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PURPOSE:

To provide step-by-step instructions for processing CDL DOT random drug testing every
quarter.

SCOPE:

These steps can be followed for tracking and processing quarterly drug tests for TDEC
employees who hold a CDL.

DEFINITIONS/ACRONYMS:

CDL: Commercial Driver's License

TDEC: Tennessee Department of Environment and Conservation
DOT: Department of Transportation

NTS: National Toxicology Specialists

POD: People and Organizational Development

RESPONSIBILITIES:

CDL Coordinator will track and process drug tests, to ensure compliance with the federal
regulations.

INSTRUCTIONS:

1. Once a quarter, an email will come through from someone at the NTS
a. Email will state that it is time for the random drug testing and ask for our list of
employees who are enrolled in the random consortium
2. Pull List of those enrolled
a. Can pull the list from Safety, or from the previous quarter
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i. Previous quarter list housed in SharePoint
1. POD SharePoint > Employee Relations > Benefits > CDL
3. Email the list back to NTS, and wait for them to send you back the randomly selected
employees
4. Once employees have been selected, email the admin of the selected area, with an
attached Drug collection form
a.

STATE OF TENNESSEE
Drug Collection / BAT Request Form

Piease send completed copy of this form and Krodl Drug Testing Castody and Controd form
with demor to collection fsility.

Employes's Name: Employes ID:

State DeptfLocation: State of TN Dept of Bnvironment & Conservation
Address: Davy Crockett Tower, Sth Floor; 500 James Robertson Parkway
Mashwille, TH 37243

Phomes (615) 532-7433 Contact: Matti Moon
Services to Perform: “Reason For Test:
Check all sarvices to be and mark the reason for the ing hera:
[ DOT Drug Collection® [ Pre-Placemeri
[ NomDOT Drug Collection® [ Random
[] Reasonakle Suspicion
[ DOT Breath Alcohol Test® 1 Post Accident
[ MorDOT Breath Alcohol Testt [T Riturm o Duty
[ Follow-Lp
1 Other [ Cither

GOLLEGTOR, BAT & BILLING INSTRUGTIINS:

I Donor doe= nol have ALERE Cusiody form, please call NTE at 613-353-1888 immedisbely’

Fax MRO copy of musindy form o 615-3558-1390 on the zame day a3 colecfion nkes place
Fleaze mai Employer Copies of Drug Tesfing andior Beeath Tesfing forms bo address lished sbove
Please call Positive Breath Alcohol Resulis, notfication of shy bladder. shy lung. refusal to
test or any special skuations toc

oW oWy

WMATTI MODN [£15) 5327433

Please contact NTS Staff or Dr_ Elam at 615-353-18BEE with any questions or problems reganding a
drug collection or Breath Alcohol Test.

BILLMG FOR DRUG COLLECTIONS AND BREATH ALCOHOL TESTING SHOULD &0 TO:

MT3 ACCTEPAYASLE Atn: WM SHOAF
1425 Elm Hill Pike Phone: #15-353-184
MASHVILLE, TH 37210 Fax:  E45-356-1E90

The above services have been authorized by:

Signaurey,_Mattison Moon e 21 1 1 8 04T 6T
Prirted Mame: __Matti Moon, Agency CDL Cocrdinabor
Phone: _615-532-7433_ Date:_11/26/2024

Matienal Texkology Specialists 1425 Elm Hill Pilke Mashville, TN 37210 §15-353-1838

i. Form should be filled out according to what the NTS tells you they are being
tested for.
ii. Reason will always be random
b. Make sure in the email, it clearly states what day the test is to be completed by
5. In the office, there are Drug Collection forms that need to be sent via FedEx to the parks
a. FedEx label can be made online, or if help in needed reach out to POD ASA 5
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6. Once employee has received the test, it is up to them when to schedule it at their

designated testing site.

7. Once they test, results will be emailed to the CDL Coordinator

a. Check tests
i. if failure, notify Deputy Director of Employee Relations, Performance and

Culture

ii. If pass, file the test under the SharePoint Page
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