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Drug-Free Workplace Program

	References:
*DoN OCHR Drug-Free Workplace website (https://www.portal.navy.mil/donhr/WorkforceRelations/Pages/DrugFreeWorkplace.aspx\)

*DoN CHRM SUBCHAPTER 792.3, Drug-Free Workplace Program (DFWP)

*DoN DFWP Handbook (undated)

*SECNAVINST 5212.5D, Navy and Marine Corps Records Disposition Manual

*DoN Consolidated Testing Designated Positions listing of 26 July 2012
DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program.


	Command/BHC/Detachment:

Date:

Command POC:


	






	


                                                                                                                                     Echelon
	Reference
	Standard
	Yes
	No
	2
	3
	4
	5
	Comments/Notes

	DoN CHRM, Subchapter 792.3, ¶ 5(a), page 11.
	Does BUMED ensure that its activities have met all DFWP requirements prior to testing?  If so, how?
	
	
	X
	
	
	
	

	DoN CHRM, Subchapter 792.3, ¶ 6, page 11.
	Does BUMED collect data annually from its commands for the Annual DHHS DFWP report and then report this data to the DON DPM?
	
	
	X
	
	
	
	Review prior year’s input.

	DoN CHRM Subchapter 792.3, ¶ 4(f)(1), page 4.
	Does the Activity have an instruction on DFWP policies and procedures?
	
	
	X
	X
	X
	X
	Review policy.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(2), page 4.
	Is a primary Activity Drug Program Coordinator (DPC) appointed in writing?  Each activity must have a primary Activity DPC regardless of whether it has any Testing Designated Positions (TDPs).  This function may not be obtained through a contract; however, it is permissible to appoint another Navy activity/Marine Corps command’s DPC through mutual written agreement to perform these functions on behalf of the activity/command.  A waiver must be granted from the Director, Office of Civilian Human Resources (OCHR) for any DPC service agreement made with a command that contains non-Navy civilian personnel prior to implementation of the DFWP.  The agreement must be forwarded to the DON Drug Program Manager prior to execution.
	
	
	X
	X
	X
	X
	Review appointment letter.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(3), page 5.
	Are any alternate DPCs appointed in writing?  This is optional.
	
	
	X
	X
	X
	X
	Review appointment letter.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(2), page 4.
	Is the primary (and alternate) Activity DPC(s) a DoN employee and not associated with the administration of the Civilian Employee Assistance Program (CEAP)?
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(2), page 4.
	Are the primary (and alternate) DPC(s) an employee not located in the security office or an employee relations/labor relations specialist who is involved in the day-to-day basic with the processing of discipline/performance cases?
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(2), page 4.
	Does the Activity DPC notify employees directly of a scheduled random drug test, defer employees from testing; and/or refer employees to a physician due to a shy bladder?  If so, has the activity delegated in writing to the Activity DPC this authority?
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(4), page 5.
	Are Collection Site Coordinators (CSCs) appointed, if necessary?  A collector with the urine collection contract normally provides these services.  In unusual circumstances, a DON military member or civilian employee may be used to perform this assignment.  Use of the DON urine collection contract for collection services is mandatory.
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(5), page 5; and,                 DoN DFWP Handbook, ¶ 3(a), page 4.
	Is the mandatory initial DFWP training provided to all supervisors and managers within the first six months of assuming supervisory duties?  How is this tracked?
	
	
	X
	X
	X
	X
	Review training compliance.

	DoN CHRM, Subchapter 792.3, ¶ 4(i)(8), page 8.
	Do supervisors and managers participate every three years in refresher DFWP course?  How is this tracked?
	
	
	X
	X
	X
	X
	Review training compliance.

	DoN DFWP Handbook, ¶ 3(b), page 4.
	Does the command offer drug education to all personnel which should include information on all types and effects of drugs, symptoms of drug use and the effects of drug use on performance/ conduct?
	
	
	
	
	
	
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(5), page 5.
	Has the primary (and alternate if appointed) DPC attended the mandatory Office of Civilian Human Resources’ DPC training (certification course) prior to assumption of duties?
	
	
	X
	X
	X
	X
	Review training certificate.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(6), page 5.
	Are the provisions of the DFWP publicized to all employees including drug awareness, the hazards of illegal drug use, the CEAP (Civilian Employee Assistance Program), and “safe harbor” provisions?  If so, how?
	
	
	X
	X
	X
	X
	Review postings.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(7), page 5.
	What process is in place to ensure positions are reviewed and a determination made that the positions match the DON-wide TDP list?
	
	
	X
	X
	X
	X
	

	DoN Consolidated Testing Designated Positions listing of 26Jul12
	How many billets are designated as “Testing Designated Positions (TDPs)?”
	
	
	X
	X
	X
	X
	

	
	Do employees’ position descriptions (PDs) identify the position as a TDP?  If not, how are they identified.
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(8), page 5.
	Are individual notices given to each employee whose position has been determined to meet the criteria of a TDP at least 30 days prior to the individual being subject to unannounced random testing?  What is the process?  This notice is provided in the DON DFWP Handbook and must be issued without revision.
	
	
	X
	X
	X
	X
	Review receipt notices.

	DoN CHRM, Subchapter 792.3, ¶ 4(g)(4), page 7.
	Does the Activity DPC retain documentation of all 30-day individual notices to occupants of TDPs and retain documentation verifying receipt of each notice?
	
	
	X
	X
	X
	X
	Review notices (of new hires).

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(10), page 5.
	Has the activity DPC been delegated authority to authorize each random sampling conducted?
	
	
	X
	X
	X
	X
	Review appointment letter.

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(11), page 5.
	Is there an established procedure for employees to volunteer for the random testing program?  Please describe.
	
	
	X
	X
	X
	X
	

	DoN DFWP Handbook, ¶ 4(b), page 6.
	Is there an established process which provides an opportunity, ‘Safe Harbor,’ for assistance to those employees who voluntarily seek treatment for drug use?
	
	
	
	
	
	
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(12), page 5.
	What is the approval level for either accident or unsafe practice or reasonable suspicion testing?  Approval level may be re-delegated to no lower than one level above the supervisor or manager requesting the test.
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(13), page 6.
	If an employee if found to use illegal drugs, are they immediately taken out of his or her TDP?  The employee may be returned to his or her position as part of a counseling or rehabilitation program if the activity head/commander determines that such action will not endanger public safety or national security.  This authority to reinstate the employee to the TDP may not be further delegated.
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(15), page 6.
	Is the activity head or commander of other Navy activities/Marine Corps commands notified in writing that his or her employee had a verified positive drug test as determined under applicant testing?
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(f)(16), page 6.
	If applicable, are the bargaining obligations with exclusively recognized labor organizations satisfied as required by 5 U.S.C. 71?
	
	
	
	
	
	
	

	DoN CHRM, Subchapter 792.3, ¶ 4(g)(4), page 7; and,                 DoN DFWP Handbook, ¶ 5(a)(2), page 9.
	Does the Activity DPC maintain a list identifying each position/occupant in the TDP pool?  The list will contain at a minimum:  the incumbent’s name & SSN; the position title, pay plan, & series; organizational code, & other organizational information, such as General Services Administration duty location; issue date of the 30-day notice letter; unit identification code (UIC0 and major claimant code; TDP status; and, position sensitivity.
	
	
	X
	X
	X
	X
	Review list.

	*DoN CHRM, Subchapter 792.3, ¶ 4(g)(4), page 7;                  *SECNAVINST 5212.5D; and,     *DoN DFWR Handbook, ¶ 16(b)(1) & (2), page 30.
	Does the Activity DPC receive all drug test results from the Medical Review Officer (MRO) and maintain the negative drug test results for three years unless otherwise covered by another record keeping system such as the Employee Medical File.  The positive or non-negative drug test records are not authorized for disposal.
	
	
	X
	X
	X
	X
	Review files.

	DoN CHRM, Subchapter 792.3, ¶ 4(g)(9), page 7
	Are employees notified of their non-negative drug test results?  If so, describe process.  Negative test information is provided to the donor/employee only upon request.
	
	
	X
	Xx
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(g)(10), page 7.
	Are the Commanding Officer, the Security Officer, the HRO, the CEAP Administrator, and the appropriate supervisor or manager having the authority to initiate or approve an adverse action against the employee in the event of a verified positive drug test result notified of a positive drug test result?  What is the process?
	
	
	X
	X
	X
	X
	

	DoN CHRM, Subchapter 792.3, ¶ 4(g)(11), page 7.
	If non-negative specimens are to be retained beyond the normal period of one year, what is the process to notify the urinalysis laboratory?
	
	
	X
	X
	X
	X
	

	
	During the past three years, were there any positive or non-negative test results?  If so, what was the process to handle these results?
	
	
	X
	X
	X
	X
	

	
	Describe your process for the following testing types:  
· Random

· Applicant

· Accident or unsafe

· Reasonable Suspicion
	
	
	X
	X
	X
	X
	

	
	How often is testing conducted?  
	
	
	X
	X
	X
	X
	

	Civilian Drug Program Manager e-mail, ‘FY13 DON Civilian Random Drug Testing Guidance’ 
	Is testing conducted on 50% of all TDPs yearly?
	
	
	X
	X
	X
	X
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