Introduction

The procedures for collection of urine under these
rules are very specific and must be followed
whenever a Department of Transportation required
urine specimen collection is conducted. These
procedures, including use of the Federal Drug
Testing Custody and Control Form (CCF), apply
only to DOT-required testing. While employers
may use these collection procedures for other
employers or state authorities, the company or
organization is not permitted to use a Federal CCF
nor can the company imply the tests are conducted
using DOT authority.

The collector has a major role in the success of
the DOT’s drug testing program. The collector
is the one individual in the testing process with
whom all donors have direct, face-to-face contact.
The collector must ensure the integrity of the
specimen and collection process or the test itself
may lose validity. The collector’s sensitivity to
a donor’s privacy is vital for a safe drug testing
program. Itis imperative collectors fully understand
and follow these procedures. These collection
guidelines, together with 49 CFR Part 40 and the
DOT operating administrations’ rules, will provide
collectors with the information needed to perform
a fair and just collection.

The information in this document addresses
normal collection procedures and some of
the more common problems or situations
encountered. However, information contained in
this publication should not be used to interpret the
legal requirements of the actual rule.
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The Collector

The collector is an essential person in any drug-
testing program. It is imperative the collector is
properly trained and supervised. The collector’s
guide will provide a collector with all the basic
information necessary to assure an adequate
collection.

The49 CFR40definesacollectorasatrained person
who instructs and assists donors at a collection
site. The collector receives and
makes an initial inspection of
the urine specimen provided
by donors and initiates the
Federal Drug Testing Custody
and Control Form.

Thecollectorshould havewrittenspecimencollection
procedures available at all times. Situations arise
occasionally, so it is essential for a collector to have
resources to refer at any given time. Additionally,
an available written collection procedure is a
requirement for all facilities performing collections

The collector should have written

specimen collection procedures
available at all times.

A collector is a
trained person
instructing and
assisting donors
at a collection
site. Collectors
are responsible
for receiving and
making an initial
inspection of the
urine specimen
provided by do-
nors. Collectors
initiate the Fed-
eral Drug Test-
ing Custody and
Control Form.
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for Department of Transportation. The collector
should have appropriate identification, which
includes the collector’'s name and the name of the
collection company or clinic.

It is not necessary for the collector and the donor to
be the same gender if a private, enclosed area is
used for the collection. If a stall, or other monitored
collection area is used it is required for the
collector and donor to be the same gender, unless
the collector has a medical
license. For direct observation
collections (witnessed), the
collector and donor must be
the same gender.

It is required for a collector to
perform, and complete, one collection at a time.
The collector must insure the specimens remain in
full view of the donor until the specimens are sealed
and placed in the leak resistant bag, along with the
CCF, thus completing the collection process.

An immediate supervisor of a donor being tested
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cannot act as the collector, unless no other collector
is available. A collector cannot be an employee of a
SAMHSA certified laboratory (i.e. as a technician or
accessioner) The collector could link the donor with
a urine specimen or laboratory result.

Definitions

Absorbent Material — Each kit must contain enough
absorbent material to absorb the entire contents
of both specimen bottles. Absorbent material must
be designed to fit inside the leak-resistant plastic
pouch designated for the specimen bottles.

Cancelled Test — A drug or alcohol test that has a
problem identified that cannot be or has not been
corrected, or which this part otherwise requires to
be cancelled. A cancelled test is neither a positive
or a negative test.

Collector — A person who instructs and assists
donors at a collection site. A collector receives and
makes an initial examination of the urine specimen
provided by each donor.

Collection Container —Asingle use container, made
of plastic, large enough to easily contain at least 55
mL of urine from the donor.

Collection Kit - A single sealed unit including a
collection container, two specimen bottles and a
leak resistant plastic shipping bag with pouches.

DER - Designated Employer Representative

Donor — An individual providing a urine specimen.
An employee is often referred to as a donor.

DOT — Department of Transportation

Collection Site — A place selected by the employer
where donors present themselves for the purpose
of providing a urine specimen for a drug test.

Chain of Custody — A procedure to account for the
integrity of each biological specimen. The procedure
tracks the handling and storage of the specimen
from the point of collection to final disposition.

Custody and Control Form (CCF) — The form for
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processing a collection. The Custody and Control
Form is an approved Department of Transportation
form.

Leak Resistant Plastic Bag — Must have two seal
able compartments or pouches which are leak
resistant; one pouch large enough to hold two
specimen bottles and the other pouch holds the
CCF.

Medical Review Officer — A person who is a licensed
physician and who is responsible for receiving
and viewing laboratory results generated by an
employer’s drug testing program and evaluating
medical explanations for certain drug test results.

Observer — A person who witnesses a direct
observation collection.

Reasonable Cause Testing - The actions,
appearance, or conduct of a person indicating the
use of a prohibited substance. The rationale is
based on objective and articulate facts.

Shipping Container — Must be designed to
adequately protect the specimen bottles from
shipment damage. A shipping container is not
necessary if a laboratory courier hand delivers the
specimen bottles in the plastic leak proof bags from
the collection site to the laboratory.

Shy Bladder — The donor’s inability to provide at
least 45 mL of urine.

Specimen Container — Two bottles used for a split
specimen collection. Each bottle must be large
enough to hold a least 35 mL of urine.

Split Sample or specimen — Urine from a single void
divided into two separate specimen bottles.

Temperature Strip - A temperature measuring
device attached on the collection container or
specimen bottle.

Training — A well-trained work force is vital to an
accurate and fair drug and alcohol-testing program.
For this reason, Part 40 includes enhanced training
requirements for collectors.
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Training Requirements

The collector training requirements include:
Basic Information
Qualification Training
Initial Proficiency Demonstration
Refresher Training
Error Correction Training
6. Documentation
All of the above requirements are listed in detail in
the 49 CFR Part 40, Section 40.33
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Collection Supplies

The required supplies needed for conducting a
urine specimen collection:

1. A clean, single-use,
specimen Kit.

2. A temperature-measuring device providing
immediate measurement of the specimen
temperature. The device is usually pre-
attached to the collection container, but
occasionally, the collector will have to attach
it.

3. A Custody and Control Form with the pre-
printed identification number.

4. Tamper-proof seals (security/confidential)
to secure the specimen bottles after both
are filled with urine specimens. The seal is
usually pre-attached to the CCF.

5. A tamper-proof shipping container. It must
be addressed and labeled for transportation
to the laboratory.

6. Bluing agent to add to the toilet bowl or
tank to prevent dilution or adulteration of a
specimen.

7. Single use sanitary gloves (latex) are
recommended for handling specimens.
However, it is not required for the collector
to wear gloves.

securely sealed

The Collection Site

A collection site must provide:

1. A restroom or stall with a toilet for the
donor to ensure privacy while providing the
specimen. A single toilet stall, with a full-
length door, is preferred.

2. A source of water used for washing hands,

fiﬁ

The collection container contents are

sealed in one unit.

if practical, external to the room where void
occurs. If the only source of water available
is inside the restroom, the donor may wash
his or her hands prior to the void, and
then the collector must secure the water
source before the collection takes place.
Moist towels or hand sanitizer are suitable
substitutes in the place of a water source.

3. A stable writing surface for completing the
required paperwork (custody and control
form).

A multi-stall restroom can be used for collections.
The site must provide substantial visual privacy (a
toilet with a partial-length door) and meet all other
requirements listed above. If a multi-stall restroom
is used the collector must use bluing in all the
toilets and secure the toilet tanks to prevent access
to water. Restrict access to collection material and
specimens. The facility must be secured against
access during the procedure to ensure privacy for
the donor and prevent distraction for the collector.
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The collection container is used i‘or the

void.

Secure Access to the collection site:

1.

Restrict unauthorized access to the site
during the collection by posting signs saying
“Drug Testing in Progress” (collectors and
donors only).

Prevent the donor or anyone else from
gaining unauthorized access to collection
materials or supplies and the specimens.
Ensure that undetected access (i.e. through
a door not in the collector’s view) is not
possible.

Prohibitthe entrance and exit to the collection
site.

Ensure all authorized persons are under the
supervision of a collector or appropriate site
personnel at all times when permitted into
the site.

Inspect the site to ensure that no foreign or
unauthorized substances are present.
Secure areas and items (i.e. ledges, trash
receptacles, paper towel holders, under-sink

X

areas) that appear suitable for concealing
contaminants.

7. Provide secure handling and storage of
specimens from the point of collection until
shipment to the laboratory.

Any materials that could possibly be used to
contaminate a sample must be removed from the
private void area.

These items include, but are not limited to:

Soap

Disinfectants

Cleaning products

Personal hygiene products

Discarded specimen containers

Beverages

Water supply

Nookrwh -~

All water sources in the private void area must
be secured to prevent diluting or adulterating the
specimen. Acceptable ways to control the water

supply:

1. Add bluing to the toilet bowl.

2. Secure the toilet tank lid with security tape.

3. Secure all other water sources with security
tape (i.e. sink or urinals).

4. Or, shut off water to other water sources.

Collection Steps

The following steps represent a “typical” collection
and the necessary requirements for urine specimen
collection. The steps are presented in chronological
order representing the proper sequence for
obtaining, documenting and securing a specimen
collection.

1. The collector prepares the collection site
prior to the process.

2. The collector begins the collection process
without delay when the donor arrives at the
collection site. The donor is allotted three
hours to provide a specimen. Instruct the
donor to read the back of the CCF before
moving on to the next step the collection
process.

3. The donor must be positively identified
as the individual selected for testing. The
acceptable methods of identification:
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a. Photo identification - drivers license,
employee badge

b. Positive identification by the employer
or employer representative

c. Any otheridentification allowed under
an operating administration’s rules.

4. The following are not acceptable forms of

identification for a donor:
a. Co-worker or
identification
b. Non-photo identification (i.e. social
security card, credit card, union or
other membership cards)
Pay Voucher
Employment papers
Voter verification
Address verification
Faxed or photocopies of
identification
If the donor cannot produce positive
identification, the collector must contact
the DER to verify the identity of the
donor.
. The collector is required to provide his or
her identification if requested by the donor.
. The collector completes the identification
information on the Custody and Control

other donor
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USICRICRUEE As g collector, instruct the donor K&
to wash and dry his or her hands
under the observation of the
collector. Inform the donor not
to wash his or her hands again

CCF.

form
cannot be used for
DOT collections.
must
remove unnecessary
outer clothing (coat,
jacket, hats etc.) and
leave any briefcases,
purses, book bags or other personal items
he or she is carrying. The donor must empty
his or her pockets and present the contents
to the collector. The donor may retain his or
her wallet or billfold and all personal items
must be placed in a locker or other secure
area before entering the private void area.

. As a collector, instruct the donor to wash and
dry his or her hands, under the observation
of the collector. Inform the donor not to
wash his or her hands again until after he or
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she provides the specimen to the collector.
The donor must not be allowed any further
access to water or other materials that
could possibly be used to adulterate the
specimen.

a. Note: Only use a liquid base soap. A
donor may attempt to conceal soap
shavings under his or her fingernails
and subsequently use it to adulterate
the specimen.

10. Direct the donor to the room used for the

11.

void. The donor must provide a specimen of
at least 45 mL. Instruct the donor not to flush
the toilet, and return with the specimen as
soon as possible after completing the void.
The donor enters the room and shuts the
door as the collector remains outside.

The collector receives the specimen from
the donor.

12. The donor may flush the toilet after releasing

the specimen to the collector and the sample
is sealed. Inadvertently flushing the toilet
by the donor before giving the specimen to
the collector does not automatically require
any corrective action by the collector or a
recollection.

13.The collector must check these items for

until after he or she provides the
specimen to the collector.

a specimen and indicate on Step 2 of the
CCF:

Temperature in Range

- Read the specimen

2 temperature  within  four

minutes of receiving the

specimen. The temperature
can be read from the
collection  container or
the specimen bottle. The

acceptable range is 90-100

degrees Fahrenheit or 32-
38 degrees Celsius. The collector
records the temperature information
on the custody and control form.
Mark the “yes” box in Step 2 of the
CCEF if correct.

b. Sufficiency of Specimen Volume -
Measure specimen volume to ensure
there is at least 45 mL of urine.

c. Signs of Tampering - Inspect the
specimen for unusual color, odor
or other signs of adulteration. The
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Read the speci-

0I2|4|6|8|100

men tempera-
ture within four
minutes of re-

ceiving the
specimen. The
temperaturecan

be read from
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collector records any unusual
information concerning the specimen
in the “remarks” section of the custody
and control form.

d. The collector indicates the collection
as a split specimen. Note: All DOT
collections are split specimen
collections.

14.The collector signs Step 4 on the Custody

and Control Form indicating he or she
received the specimen from the donor. The
collector prints his or her name and records
the date and time of collection.

15. The collector must pour the specimen from

the collection container into “A” and “B”
specimen bottles. The collector must pour
at least 30 mL of urine into specimen bottle
‘A, designated the primary specimen.
The collector then pours at least 15 mL
into a second bottle. This is the secondary
specimen or bottle “B.”

Note: the collector should not fill either of the

specimen bottles to the cap. A completely

e

i

the collection
container or the
specimen bot-
tle. The accept-
able range is
90-100 degrees
Fahrenheit or
32-38 degrees
Celsius.

full container is likely to leak in transit or
crack if frozen.

16. The collector places the lids or caps on the

specimen bottles and applies the tamper-
proof seal securing the lids or caps. The
seal labeled “A” is placed on the primary
bottle and the seal labeled “B” is placed
on the secondary bottle. The seal must be
centered over the lid or cap and down the
sides of the bottle to ensure the lid or cap
cannot be removed without destroying the
seal. The collector then writes the date on
the seal.

17.The donor initials the seal. If the donor does

not initial the seal or refuses to initial, the
collector must indicate it on the CCF in the
“‘Remarks” section. This is not a refusal to
test. The donor must initial after the seals
are placed on the bottles.

18.For DOT collections, the donor completes

Step 5 (Copy 2), the donor certification
section of the custody and control form,
by reading and signing the certification
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statement; and providing his or her date
of birth, printed name, and daytime and
evening phone numbers.

19. The collector records any additional remarks

concerning the collection in the “remarks”
section of the custody and control form.

20.The collector signs the custody and control

21.

form “released by” block, providing the date,
releasing the specimen to a courier or other
method of transportation to the laboratory.
The collector prepares the specimen
container(s) and laboratory copy(ies) of
the custody and control form. The collector
places the specimen bottles and Copy 1 of
the CCF inside the appropriate pouches
of the leak-resistant plastic bag, and seals
both pouches. If the donor has not had the
opportunity to wash his or her hands, he or
she is permitted to do so at this time.

22.The collector gives the donor his or her

copy of the custody and control form (Copy
5). The donor’s personal items should be
returned at this time. The donor is permitted

fiﬁ

A DOT split
specimen kit
contains the fol-
lowing materi-
als: a collection
container, two
specimen bot-
tles, and a bag
with  pouches
and absorbent
material.

to leave the collection site.

23.The collector places the sample in a secure
storage area. Any excess urine can be
discarded at this time. Each specimen
collected is shipped to a laboratory as
quickly as possible, or within 24 hours of the
next business day.

24.The collector prepares additional copies of
the custody and control form for appropriate
distribution - MRO copy, employer copy,
collection site copy for filing by the collection
facility.

All of these steps are necessary and essential
for the collection process. Errors or omissions
in these steps could result in a specimen being
unacceptable for testing at the laboratory or the
results being declared invalid upon review by the
Medical Review Officer. For additional information
on the collection process refer to the 49 CFR Part
40, Section 40.43.
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If the specimen
bottle seal is not
attached, bro-
ken or shows
evidence of
tampering (and
a split speci-
men cannot be
re-designated)
it will result in a
fatal flaw.

Fatal Flaws

The following errors or omissions are considered
“fatal flaws” according to the Department of
Transportation. These errors or omissions will result
in a rejection of a specimen or a cancelled test.

1. The collector’s printed name or signature is
omitted from the custody and control form.

2. The specimen identification numbers on the
bottle and the CCF do not match.

3. The specimen bottle seal is broken or shows
evidence of tampering and a split specimen
cannot be re-designated.

4. In the event of leakage or damage, there
is an insufficient amount of urine in the
primary specimen bottle for analysis and the
specimen cannot be re-designated.

Correctable Flaws

If a laboratory discovers a “correctable flaw”
during the processing of incoming specimens,

-
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the laboratory will attempt to correct the flaw. If
the laboratory is unsuccessful it will report the
specimen as “Rejected for Testing.” The following
are correctable flaws:

1.

2.

The collector’s signature is omitted on the
certification statement of the CCF.

The donor’s signature is omitted from the
certification statement, unless the donor
failed or refused to sign and is notated on
the “Remarks” line of the CCF.

The collector uses a form for the test not
Federally mandated by the DOT. The flaw
may be corrected provided the collection
process had been conducted in accordance
with the procedures of a SAMHSA certified
laboratory.

“Shy Bladder” Situation

If the donor is unable to provide at least 45 mL of
urine, the collector must:

1.

Discard the specimen and the container used
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for the void. Record in the “remarks” section
of the CCF of an insufficient amount of
specimen. Record the time of every attempt
by the donor to provide a specimen.

. Inform the donor about the process for a shy

bladder collection. Direct the donor to drink
40 ounces of fluids, distributed reasonably
over a period of three hours, or until the
individual is ready to provide a sufficient
amount of urine. The donor must remain at
the collection site. If the donor refuses to
drink fluids it is not a refusal to test.

. When the donor is ready to attempt to

provide another sample start the collection
process.

. If the donor refuses to make an attempt

to provide a new specimen or leaves the
collection site before the processis complete,
the collector must discontinue the collection,
note situation in the “Remarks” line of the
CCF (Step 2), and immediately notify the
DER. This is a refusal to test.

. If the donor cannot provide a sufficient

=
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45 ml of a specimen /
will be just above the
temperature strip

6.

The Depart-
/ ment of Trans-
:' portation man-
.r dates a donor
,l be given three
| hours to pro-
vide a speci-
men.

amount of urine within the three hours, even
after making another attempt, the collector
must discontinue the collection, note in the
‘Remark” line of the CCF and contact the
DER.

The collector sends the copies to the
appropriate parties.

In event of a reasonable cause or post-accident
situation, the donor must remain at the collection
site until he or she provides a complete specimen
of 45 mL. The DOT mandates a donor be given
three hours to provide a specimen.

If the donor is unable to provide a specimen and
the established waiting time has expired, the
collector should notify the DER the collection was
not completed. The collector must document the
time and circumstance(s) on the CCF.
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Direct Observation Collection

Adirectobservation collection procedure isthe same
as a routine collection procedure with the additional
requirement of an observer physically watching
the donor urinate into the collection container. The
observer must be the same gender as the donor;
there are no exceptions to this requirement.

This is required when:

1.

. The temperature of

The collector observed material brought to
the collection site or the donor’s conduct
clearly indicated an attempt to tamper with
a specimen.

the original specimen
was out of range
or the specimen
appeared to have
been tampered with.

An observed collection is conducted in the following
manner:

1.

The collector must explain to the donor
why a direct observation collection is being
conducted.

The collector must complete a new Custody
and Control Form for the direct observation
collection. This is in the case of the collector
finding the original specimen to have been
tampered with or out of the temperature
range.

The collector must check the “Observed”
box and enter the reason in the “Remarks”
line (Step 2). The observer must sign the
CCEF if it is someone other than the collector
observing the collection.

In a case where two sets of specimens are
sent to the laboratory because of suspected
tampering with the initial specimen, the
collector must enter on the “Remarks” line
of the CCF (Step 2) for each specimen a
notation to this effect - collection 1 of 2, or
2 of 2. The specimen identification number
from the initial specimen must be recorded

¥

The observer must be the
same gender as the donor;

there are no exceptions to
this requirement. 6.

on the new CCF. If the donor refuses to
provide a second sample, do not send any
samples to the laboratory and indicate what
happened on the CCF.

. The same gender collector or observer

enters the restroom or facility with the donor
where the void occurs. If it is a multi-stall
restroom, the collector or observer must
enter the stall with the donor. The collector
or observer must watch the donor void into
the collection container. Specifically, the
collector or observer must personally and
directly watch the urine go
from the donor’s body into
the collection container. Use
of mirrors or video cameras
is not permitted.

After the donor has
completed the void into the
collection container, the
donor and observer leave the enclosed
restroom and the donor hands the collection
container directly to the collector. The
observer must not take the collection
container from the donor at any time. The
donor is required to hand the specimen
directly to the collector. The observer cannot
intervene with the handling of the specimen.
As a collector, when someone else has acted
as an observer, include the observer’'s name
in the “Remarks” line of the CCF (Step 2).

. If the donor declines to allow a direct

observation collection required or permitted
by the 49 CFR Part 40 to occur, the collector
discards any specimen the donor provided
previously and notifies the DER as soon
as possible. This is considered a refusal to
test.

. If the collector learns a direct observation

collection should have been taken place,
but was not, the collector must inform the
employer. The donor must be directed to
return for an immediate recollection under
direct observation.
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The specimen identification The collector records the date.

number must be identical to the
pre-printed number on the cus-
tody and control form.

Security Seals

There are two security seals attached to a custody
and control form. Both seals have adhesive for
application to the specimen bottles. One is labeled
“A” for the primary specimen and the other is labeled
“B” for the secondary specimen.

Information required on specimen bottles:

1. The specimen identification number on the
seals must be identical to the pre-printed
number on the Custody and Control Form.

2. The collector applies the security seals on
the specimen bottles and records the date
on the seals.

3. The donor immediately initials the seals
while attached to the bottles.

Information required for shipping:
1. Date of collection.

2. The collector should utilize shipping supplies
provided by the laboratory

-
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The donor initials the seal of the
bottles.

Federal Drug Testing Custody and Control Form

The Federal Drug Testing Custody and Control Form
must be used to document every urine collection
required by the DOT drug testing program. The
CCF must be a five part carbonless manifold form.

The CCF consists of the following five copies:

1. Laboratory Copy - accompanies the
specimen to the laboratory

2. Medical Review Officer Copy — faxed to the
MRO within 24 hours

3. Collector Copy — retained by the collector

4. Employer Copy — sent to the employer

5. Donor Copy — given to the employee

The CCF is completed as follows:

Step 1 (Copy 1) — This step is completed by the
collector or employer representative prior to the
donor providing a urine specimen. The employer
and MRO names, addresses, and telephone and
fax numbers may be preprinted or handwritten. If
the employer has designated a service agent to
receive the results from the MRO, the employer’s
address may be omitted and the service agent’s



The Collector’s Guide for DOT Collections

STEP 1: COMPLETED BY COLLECTOR OR EMPLOYER REPRESENTATIVE

A. Employer Name, Address, |.D. No.

-~

C. Donor SSN or Employee |.D. No.

B. MRO Name, Address, Phone and Fax No.

0. Reason for Test: [ Pre-employment [ Random || Reasonable Suspicion/Cause Post Accident
Return to Duty [ Follow-up | Other (specify)
E. Drug Tests to be Performed: [ THC, COC, PCP, OPI, AMP CJTHC & COC Only [ Other (specify)

F. Collection Site Address:

Caollecter Phone Mo.

Caollector Fax No.

Step 1 of a Custody and Control Form is completed by the collector or employer
representative prior to the donor providing a urine specimen.

STEP 2: COMPLETED BY COLLECTOR

Aead specimen temperature within 4 minutes. Is temperature
Detween 90° and 100°F? | 'Yes | Na, Enfer Remark

Specimen Collection:
. Split

_&ingle [ None Provided (Enter Remark) Cbsarved (Enter Remark)

HEMARKS

Step 2 of a Custody and Control Form is completed by the collector after receiv-
ing the specimen from the donor and observing temperature of the specimen.

address may be used. However, in all cases,
the specific employer’s name, telephone and fax
numbers must be included. The collector enters
the donor’s social security number or identification
number after verifying the donor’s identity. The
collector also marks the appropriate box to indicate
the reason for the test and the appropriate box
for the type of drug tests to be performed. The
collector then enters the information required for the
collection site. The collector’s telephone number is
critical, since the laboratory or the MRO may need
to contact the collector if there are any questions
related to the collection.

Step 2 (Copy1) — This step is completed by the
collector after receiving the specimen from the
donor and observing the temperature. This step
also requires the collector to indicate whether it
was a single or split specimen collection. This step
is used to indicate if the collection was observed
and if there were any additional remarks to the
collection process for the purpose of proper chain
of custody.

Step 3 (Copy 1) — This step instructs the collector

to seal and date the seals once attached to the
specimen bottles. The donor initials the seals while
on the bottle. Instruct the donor to complete step 5
on the MRO copy (copy 2).

Step 4 (Copy 1) — This step requires the collector to
sign the CCF to certify the specimen was collected,
labeled, sealed, and released for the shipment to the
laboratory in accordance with Federal requirements.
The collector is also required to note the time of
collection, the date of collection, and the specific
name of the delivery service to which the specimen
is released for shipment to the laboratory.

Step 5 (Copy 2) — Note: This differs from the other
steps. The collector turns to Copy 2 for the donor
to fill out and then turns back to Copy 1. The donor
completes this step by reading the certification
statement, printing his or her name, providing date
of birth, daytime and evening telephone numbers,
date of collection, and signing the form. After the
donor completes this portion of the CCF, the collector
reviews it to ensure all the required information is
provided, readable, legible and complete.
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Uneventful Collection - Custody and Control Form

123-45-6789
X

X

ABC Courier Service
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The Collector’s Guide for DOT Collections
Uneventful Collection - Custody and Control Form

. FEDERAL DRUG TESTING CUSTODY AND CONTROL FORM

LU

101434

SPECIMEN II:I ND 1 D 1 4 3

STEP 1: COMPLETED BY COLLECTOR OR EMPLOYER REPRESENTATIVE

V&13 GEenda Fed Bluf
&) Pasadena. TX 77504
0T (BAR) T4T-3TT4

LAB ACCESSION NO.

4336

A. Employer Mame, Address, 1.D. No,

Z. Donar 55N or Employee 1.0, No.

B. MRO I;Iarn-e. Address. Phone and Fax No.

0. Reason for Test: L Pre-employment [ Random [ Aeasonable Suspicion/Cause Post Accadent
— Retumn to Duty _ Follow-up OlOther (spacity)
Drug Tests (o be Perormed:; [C'THC, COC, PCP, OPI, AMP CITHC & COC Only Other {5peuf]r}

 m

Collaction Site Address:

Colacior Phane Mo,

Collactor Faxk Mo, —

STEP 2: COMPLETED BY COLLECTOR

Head specimen temperature within 4 minutes. 1s temperature
between 90° and 100° F? [ Yes

[T Mo, Enter Remark LI Spl

Specimen Collection:

it [ ISingle [ |Mone Provided (Emter Remark)

[ Observed (Enter Remark) |

REMARKS

STEP 3: Collector affixes botlle seal(s) 1o bottle(s). Cobector dates seal(=). Danor initials sealis). Donor completes STEP 5 on Copy 2 (MRO Copy)
STEP 4: CHAIN OF CUSTODY - INITIATED BY COLLECTOR AND COMPLETED BY LABORATORY

certify that the specimun ghvan io me by the donor identifled in ihe cemiication section on Copy 2 of his lorm was collected, labeied, saaled ard refeased fo te DelveryService nated in

accordance with appiicable Federal requirements,

.4 EM

Signansro of Collocior

SPECIMEN BOTTLE(S) RELEASED TO:

|PRINT) Golector's Mamsa (First, ML Laar) ~ Date (Ma Dayve]

| Hame of Dpbvary Seracd Translomng Specmen bo Lab

RECEIVED AT LAB:
X

Primary Specimen | SPECIMEN BOTTLE(S) RELEASED TO:
Bottle Seal Intact

SEfatune ol ACCESsadner

fiss

TPRINT} Accessione's Hamae {First, ML Last) D (Mo D)

P | "o, Enter Remank Beiow

STEF 5a: PRIMARY SPECIMEN TEST RESULTS - COMPLETED EY PRIMARY LABORATORY

NEGATIVE

I POSITIVE far: I MARLILANA METABOLITE
DILUTE T COGAINE METABOLITE
REJECTED FOR TESTING PCP
=ZMARHKS

TZET LAB (il diffareng trom abaue]

ADULTERATED
I SUBSTITUTED
INVALID RESULT

T AMPHE TAMINE
METHAMPHE TAMINE

CODEINE
_IMORPHINE
B-ACETYLMOAPHINE

¥ thal [he spaciman idenfified on ihis farm wag examined upon recied, rarded wsing chain
X

of custody procedures, SnalyIad, and Fapared i Accondance with Anplcmts Fageeal rquirtmans

L/

Signatune of Cenilying Scipntist

(PRINT} Caitying Scinntisr's Mama (First, MA. Last)

STEP 5b: SPLIT SPECIMEN TEST RESULTS - (IF TESTED) COMPLETED BY SECONDARY LABORATORY

| RECONFIAMED

Laboralory Hame

FAILED TO RECOMNFIRM - REASON
T eawtify Ihar the So0T spedimon idanbifed on this form was examimed upon recepl, handled using cham of cusiody procedures, .;r.ul} ;p.;r
and reporled in accordance with apolicabhe Fadnm rquicamans

VA 4

| X

Laboratory Address

Signatung of Cartiling Scientst

P!IINT } Carbiying ScentsTs Mame (st M, Lasi)

Dane (Mo DT, )

SINHOD ITAILINN DHIHYIN THY NOA - OHYH 55344

Dt M. Daip V)

EWIIMIIHIIIHI“II PLACE\ 101434336  “mhiitn  m=

S . o) SR ggg
T

==z

QAN |, () gossasss S 35
SFEGIMEN I NO, {SF"'T" CAP SEAL e =

COPY 1 - LABORATORY COPY

50 0-GEED Ol EN
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Temperature out of Range - Custody and Control Form

123-45-6789
X

45 mL of d“specimen

will be just above the
temperature strip

porees Fahrenheit. Collection 1 of 2. @ 12:30 p.m.

ABC Courier Service
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Temperature out of Range - Custody and Control Form

. FEDERAL DRUG TESTING CUSTODY AND CONTROL FORM

1213 Genda Rad Bluk
A SOEES LT
= 0T (BAR) T4T-3TT4

101434

sl 101434336 T

STEP 1: COMPLETED BY COLLECTOR OR EMPLOYER REPRESENTATIVE

A Employer Name, Address, .D. No. B. MRO Name, Address, Phone and Fax No.

Z. Donar 55N or Employee 1.0, No.

0. Reason for Test: L Pre-employment [ Random [ Aeasonable Suspicion/Cause _ Pos1 Accident
— Retumn to Duty _ Follow-up [JCrther (specity)
Drug Tests (o be Perormed:; [C'THC, COC, PCP, OPI, AMP CITHC & COC Only Other {5peuf]r}

mom

Collection Site Addrass:
Calacior Phans Mo,

Collactor Faxk Mo, — =
STEP 2: COMPLETED BY COLLECTOR
Aead specimen temperature within 4 minutes. 1s temperature | Specimen Collection:
between 90° and 100°F? [Yes [ Mo, Enter Remark LI Split [ ISingle [ |Mone Provided (Enter Remark) || Observed (Enter Remark) |

REMARKS

STEP 3: Collector affixes botlle seal(s) 1o bottle(s). Cobector dates seal(=). Danor initials sealis). Donor completes STEP 5 on Copy 2 (MRO Copy)
STEP 4: CHAIN OF CUSTODY - INITIATED BY COLLECTOR AND COMPLETED BY LABORATORY

certify that the specimun ghvan io me by the donor identifled in ihe cemiication section on Copy 2 of his lorm was collected, labeied, saaled ard refeased fo te DelveryService nated in

T R R L i |SPECIMEN BOTTLE(S) RELEASED TO:

A EM
Signanrn of Colpcon Tima of Coilecicn

|PRINT) Golector's Mamsa (First, ML Laar) ~ Date (Ma Dayve] - Harma of Dobvory Servid 11anglenng Speoman bo Lay
RECEIVED AT LAB: Primary Specimen |SPECIMEN BOTTLE(S) RELEASED TO:
X , - Bottle Seal Inlact

HanAlNG of ACCESRanGT , , Vs
FAINT} Acoessioner's Hame (First, WL Last) Duater (Mo, Dary v e > No, Enter Remark Below
ETEP Sa: PRIMARY SPECIMEN TEST RESULTS - COMFLETED BY PRIMARY LABORATORY ]
NEGATIVE [ POSITIVE far: [ MARLIUANA METABOLITE CODEINE | AMPHE TAMINE ADULTERATED
DILUTE T COCAIMNE METABCOLITE _IMORPHINE METHAMPHE TAMINE IBUBSTITUTED
REJECTED FOR TESTING PCP G-ACETYLMOAPHIME INVALID RESLILT

=ZMARHKS

TEST LAB (if difarend from above)
'y thal he speciman idenfified on ifis farm was examingd ypon receiR, handied wsing chain of cusfody procedures. BNEyZed, amd rapared it Accardance with Fnpleabie Faderal rquinnmans

X o L/

Signatune of Cadtihving Scipnlist (PRINT} Catilying Sciontisr's Nama (First, MIL Lass) Do iMo. D e )

STEP 5b: SPLIT SPECIMEN TEST RESULTS - (IF TESTED) COMPLETED BY SECONDARY LABORATORY

| RECOMNFIRMED FAILED TO RECOMNFIAM - REASON
T eawtify Ihar the So0T spedimon idanbifed on this form was examimed upon recepl, handled using cham of cusiody procedures, .;r.ul} ;p.;r
and reporled in accordance with apolicabhe Fadnm rquicamans

Laboralory Hame

SINHOD ITAILTINN DHIHEIN THY NOA - OHYH 55344

X y A
Laboratory Address o | Signatung of Cartiling Scientst o PFIIN_T_EEmryl'ng Sciantists Name (First. MI, Lasi) Do Mo DY)
g IMIWIIMIIHIIIHIHII PLACE\ 101434336 —
2 OVER T
o 101434336 SPECIMEN BOTTLE =
SPECIMEN ID NO, CAP SEAL Eonoreiritale g _ﬁ
—— ]
¢ (MANEDMINAANN o (Toes) 101434336 SCESER ° =2
e OVER | SPECIMEN BOTTLE —

{SFI-IT] CAP SEAL

SFEGIMEN 1D ND. Ferer—

COPY 1 - LABORATORY COPY

50 0-GEED Ol AN
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Insufficient Specimen - Custody and Control Form

. FEDERAL DRUG TESTING CUSTODY AND CONTROL FORM

1213 Genda Red Bluk
LR L RIS T
= T (BAR) T4T-3TT4

101434

sl 101434336 LAB ACCEBSIONND,

STEP 1: COMPLETED BY COLLECTOR OR EMPLOYER REPRESENTATIVE

A. Employer Mame, Address, 1.D. No, B. MAO I;Iarn-e. Address. Phone and Fax No.

C. Donar 35N or Employee 1D, Mo,

0. Reasaon for Test: _ Pre-amployment [ Fl.andnri'.l [ Reasonable Suspicion/Cause | Post Accident
" Return 1o Duty _ Follow-up [JCrther (specity)
Drug Tests (o be Perormed:; [C'THC, COC, PCP, OPI, AMP CITHC & COC Only Other {5peuf]r}

m m

Collection Site Address:
Calacior Phans Mo,

Collactor Fax Mo, — =
STEP 2: COMPLETED BY COLLECTOR
Aead specimen temperature within 4 minutes. 1s temperature | Specimen Collection: |
between 90° and 100°F? [Yes [ Mo, Enter Remark [1Split  "ISingle [ Mone Provided (Enter Remark) ||| Observed (Enter Remark) |

REMARKS

STEP 3: Callector affizes bottle seal(s) to botlle(s). Colector dates sealls). Danar initials sealis). Donor complates STEF 5 on Copy 2 (MAC Gopy)
STEP 4: CHAIN OF CUSTODY - INITIATED BY COLLECTOR AND COMPLETED BY LABORATORY

certify that the specimin ghvan io me by the donoy identified in ihe cemiication section on Copy 2 of his lorm was collected, labeied, saaled amd refeased fo the DelveryService nated in

fmﬂ o v | SPECIMEN BOTTLE(S) RELEASED TO:
Hignansa of Colecior Tima of Callacsen B
/!
TBRINT} Cotciors Name (First, WL Last) Tale (Mo Dayve) - Harmas of Dokvnry Soreson Transionmeg Spoaman 1 Lab

RECEIVED AT LAB: Primary Specimen |SPECIMEN BOTTLE(S) RELEASED TO:
X p-| Boftle Seal Intact
Signature of ACCessaner
. e
{PRINT} Acceasione's Hame (First, MI Last) Duater (Mo, Darg vr.) > No, Enter Remark Below
STEP 5a: PRIMARY SPECIMEN TEST RESULTS - COMPLETED BY PRIMARY LABORATORY _ _
MEGATIVE [ POSITIVE for: [ MARLIANA METAROLITE CODEIME T AMPHETAMINE ADULTERATED
DILUTE I COCAINE METABOLITE _IMORPHINE METHAMFHETAMINE ISUBSTITUTED
AEJECTED FOR TESTING PGP G-ACETYLMORPHINE INVALID RESULT

=SRARKS

T=2T LAB (il cifarent from above)
ST thal e speciman idenfified o this fanm was axamingd upon recaipd, handed using chan of cuslody procedwes, analysed, and raparted in accardance with apeicable Federal requiremerns

X LA

Signature of Cenibving Sciantist {PRINT} Caotifying Sciontist s Hama (First, ML Lasz) D {Mou D)

STEP 5b: SPLIT SPECIMEN TEST RESULTS - (IF TESTED) COMPLETED BY SECONDARY LABORATORY

| {RECONFIAMED FAILED TO RECOMFIAM - REASON
iy thal the spit specimen idenbified on this fomm was examined upon fecepl, handled uging chain of cusiody procidunes, .;r.ul} ;p.;r
| and repded in accandance wilt Acpdcalle Fednn reguinremenis

X VA 4

Signatung of Certilyng Scienist IFHINT Garfying Sxigniists Nama IFirst. M1, Lasi) Dane (M. Dy )

Laboralory Mamg

Labu'a.lcr,' Address

MWD , (%) gonssasss
SPECIMEN 1D MO, e SEAL © Donoreimal

)

WATUIMEMMIN | (e sorasasss SR

SPECIMEN BOTTLE
{SFUT.I CAP SEAL

PEEL

BAG TAG
101434336

SFEGIMEN ID NO. e ———

COPY 1 - LABORATORY COPY

S3d0D ITAILTINW ONIHYIN IHY NOA - OHYH 55344

W5 0-GEED Ol EN
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The Collector’'s Examination

The Federal Custody and Control Form is a

part form.
a. Four
b. Five
c. Six
d. Seven

The collector is required to explain the
collection process to the donor.
a. True
b. False
If a donor fails to appear for a scheduled
collection at the pre-designated time, the
collector must:
a. Consider this a refusal to test
b. Notify the Designated Employer
Representative
c. Note this in the “Remarks” section of the
Custody and Control Form and proceed
with the collection when the donor
arrives
d. Conduct a direct observation collection
when the donor arrives
When a direct observation collection is required
in an “out of temperature range” situation
the collector must receive the review and
concurrence of the collection site supervisor,
or designated employer representative, before
beginning the direct observation collection.
a. True
b. False
The collector is required to instruct the donor to
empty his or her pockets before each collection
as a part of the standard collection process
a. True
b. False
In an “out of temperature range” situation,
the collector must request that the donor
provide measurement of his or her oral body

temperature.
a. True
b. False

A monitored collection must only be conducted
in situations where the collection is needed
immediately (such as post-accident situations)
and there is no single stall restroom available.

a. True

b. False
If a multi-stall restroom is used, the collection
must be a monitored collection.

a. True

b. False
If a person other than the collector is used as
a monitor or observer during a collection, his

X

10.

1.

12.

13.

14.

15.

or her name must be listed on the Custody and
Control Form.

a. True

b. False
Single specimen collections are allowed for the
following DOT mode:

a. United States Coast Guard

b. Federal Transit Authority

c. Federal Aviation Administration

d. All of the above

e. None of the above

The specimen bottle may be used as a
collection container

a. True

b. False

A foreign language copy of the Federal Custody
and Control Form may be used if:

a. The form is provided in a language that
is considered the “official” language of
the area

b. The form is provided to the donor in
both English and the other foreign
language

c. Both the collector and the donor
understand and can use the form in the
language provided

d. None of the above

In order to save time during the collection, the
collector may sign the Custody and Control
Form before the collection takes place

a. True

b. False

The donor should be given the following items
into the restroom during the collection:

a. Collection Container

b. Specimen Bottles

c. Custody and Control Form

d. A&Bonly

e. All of the above

Which of the following are considered refusals
to test:

a. Donor refuses to empty his or her
pockets when requested

b. Donor refuses to submit to a direct
observation collection when requested

c. Donor refuses to provide his or her
social security number

d. A&Bonly

e. All of the above
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