor asto whether or not
reasonabl e suspicion has been established.

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

Obtaining the Sample

The employee may be asked to provide the urine sample under observationin
accordance with criteriain Section XIl1l. B.

Supevisory Traning

In accordance with Section IV, supervisors will be trained to addressiillegdl
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 training, however, shal not invalidate otherwise proper
reasonable suspicion testing.

APPLICANT TESTING

Objectives

Individuas who useillega drugs must be screened out during theinitid
employment process before they are placed in atesting designated position.
Drug testing shdl be required of al applicants for testing designated positions.

Vacancy Announcements

Every vacancy announcement for pogitions designated for applicant testing
shdl gate:
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“Applicants tentatively sdected for this position will be required to
submit to urindysisto screen for illegal drug use prior to gppointment.”

In addition, the applicant will be natified that gppointment to the position will
be contingent upon a negative drug test result. Failure of the vacancy
announcement to contain this satement notice will not preclude testing if
advance written notice is provided to gpplicants in some other manner.

Procedures

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

Applicants will be advised of the opportunity to submit medica documentation
that may support alegitimate use for a specific drug and that such information
will be reviewed only by the MRO to determine whether the individud is

legdlly usng an atherwiseillega drug.

Personnd Officer

Upon notification that an individua has been tentatively selected for
employment with Public Debt, the Personnd Officer shdl assure, after
consultation with the MRO, that a drug test has been conducted on that
individua and determine whether the test result is a verified pogtive result.

Conseguences

Public Debt will decline to extend afind offer of employment, promotion or
reassgnment to any applicant with a verified postive test result and such
gpplicant may not regpply to Public Debt for a period of six (6) months. Inthe
case of acompetitive gppointment, the Personnel Officer will object to the
gpplicant on the badis of failure to pass the urine test, alack of persona
characterigtics necessary to relate to public employment or failure to support
the gods of Public Debt. Public Debt shdl inform such applicant thet a
confirmed presence of anillegd drug in the gpplicant’s urine precludes the
Bureau from hiring the goplicant.

ADDITIONAL TYPES OF DRUG TESTING

Injury, llIness, Unsafe, or Unhedthful Practice Testing

Public Debt is committed to providing a safe and secure work environment. It
a0 has alegitimate interest in determining the cause of serious accidents so



XIII.

A.

that it can undertake appropriate corrective measures. Post-accident drug
testing can provide invauable information in furtherance of that interet.
Accordingly, employees may be subject to testing when, based upon the
circumstances of the accident, their actions are reasonably suspected of having
caused or contributed to an accident that meets the following criteria

1 The accident resultsin adeeth or persond injury requiring immediate
hospitdization; or

2. The accident results in damage to government or private property
estimated to be in excess of $10,000.

If an employeeis suspected of having caused or contributed to an accident
meeting the above criteria, the appropriate supervisor will present the facts
leading to this sugpicion to the Manager of LERB for gpprovad. Once approva
has been obtained and arrangements made for testing, the supervisor will
prepare awritten report detailing the facts and circumstances that warrant the
teding.

Voluntary Tesing

In order to demondtrate their commitment to Public Debt’s god of a drug-free
workplace and to set an example for other federa employees, employeesnot in
testing designated positions may volunteer for unannounced random testing by
notifying the DPC.

These employees will then be included in the group of testing designated
positions subject to random testing, and be subject to the same conditions and
procedures, including the provisons of Section VIl (F). Volunteers shall
remain in the pool for the duration of the position which the employee holds,
or until the employee withdraws from participation by notifying the DPC of
such intent at least 48 hours prior to a scheduled test.

Follow-Up Teging

All employees referred through adminigirative channels who undergo a
counsdling or rehabilitation program for illegd drug use through the EAP will
be subject to unannounced testing following completion of such a program for
aperiod of one year at an increased frequency of no less than three (3) times
per year through placement in a separate random pool. Such testing is distinct
from testing which may be imposed as a component of the EAP.

TEST PROCEDURES IN GENERAL

Technicad Guiddinesfor Drug Testing




Public Debt shdl adhereto dl scientific and technica guidedines for drug
testing programs promulgated by HHS consistent with the authority granted by
Executive Order 12564, and to the requirements of section 503 of the Act.
Public Debt' s drug testing program will use professondly trained collection
personnd, alaboratory certification program, rigorous andytica standards and
quality assurance requirements for urinalysis procedures, and strict
confidentidity requirements.

Privacy Assured

Any individua subject to testing under this order shdl be permitted to provide
urine specimensin private, and in arest room stal or smilar enclosure so that
the employee is not observed while providing the sample. Coallection Site
personnel of the same gender asthe individua tested, however, may observe
the individud provide the urine specimen when such personnd have reason to
believe theindividua may dter or substitute the specimen to be provided.
Collection Ste personnel may have reason to believe that a particular
individua may dter or subgtitute the specimen to be provided when:

1 Facts and circumstances suggest that the individud isaniillega drug
User;

2. Facts and circumstances suggest that the individua is under the
influence of drugs at the time of the te<t;

3. Theindividua has previoudy been found by Public Debt to be an
illegd drug user;

4. Facts and circumstances suggest that the individua has equipment or
implements capable of tampering or dtering urine samples; or

5. Theindividud has previoudy tampered with a sample.

Failure to Appear for Testing

Failure to gppear for testing without a deferral will be consdered refusa to
participate in testing, and will be subject an employee to the range of
disciplinary actions, including dismissd, and if gpplicant, to the cancdlation of
an offer of employment. If anindividud fails to appear a the collection Ste at
the assigned time, the callector shdl contact the DPC to obtain guidance on
action to be taken.

Opportunity to Judify a Podtive Test Result

When a confirmed positive result has been returned by the |aboratory, the
MRO shall perform the duties set forth in the HHS Guiddines. For example,
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the MRO may choose to conduct employee interviews, review medica history
of the individua, or any other biomedica factors. The MRO must review dl
medica records made available by the individual when a confirmed positive
test could have resulted from legaly prescribed medication. The MRO dso
may require an individud to submit additiona evidence to justify a confirmed
positive test result received from alaboratory. Evidence to justify a postive
result may include, but is not limited to:

1 A valid prescription; or

2. A veification from the individud’ s physician verifying avaid
precription.

Individuas are not entitled, however, to present evidenceto the MRO ina
trid-type administrative proceeding, athough the MRO has the discretion to
accept evidence in any manner the MRO deems most efficient or necessary.

If the MRO determines there is no judtification for the pogtive result, such
result will then be consdered a verified postive test result. The MRO shdll
immediately contact the EAP Administrator with the results.

Employee Counsding and Assstance

While participating in a counsdling or rehabilitation program, and at the
request of the program, the employee may be exempted from the random
testing designated position pool for a period not to exceed sixty days, or for a
time period specified in an abeyance contract or rehabilitation plan gpproved
by the Agency head. Upon completion of the program, the employee
immediately shal be subject to follow-up testing pursuant to Section XII. C.

Savings Clause

To the extent that any of the procedures specified in this section are
incongstent with any of those specified in the Scientific and Technica
Guiddines promulgated by the Department of Hedlth and Human Services, or
amendment shal supersede the procedures specified in this section, but only to
the extent of the incongstency.

RECORDS AND REPORTS

Disclosure of Podtive Test Results

The |aboratory may disclose confirmed laboratory test results only to the
MRO. Any positive result which the MRO judtifies by licit and appropriate
medica or scientific documentation to account for the result as other than the
intentiondl ingestion of anillegal drug will be trested as a negdtive test result



and may not be released for purposes of identifying illega drug use. Test
results will be protected under the provisions of the Privacy Act, 5 U.S.C. 552a
et seg. and Section 503 (€) of the Act, and may not be released in violation of
gther Act. The MRO may maintain only those records necessary for
compliance with this Order. Any records of the MRO, including drug test
results may be released to any management officia for purpose of auditing the
activities of the MRO, except that the disclosure of the results of any audit may
not include persond identifying information on any employee.

In order to comply with Section 503 (€) of the Act, the results of a drug test of
aPublic Debt employee may not be disclosed without the prior written consent
of such employee, unless the disclosure would be --

1. To the MRO;

2. To the EAP Adminigrator in which the employee is receiving
counsdling or trestment or is otherwise participating;

3. To any supervisory or management official within Public Debt having
authority to take adverse personnd action againgt such an employee; or

4, Pursuant to the order of a court of competent jurisdiction or where
required by the United States Government to defend againgt any
chalenge againgt any adverse personnd action

For purposes of this Section, “ management officia” includes any management
or government official whose duties necessitate review of the test resultsin
order to process adverse personnd action againgt the employee. In addition,
test results with dl identifying information removed shdl aso be made
available to Public Debt personnd, including the DPC, for data collection and
other activities necessary to comply with Section 503 (f) of the Act.

Employee Access to Records

Any employee who is subject of a drug test shall, upon written request, have
access to any records relating to --

1 Such employee s drug test;

2. The results of any relevant certification, review or revoceation of
proceedings as referred to in Section 503 (a) (1) (A) (i) (111) of the Act.

Except as authorized by law, an applicant who is the subject of adrug test,
however, shdl not be entitled to thisinformation.

Confidentidity of Recordsin Generd




All drug tegting information specificaly relating to individuasis confidentia
and should be treated as such by anyone authorized to review or compile
program records. In order to efficiently implement this order and to make
information readily retrievable, the DPC shal maintain al records relating to
reasonable suspicion testing, suspicion of tampering evidence, and any other
authorized documentation necessary to implement or monitor this Plan.
Documents will be locked in a combination safe, with only authorized
individuas who have a* need-to-know” having access to them.

Employment Assistance Program Records

The EAP Adminigrator shall maintain only those records necessary to comply
with this Order. After asupervisor refers an employee to the EAP, the EAP
will maintain al records necessary to carry out itsduties. All medical and/or
rehabilitation records concerning the employee’ s drug abuse, including EAP
records of the identity, diagnosis, prognoss, or treatment are confidential and
may be disclosed only as authorized by 42 C.F.R. Part 2, including the
provison 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 treetment or for agenera evauation of treatment progress.
(42 C.F.R. 2.1 et s20. (1986), revised regulations promulgated at 52 F.R.
21796, June 9, 1987).

Maintenance of Records

Public Debt shdl establish or amend arecord kegping system to maintain the
records of Public Debt’s Drug Free Workplace Program consistent with Public
Debt’s Privacy Act System of Records and al applicable federa laws, rules,
and regulations regarding confidentidity of records, including the Privecy Act,
5U.S.C. 552a. If necessary, records may be maintained as required by
subsequent adminigrative or judicia proceedings, or at the discretion of the
Commissioner. The record keeping system should capture sufficient
documents to meet the operation and Statistical needs of this Order, and
include:

1 Notices of verified pogtive test results referred by the MRO;

2. Written materias judtifying reasonable suspicion testing or evidence
that an individua may have dtered or tampered with a specimen;

3. Anonymous satigticd reports; and

4. Other documents the DPC, MRO, or EAP Administrator deems
necessary for efficient compliance with this Order.



Records Maintained by Government Contractors

Any contractor hired to satisfy any part of this Order shal comply with the
confidentidity requirements of this order and dl applicable Federd laws, rules,
regulations and guidelines,

Statidticd Information

The DPC shdl collect and compile anonymous Stetistical 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 postive test results,
3. Voluntary drug counsding referras,
4. Involuntary drug counsding referrds,

5. Terminations or denid of employment offers resulting from refusal to
submit to testing;

6. Terminations or denid of employment offers resulting from ateration
of specimens,

7. Terminations or denid of employment offers resulting from failure to
complete adrug abuse counsdling program; and

8. Employees who successfully complete EAP.

This data, dong with other pertinent information shal be compiled for

including in Public Debt’ s annual report to Congress required by Section 503
() of the Act. Thisdata shdl aso be provided to HHS on a semiannua basis
to assst in overd| program evauation and to determine whether changes to the
HHS Guiddines may be required.

APPENDIX A

The Bureau of the Public Debt has determined that those employees who
routindy and regularly transport Bureau employees from one location to
another are subject to mandatory random drug testing. The Bureau concludes
that because of the threat to life and public safety inherent in the operation of a
motor vehicle, al motor vehicle operators and employees occupying any other
position in which they routinely and regularly transport Bureau employees



from one location to another should be subject to mandatory random drug
tedting.

APPENDIX B

At aminimum, Public Debt will test for the following items. Thislig isnot dl
indusve

Marijuana

Cocaine
Phencyclidine (PCP)
Opiates
Amphetamines

agrwdE
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