FTA Drug and Alcohol Program
Records Checklist

Years for Custody and Control Forms
Retention
1 Negative tests YO NI
5 Positive Tests (includes test refusals) N/AL] vy NO
5 Documentation related to test result disputes N/AL] vy NO
Check all CCF for the following elements
DER/DAPM contact listed YO N
FTA Authority marked YUl NCI
Reason for test (pre-employ, post accident, etc.) YUl NI
Donor Signature YUl NCI
“Ghosting” (carbon copy transfers illustrating incorrect procedure) YOl N
Current CCF used (OMB No. 0930-0158) YO NCJ
Employer copy of CCF Yyl NI
Alcohol Testing Form
1 Negative tests (check for attached printed result, or copy) YU N
5 Positive Tests (includes test refusals) N/AL] Yol NO
5 Documentation related to disputing test result N/AL] Yol NO
Evidential Breath Testing (EBT) Device
2 Calibration Records YUl NCI
2 Manufacturer’s calibration schedule for the EBT YUl NI
2 Certification record for the calibrating technician YUl NI
Education and Training Records
2 Attendance roster for Safety Sensitive Employees training YUl N
2 Reasonable Suspicion training for Supervisors certification Yy N
2 Dissemination of Policy to SS Employees YUl NCI
2 Training materials on drug abuse awareness including agency policy Yy N
2 Written notice of available D&A materials to every SS employee YU NOJ
2 Written notice of available D&A materials to employee N/AL] Yol  NUO
orgs (unions)
Employee Evaluation and Referral
5 Records related to referral to SAP N/ALC] Yy N
5 Employee’s compliance with the recommendation of the SAP N/AL yO NO
5 Report made to Department of Licensing (RCW 46.25.123) N/AL] vy NO
5 Documentation of test refusal N/AL] vy NO
Post Accident
2 Decision document to conduct PA test — (review corresponding N/AL] Yol NUO
Federal CCF)
*Accident Report N/ACD  vyOO NO
Reasonable Suspicion
2 ‘ Decision to conduct RS test - (review corresponding Federal CCF) ‘ N/AL YOO NO




FTA Drug and Alcohol Program
Records Checklist

Return to Duty and Follow Up

**Last Chance Agreement N/AL] Yol NO
5 Evidence of Treatment N/AL Yyl NO
Random
2 Random selection process documentation ‘ YUl N
Pre-Employment
3 Previous employers’ D&A records requests (correspondence Yy N[
Showing good faith efforts)
Does the records request include:
Alcohol results above 0.04 YUl N
Verified positive drug tests YOl N
Refusals to be tested (including verified adulterated YUl NI
or substituted)
Other violations of USDOT drug and alcohol violations YUl NCI
If positive, any records of successful completion of return | N/ALI vyl NO
to duty requirements.
Certifications and Reviews
Laboratory Yy N
Medical Review Officer Yy N
¢ MRO Questionnaire/Documented Review YO NCJ
Substance Abuse Professional Yy N
¢ SAP Questionnaire/Documented Review Y[ N
Breath Alcohol Technicians Yy NI
e BAT Questionnaire/Documented Review Y[ N
Screening Test Technicians (if applicable) YUl N
e STT Questionnaire/Documented Review (if applicable) Yl NI
Urine Collectors Yy NCJ
e Collector Questionnaire/Documented Review YO N
MIS Reports
5 ‘ MIS annual reports ‘ Y[ |
Special Considerations
2 ‘ Medical Evaluation (shy breath, shy lung) ‘ N/AL] Yy N

*Accident reports are not a federal requirement for the FTA Drug and Alcohol Program. However, it is

advisable to have a process to cross reference the accident that triggered FTA post accident testing

thresholds.

**|_ast Chance Agreements are not a federal requirement. However, for good measure these records

should be retained as long as records pertaining to a positive test.




