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ONSITE DRUG & ALCOHOL PROGRAM MONITORING QUESTIONNAIRE
Purpose
There are certain aspects of a FTA compliant drug & alcohol program that cannot be assessed through desk and record reviews.   To assess and maintain compliance with all applicable Federal regulations, this monitoring questionnaire will provide GDOT  Transit Project Managers (TPM) a method to perform consistent onsite compliance and technical assistance reviews of the policy, drug and alcohol program management, records management, collection site(s), and other vendors. The content of this questionnaire is not an exhaustive coverage of all compliance areas; this questionnaire reviews all major compliance issues and common problem areas.

Schedule of Use
GDOT TPMs should perform onsite compliance/technical assistance reviews with the assistance of this questionnaire at least annually.

Execution
GDOT TPMs should meet onsite with subrecipients and complete the first three sections of the questionnaire:

· Policy Review;
· Program Management; and
· Records Management

Following the policy, program management, and records management reviews, the TPM should travel with sub- grantee to the collection site conduct the last two sections of the questionnaire:

· Breath Alcohol Technician Mock Test
· Urine Collection Technician Mock Test
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	Question
	Regulation Citation
	Response

	POLICY REVIEW

	1.
	LOCAL BOARD ADOPTION:

Has the policy, as most recently revised, been adopted by the local governing board or other responsible individual with appropriate delegation of authority?
	Section 655.12, Required Elements of an anti-drug use and alcohol misuse program states: "(a) A statement describing the employer’s policy on prohibited drug use and alcohol misuse in the workplace, including the consequences associated with prohibited drug use and alcohol misuse. This policy statement shall include all of the elements specified in section 655.15 of this subpart. Each employer shall disseminate the policy consistent with the provisions of section 655.16 of this subpart." Section 655.16 states: "Each employer shall provide written notice to every covered employee and to representatives of employee organizations of the employer’s anti-drug and alcohol misuse policies and procedures."
	

	2.
	Is there documentation that each covered employee has received a copy of the most updated version of the policy?
	Section 655.16 states: "Each employer shall provide written notice to every covered employee and to representatives of employee organizations of the employer’s anti- drug and alcohol misuse policies and procedures."
	

	3.
	Is the contact person listed in the policy?

Is this person accessible and knowledgeable about the program?
	Section 655.15(a) states that the policy shall provide: "The identity of the person, office, branch and/or position designated by the employer to answer employee questions about the employer’s anti-drug use and alcohol misuse programs."
	

	4.
	Review agency staffing to determine if employees are correctly classified as safety-
	Section 655.4 and 655.15
	

	5.
	Does the policy give covered employees specific information concerning which provisions are mandated by the FTA rules and which are not (if applicable)? Are any such additional policies or consequences clearly and obviously described as being based on independent authority?
	Section 655.15(j) states: "The employer shall inform each covered employee if it implements elements of an anti-drug use or alcohol misuse program that are not required by this part. An employer may not impose requirements that are inconsistent with, contrary to, or frustrate the provisions of this part."
	



	6.
	Are the consequences of a failed or refused drug or alcohol test properly identified in the policy? (zero tolerance or 2nd chance)
	
	

	7.
	Do any provisions found in the policy
have the effect of thwarting the FTA regulations?
	Section 655.6(a) states: "Except as provided in paragraph (b) of this section, this part preempts any state or local law, rule, regulation, or order to the extent that: (1) Compliance with both the state or local requirement and any requirement in this part is not possible; or (2) Compliance with the state or local requirement is an obstacle to the accomplishment and execution of any requirement in this part."
	

	DRUG & ALCOHOL PROGRAM/RECORDS MANAGEMENT

	8.
	Do you have a copy of the DOT and Federal Transit Administration testing regulations 49 CFR Parts 40
and 655?
	Section 655.11 states: "Each employer shall establish an anti-drug use and alcohol misuse program consistent with the requirements of this part."
The DAPM should have available 49 CF Part 655 to use as a resource in complying with the FTA drug and alcohol testing requirements.
	

	9.
	Before performing a drug or alcohol test, how does the transit system inform each employee of the testing authority (i.e., FTA authority, transit system authority)?
	Section 655.17 states:
"Before performing a drug or alcohol test under this part, each employer shall notify a covered employee that the test is
required by this part. No employer shall falsely represent that a test is administered under this part."
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	Question
	Regulation Citation
	Response

	10.
	What information do you provide to the collection site for each DOT test you are requesting?
	Section 40.14 states: "As an employer, or an employer’s service agent – for example a C/TPA, you must ensure the collector has the following information when conducting a urine specimen collection for you: (a) Full name of the employee being tested. (b) Employee SSN or ID number. (c) Laboratory name and address (can be pre-printed on the CCF). (d) Employer name, address, phone number, and fax number (can be pre- printed on the CCF at Step 1-A). (e) DER information required at § 40.35 of this part.
(f) MRO name, address, phone number, and fax number (can be pre- printed on the CCF at Step 1-B). (g) The DOT Agency which regulates the employee’s safety-sensitive duties (the checkmark can pre-printed in the appropriate box on the CCF at Step 1-D). (h) Test reason, as appropriate: Pre-employment; Random; Reasonable Suspicion/Reasonable Cause; Post- Accident; Return-to-Duty; and Follow-up. (i) Whether the test is to be observed or not (see § 40.67 of this part).
(j) (Optional) C/TPA name, address, phone, and fax number (can be pre- printed on the CCF)."
[65 FR 79526, Dec.19, 2000, as
amended at 75 FR 59107, September
27, 2010]
	

	11.
	How do you ensure that DOT tests can be conducted at all times when safety-sensitive functions may be performed? (I.e., late night, weekends, holidays, maintenance hours, etc., if applicable.)
	Section 655.45(g) states: "Each employer shall ensure that random drug and alcohol tests conducted under this part are unannounced and unpredictable, and that the dates for administering random tests are spread reasonably throughout the calendar year. Random testing must be conducted at all times of day when safety-sensitive functions are performed."
	



	
	
	
	

	12.
	Do the records indicate that per- employment drug tests are verified negative before an employee is assigned safety-sensitive duties?
	Section 655.41(a)(1) states: "Before allowing a covered employee or applicant to perform a safety- sensitive function for the first time, the employer must ensure that the employee takes a pre-employment drug test administered under this part with a verified negative result. An employer may not allow a covered employee, including an applicant, to perform a safety-sensitive function unless the employee takes a drug test administered under this part with a verified negative result."
	

	13.
	When a safety-sensitive employee is to be on extended leave (90 or more consecutive days) and will not be performing safety-sensitive functions, how do you handle their placement in the DOT random testing pool and do you do anything upon their return and prior to their performance of safety-sensitive function?





	Section 655.41(d) states: "When a covered employee or applicant has not performed a safety-sensitive function for 90 consecutive calendar days regardless of the reason, and the employee has not been in the employer’s random selection pool during that time, the employer shall ensure that the employee takes a pre- employment drug test with a verified negative result."




	












	14.
	Do you ask the applicant or transferee whether or not they have failed or refused a DOT pre- employment test in the previous two years?
	Section 40.25(j) states: "As the employer, you must also ask the employee whether he or she has tested positive, or refused to test, on any
pre-employment drug or alcohol test administered by an employer to which the employee applied for, but did not obtain, safety-sensitive transportation work covered by DOT agency drug and alcohol testing rules during the past two years. If the employee admits that he or she had a positive test or a refusal to test, you must not use the employee to perform safety-sensitive functions for you, until and unless the employee documents successful completion of the return-to-duty process (see paragraphs (b)(5) and (e) of this section)."
	

	
	
	
	

	15.
	Do the records indicate that previous USDOT employer drug and alcohol record checks have been completed by obtaining consent from the applicant for all previous USDOT employers within the previous 2 years?
	Section 40.25(a) states: " As an employer, you must, after obtaining an employee's written consent, request the information about the employee listed in Section 40.25(b). Section 40.25(b) states: "You must request the following information from DOT-regulated employers who have employed the employee during any period during the two years before the date of the employee's application or transfer: (1) Alcohol tests with a result of 0. 04 or higher alcohol concentration;(2) Verified positive drug tests; (3) Refusals to be tested (including verified adulterated or substituted drug test results); (4) Other violations of DOT agency drug and alcohol testing regulations; and
(5) With respect to any employee who violated a DOT drug and alcohol regulation, documentation of the employee's successful completion of DOT return-to-duty requirements (including follow-up tests). If the previous employer does not have information about the return-do-duty process (e. g. , an employer who did not hire an employee who tested positive on a pre-employment test), you must seek to obtain this information from the employee."
	

	16.
	What random selection method is used by this employer to select covered employees for FTA drug and alcohol testing?
	Section 655.45(e) states: "The selection of employees for random drug and alcohol testing shall be made by a scientifically valid method, such as a random number table or a computer-based random number generator that is matched with employees' Social Security numbers, payroll identification numbers, or other comparable identifying numbers. Under the selection process used, each covered employee shall have an equal chance of being tested each time selections are made."
	




	
	Question
	Regulation Citation
	Response

	17.
	How is the random pool maintained to ensure that all employees have an equal chance of being selected, and that employees that are no longer available for testing do not remain in the pool?
	Section 655.45(e) states: "Under the selection process used, each covered employee shall have an equal chance of being tested each time selections are made."
The requirement of Section 655.45(e) that "each covered employee shall have an equal chance of being tested each time selections are made" can only be met by the transit system if all employees performing safety- sensitive duties are included in the random testing pool each time random selections are made.
	

	18.
	How is the random selection list transmitted to the DER and who has access to the list?
	Section 655.71(a) states: "An employer shall maintain records of its anti-drug and alcohol misuse program as provided in this section. The records shall be maintained in a secure location with controlled access."
To ensure that the random testing process is not compromised, random testing lists should be transmitted by a secure means and only to individuals authorized to receive such information.
	

	19.
	Does this transit system conduct random testing on all work days, when safety-sensitive functions are being performed, including weekends and holidays?
	Section 655.45(g) states: "Each employer shall ensure that random drug and alcohol tests conducted under this part are unannounced and unpredictable, and that the dates for administering random tests are spread reasonably throughout the calendar year. Random testing must be conducted at all times of day when safety-sensitive functions are performed."
	

	20.
	Does this transit system conduct random testing at all times that safety-sensitive functions are being performed (including maintenance of revenue vehicle, movement of revenue vehicles, etc.)?
	Section 655.45(g) states: "Each employer shall ensure that random drug and alcohol tests conducted under this part are unannounced and unpredictable, and that the dates for administering random tests are spread reasonably throughout the calendar year. Random testing must be conducted at all times of day when safety-sensitive functions are performed."
	



	21.
	When, if ever, would you excuse an employee, selected for a random test, from random testing?
	Section 655.45(e) states: "... Under the selection process used, each covered employee shall have an equal chance of being tested each time selections are made."
The requirements in Section 655.45(e) can not met if employees can be excused when they are legitimately at the work site and available for testing. A valid excusal from testing can result if an employee is not working the day of the test (e.g., vacation, long term disability, illness). Excused employees must be tested when they return to work provided the employee returns before the next random selection list is generated.  For instance, if a new list is generated each week, the old list expires when the new list arrives.
Likewise if a new list is generated each month or each quarter, the previous list expires when the new list is provided.
	




	
	Question
	Regulation Citation
	Response

	22.
	Do you have a way to know if the employee arrived at the collection site in a timely manner? For instance, does the collection site know who is coming for a test and when that individual should arrive?
	Section 655.45(h) states: "Each employer shall require that each covered employee who is notified of selection for random drug or random alcohol testing proceed to the test site immediately."
Section 40.191(a) states: "As employee, you have refused to take a drug test if you fail to appear for any test (except a pre-employment test) within a reasonable time, as determined by the employer, consistent with applicable DOT agency regulations, after being directed to do so by the employer." Section 40.61(a) states: "As the collector, you must take the following steps before actually beginning a collection: When a specific time for an employee's test has been scheduled, or the collection site is at the employee's work site, and the employee does not appear at the collection site at the scheduled time, contact the DER to determine the appropriate interval within which the DER has determined the employee is authorized to arrive. If the employee's arrival I delayed beyond that time, you must notify the DER that the employee has not reported for testing."






	

	23.
	Do you document if an employee is not tested or excused during a random selection period? If so, how?
	Section 655.45(e) states: "...Under the selection process used, each covered employee shall have an equal chance of being tested each time selections are made "
Written explanations for why employees are excused from testing ensure there is no bias in the random selection process.
Section 655.71(c) states: "The following specific records must be maintained:
(1) Records related to the collection process: ...
(ii) Documents relating to the random selection process."
	

	24.
	Who is responsible for deciding to perform a FTA post-accident test? (If DAPM, ask for knowledge of thresholds.)
	49 CFR Part 655.44
	



	25.
	Is there documentation associated with each accident indicating whether a test was performed?
	49 CFR Part 655.44(d)
	

	26.
	Does the system have a way to document reasonable suspicion determinations?
	49 CFR Part 655.71(c)
	

	27.
	Is there documentation indicating that all employees testing positive or refusing to test were referred to a DOT qualified Substance Abuse Professional (SAP)?
	49 CFR Part 40.287
	

	28.
	Does the system have evidence that the SAP has the appropriate credentials and qualification training?
	49 CFR Part 40.281
	

	29.
	Is there a written SAP evaluation of an employee’s readiness to return-to-duty and follow-up testing plan?
	49 CFR Part 40.289(b) and Section 40.311(b)
	

	30.
	Does this transit system maintain
	Section 655.71(a) states: "An
	

	
	all records related to the drug and
	employer shall maintain records of its
	

	
	alcohol program in a secure
	anti-drug and alcohol misuse
	

	
	location with controlled access?
	program as provided in this section.
	

	
	
	The records shall be maintained in a
	

	
	
	secure location with controlled
	

	
	
	access."
	

	31.
	Are DOT tests separate from non- DOT tests in all respects, and do DOT tests take priority (i. e. DOT tests conducted and completed before a non-DOT test is begun, urine collected in a DOT test not used for a non-DOT test)?
	Section 40.13(a) states: "DOT tests must be completely separate from non-DOT tests in all respects." Section 40.13(b) states: "DOT tests must take priority and must be conducted and completed before a non-DOT test is begun. For example, you must discard any excess urine left over from a DOT test and collect a separate void for the subsequent non-DOT test."
	

	BREATH ALCOHOL TECHNICIAN (BAT) MOCK TEST

	32.
	Did the BAT require employee to provide positive photo identification
	Part 40.241(c)
	

	33.
	Did the BAT Perform the Alcohol test before the drug test, if applicable
	
	

	34.
	Did the BAT Explain testing procedures on back of Alcohol Testing Form (ATF)
	Part 40.241(e)
	



	35.
	Did the BAT Complete Step 1 of ATF
· Employee Name, ID Number
· Employer Name and Contact information
· DER Name and Telephone Number
· Reason for Test
	Part 40.241(f)
	

	36.
	Did the BAT have the employee complete Step 2 of the ATF
	Part 40.241(g)
	

	37.
	Did the BAT Open individually sealed mouthpiece and attach to EBT
	Part 40.243(b)
	

	38.
	Did the BAT Instruct employee to blow forcefully until EBT indicates that an adequate amount of breath has been obtained
	Part 40.243(c)
	

	39.
	Did the BAT Show employee the result displayed on EBT
	Part 40.243(d)
	

	40.
	Did the BAT, if EBT prints result on paper strip,: affix the strip to the ATF using tamper evident tape
	40.243(f)
	

	41.
	Did the BAT, If EBT does not print results on paper strip, complete the following information on Step 3 of the ATF:
· Identification of the machine
· Time
· Sequential Test Number
· Test Outcome
	Part 40.243(g)
	

	42.
	Did the BAT Complete Step 3 of the ATF by dating and signing the certification
	Part 40.247(a)
	

	43.
	Did the BAT Distribute the ATF copies to appropriate individuals:
· Copy 1 to Employer
· Copy 2 to Employee
· Retain Copy 3
	Part 40.247(a)
	

	URINE COLLECTION TECHNICIAN (UCT) MOCK COLLECTION

	44.
	Did the UCT utilize the current version of the CCF?
	Starting July 1, 2018, the collector must be utilizing the new CCF which does not have the “DOT” box listed in Step 1D and which will now list the expanded opioids in Step 5A (oxycodone, oxymorphone, hydrocodone, and hydromorphone)
	

	45.
	Did the UCT Require employee to provide positive identification
	Part 40.61(c)
	

	46.
	Did the UCT Direct the employee to remove outer clothing (jacket, hat) and to leave these garments and other personal items (briefcase, purse, etc.) in a mutually agreeable location (Part 40.61(f)).
· Advises employee that failure to comply constitutes a refusal to test.
· Allows employee to keep wallet (40.61(f)(2)).
	Part 40.61(f), 40.61(f)(2)
	




	
	Question
	Regulation Citation
	Response

	47.
	Did the UCT Direct employee to empty pockets and display items in them
	Part 40.61(f)(4)
	

	48.
	Did the UCT Complete Step 1 of CCF:
· Ensures that the name and address of the drug testing laboratory appears at the top of the CCF.
· Ensures that the Specimen ID at the top of the CCF matches the Specimen ID on labels/seals.
· Checks the Reason for Test box (Pre-Employment, Random, Post- Accident, etc.).
· Checks the DOT and the FTA box (Testing Authority)
· Checks the Drug Tests to Be Performed box (THC, COC, PCP, OPI, AMP for DOT).
	Part 40.63(a)
	

	49.
	Did the UCT Instruct employee to wash/dry hands and not to wash hands again until delivering specimen to collector
	Part 40.63(b)
	

	50.
	Did the UCT Ensure collection container is selected and unwrapped in presence of employee
	Part 40.63(c)
	




	
	Question
	Regulation Citation
	Response

	51.
	Did the UCT Secure urination facility before the collection (If single-toilet room with a full- length privacy door)
· Secures any water sources or make them unavailable to employees (e.g., turn off water inlet, tape handles to prevent opening faucets).
· Ensures that the water in the toilet tank contains bluing agent.
· Ensures that soap, disinfectants, cleaning agents, or other possible adulterants are not present.
· Inspects the site to ensure that no foreign or unauthorized substances are present.
· Tapes or otherwise securely shuts any movable toilet tank or puts bluing agent in the tank.
· Ensures that undetected access (e.g., through a door not in your view) is not possible.
· Secures areas and items (e.g., ledges, trash receptacles, paper- towel holders, under-sink areas, drop-down ceiling panels) that appear suitable for concealing contaminants.
	Part 40.41 and 40.43
	

	52.
	Did the UCT Direct employee to go into room used for urination and instruct employee to:
· Provide at least 45 ml of urine.
· Not flush the toilet.
· Return specimen to the collector as soon as the void is complete.
· Set a reasonable time limit for voiding.
· Allow only the employee into the room used for urination
	Part 40.63, 40.41
	

	53.
	Did the UCT Check that the specimen:
· Contains at least 45 ml of urine. If not, follow shy bladder procedure.
· Reads temperature strip within 4 minutes.
	Part 40.65(a) and 40.65(b)
	

	54.
	Did the UCT Mark appropriate box in Step 2 of CCF (Yes =
between 90 and 100 degrees).
	Part 40.65
	

	55.
	Did the UCT Check specimen for signs of tampering
	Part 40.65
	



	56.
	Did the UCT Check specimen for unusual color, foreign objects/material, or other signs of tampering
	Part 40.65
	

	57.
	Did the UCT Mark box in Step 2 of the CCF indicating a split specimen collection
	Part 40.71(b)(1)
	

	58.
	Did the UCT Pour at least 30 ml of urine into the primary
specimen bottle
	Part 40.71(b)(2)
	

	59.
	Did the UCT Pour at least 15 ml of urine into the secondary
specimen bottle
	Part 40.71(b)(2)
	

	60.
	Did the UCT Secure the lids or caps on the specimen bottles
	Part 40.71(b)(4)
	

	61.
	Did the UCT Place the tamper- evident seals on the specimen bottles
	Part 40.71(b)(5)
	

	62.
	Did the UCT Date the specimen bottle seals once on bottle
	Part 40.71(b)(5)
	

	63.
	Did the UCT have the employee initial each of the bottle seals once on bottle
	Part 40.71(b)(7)
	

	64.
	Did the UCT Direct employee to read and sign certification statement on Copy 2, Step 5 of CCF and to provide date of birth, printed name, day and evening contact telephone numbers
	Part 40.73(a)(1)
	

	65.
	Did the UCT Print collector name in Copy 1, Step 4 of CCF; record the date and time of collection; sign statement; enter actual name of delivery service transferring the specimen to laboratory


	Part 40.73(a)(2)
	

	66.
	Did the UCT Ensure that all copies of the CCF are legible and complete
	Part 40.73(a)(3)
	

	67.
	Did the UCT Remove Copy 5 of the CCF and give it to the employee
	Part 40.73(a0(4)
	

	68.
	Did the UCT Place specimen bottles and Copy 1 of CCF in plastic bag and secure both pouches of plastic bag
	Part 40.73(a)(5-6)
	

	69.
	Are copies 1 through 5 of the custody and control form sent to the correct individuals:
(Copy 1) Laboratory, 
(Copy 2) MRO,
 (Copy 3) Collector,
 (Copy 4) DER, 
 (Copy 5) Employee
	Part 40.73(a)
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