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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 

* * (Jun 30, 2025 11:47 CDT)

https://tennessee.na1.adobesign.com/verifier?tx=CBJCHBCAABAARzk3SlKi8UVRzcmU-Oa6vFHKEfifiPsy
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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.  

 

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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