
10

APPENDIX A –  
Alcohol and drug testing 
procedures

The following procedures are a general overview 
only. For more detailed information, contact your 
testing provider.

I	 Alcohol testing

General

1.	 The donor is the person from whom a 
breath or saliva sample is collected.

2.	 The donor is directed to go to a collection 
site in order to give a breath or saliva sample.

3.	 The breath alcohol technician (BAT) or 
the screening test technician (STT) as 
appropriate, establishes the identity of the 
donor. Photo identification is preferable. 
Positive identification by a company 
representative who holds a supervisory 
position is acceptable.

4.	 The BAT or STT as appropriate, explains the 
testing procedure to the donor.

5.	 The company must securely store 
information about alcohol test results to 
ensure that disclosure to unauthorized 
persons does not occur.

6.	 Breath testing and saliva testing devices 
are used to conduct alcohol screening tests 
and must be listed on the National Highway 
Traffic Safety Administrations (NHTSA) 
conforming products list.

Breath testing

1.	 The BAT and the donor complete those 
parts of the alcohol testing form that are to 
be completed before the donor provides a 
breath sample.

2.	 The BAT opens an individually wrapped or 
a sealed mouthpiece in the presence of the 
donor and attaches it to the breath testing 
device in the prescribed manner.

3.	 The BAT explains to the donor how to 
provide a breath sample and asks the donor 
to provide a breath sample.

4.	 The BAT reads the test result and ensures 
that the test result is recorded on the 
alcohol testing form after showing the 
results to the donor.

5.	 The BAT completes the part of the alcohol 
testing form that is to be completed after 
the donor provides a breath sample and asks 
the donor to do so as well.

6.	 If the test result shows an alcohol level that 
is less than 0.020 grams/210 litres of breath, 
the BAT informs the donor that there is no 
need to conduct any further testing and 
reports the result in a confidential manner 
to the company’s designated representative. 
While the initial communication need not 
be in writing, the BAT must subsequently 
provide a written report of the test result to 
the company’s designated representative.

7.	 If the test result shows an alcohol level that 
is equal to or greater than 0.020 grams/210 
litres of breath, the BAT informs the donor of 
the need to conduct a confirmation test.

Saliva testing

1.	 The STT and the donor complete those 
parts of the alcohol testing form that are 
to be completed before the donor provides 
a sample.

2.	 The STT checks the expiration date of the 
saliva testing device, shows the date to the 
employee and uses a saliva testing device 
only if the expiration date has not passed.

3.	 The STT opens an individually wrapped or a 
sealed package containing the saliva testing 
device in the presence of the donor.

4.	 The STT invites the donor to insert the saliva 
testing device into the donor’s mouth for the 
time it takes to secure a proper specimen. 
If the donor does not wish to do this, the 
collection site person offers to do so.

5.	 The STT reads the result the saliva testing 
device produces and records the test result 
on the alcohol testing form after showing 
the results to the donor.

6.	 The STT completes the part of the alcohol 
testing form that is to be completed after 
the donor provides a saliva sample and asks 
the donor to do so as well.

7.	 If the test result shows an alcohol level 
that is less than 0.020 grams of alcohol 
in 100 millilitres of saliva or an equivalent 
concentration in other units, the STT informs 
the donor that there is no need to conduct 
any further testing and reports the result 
in a confidential manner to the company’s 
designated representative. While the initial 
communication need not be in writing, the 
STT must subsequently provide a written 
report of the test results to the company’s 
designated representative.
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8.	 If the test result shows an alcohol level that 
is equal to or greater than 0.020 grams 
of alcohol in 100 millilitres of saliva or an 
equivalent concentration in other units, 
the STT informs the donor of the need to 
conduct a confirmation test.

Confirmation test

1.	 If a breath alcohol testing device was used 
for the screening test, an evidential breath 
alcohol device must be used to conduct the 
alcohol confirmation test. If a saliva testing 
device was used for the screening test, 
the confirmation test will use an evidential 
breath alcohol testing device.

2.	 The BAT advises the donor not to eat, drink, 
put anything into his or her mouth or belch 
before the confirmation test is complete.

3.	 The confirmation test must start not less 
than fifteen minutes after the completion 
of the screening test and not more than 
thirty minutes after the completion of the 
screening test.

4.	 The BAT and the donor complete those 
parts of the alcohol testing form that are to 
be completed before the donor provides a 
breath sample.

5.	 The BAT opens a new individually wrapped 
or sealed mouthpiece in the presence of the 
donor and inserts it into the breath testing 
device in the prescribed manner.

6.	 The BAT explains to the donor how to 
provide a breath sample and asks the donor 
to provide a breath sample.

7.	 The BAT reads the test result on the device 
and shows the donor the result displayed. 
If the confirmation test result is equal to 
or in excess of 0.040 grams per 210 litres 
of breath, the BAT will do an external 
calibration check (accuracy check) to ensure 
the device is in working order. The BAT 
ensures that the test result is recorded on 
the alcohol testing form. The BAT verifies the 
printed results with the donor.

8.	 The BAT completes the part of the alcohol 
testing form that is to be completed after 
the donor provides a breath sample and asks 
the donor to do so as well.

9.	 The BAT immediately reports in a 
confidential manner the test results to the 
company’s designated representative. While 
the initial communication need not be in 
writing, the BAT must subsequently provide 
a written report of the test result to the 
company’s designated representative.

II	 Drug testing

1.	 The donor is the person from whom a urine 
specimen is collected.

2.	 The donor is directed to go to a collection 
site in order to give a urine specimen.

3.	 The collection site person must establish the 
identity of the donor. Photo identification 
is preferable. Positive identification by 
a company representative who holds a 
supervisory position is acceptable.

4.	 The donor must remove coveralls, jacket, 
coat, hat or any other outer clothing and 
leave these garments and any briefcase or 
purse with the collection site person.

5.	 The donor must remove any items from his 
or her pockets and allow the collection site 
person to inspect them to determine that 
no items are present which could be used to 
adulterate a specimen.

6.	 The donor must give up possession of any 
item which could be used to adulterate a 
specimen to the collection site person until 
the donor has completed the testing process.

7.	 The collection site person may set a 
reasonable time limit for providing a urine 
specimen.

8.	 The collection site person selects or allows 
the donor to select an individually wrapped 
or sealed specimen container. Either the 
collection site person or the donor, in the 
presence of the other, must unwrap or break 
the seal of the specimen container.

9.	 The donor may provide his or her urine 
specimen in private, in most circumstances. 
The specimen must contain at least forty-
five millilitres.

10.	The collection site person notes on the chain 
of form any unusual donor behaviour.

11.	 The collection site person determines the 
volume and temperature of the urine in the 
specimen container.

12.	The collection site person inspects the 
specimen and notes on the chain of custody 
form any unusual findings.

13.	If the temperature of the specimen is outside 
the acceptable range or there is evidence 
that the specimen has been tampered with, 
the donor must provide another specimen 
under direct observation by the collection 
site person or another person if the 
collection site person is not the same gender 
as the donor.
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14.	The collection site person splits the urine 
specimen into two specimen bottles. One 
bottle is the primary specimen and the other 
is the split specimen.

15.	The collection site person places a tamper-
evident bottle seal on each of the specimen 
bottles and writes the date on the tamper-
evident seals.

16.	The donor must initial the tamper-evident 
bottle seals to certify that the bottles contain 
the urine specimen the donor provided.

17.	 The donor and the collection site person 
complete the chain of custody form and seal 
the specimen bottles and the laboratory copy 
of the chain of custody form in a plastic bag.

18.	The collection site personnel arrange to ship 
the two specimen bottles to the laboratory 
as quickly as possible.

19.	The laboratory must be the holder of a 
certificate issued by the Substance Abuse 
and Mental Health Services Administration 
of the United States Department of Health 
and Human Services under the National 
Laboratory Certification Program.

20.	The laboratory must use chain of custody 
procedures to maintain control and 
accountability of urine specimens at all times.

21.	Laboratory personnel inspect each package 
for evidence of possible tampering and 
note evidence of tampering on the 
specimen forms.

22.	Laboratory personnel conduct validity 
testing to determine whether certain 
adulterants or foreign substances were 
added to the urine specimen.

23.	Laboratory personnel conduct an initial 
screening test on the primary specimen for 
the drugs set out in 3.1 using established 
immunoassay procedures. No further testing 
is conducted if the initial screening test 
produces a negative test result.

24.	Laboratory personnel conduct a 
confirmatory test on specimens identified 
as positive by the initial screening test. The 
confirmatory test uses gas chromatography/
mass spectrometry.

25.	A certifying scientist reviews the test  
results before certifying the results as an 
accurate report.

26.	The laboratory reports the test results on the 
primary specimen to the company’s medical 
review officer (MRO) in confidence.

27.	The MRO, if satisfied that there is no 
legitimate medical explanation for a positive 
test result, will inform the company’s 
designated representative in a confidential 
written report that an employee tested 
positive. Prior to making a final decision on 
whether a test result is positive, the MRO 
must give the employee an opportunity to 
discuss the results. The MRO shall report 
to the employer whether the test result is 
negative, tampered, invalid or positive, or, if 
positive, whether or not there is a legitimate 
medical explanation.

28.	An employee who has received notice 
from the MRO that he or she has tested 
positive may ask the MRO within 72 hours 
of receiving notice that he or she has tested 
positive to direct another laboratory to 
test the split specimen. The employee is 
responsible for reimbursing the company for 
the cost of the second test.

29.	The laboratory reports the test results on the 
split specimen to the company’s MRO  
in confidence.

30.	The MRO will declare the test results 
negative if the test results for the split 
specimen are negative and the failure to 
reconfirm is not due to the presence of an 
interfering substance or adulterant.


