
  PACIFIC GAS AND ELECTRIC COMPANY                             
 
Random Drug or Alcohol Screen Checklist for Supervisors 

 
1. Some of your employees have been identified for random drug and/or alcohol 

testing.  Please read this checklist to familiarize yourself with the collection process. 
2. A Contract Specimen Collector will notify you up to 3 days in advance of the test 

date and the names of your employees that have been selected for drug and/or 
alcohol testing.   

3. This information is confidential and must not be shared.  Disclosure of this 
information prior to the test date is prohibited by regulations and will subject you to 
discipline or discharge. 

4. If the employee is not available on the test date, inform the DOT Coordinator 
immediately.   

5. The following procedures should be followed in notifying employees of the collection 
process.  Also see the attached “Checklist for Employees” that will be given to your 
selected employees. 

6. Approximately 15 – 30 minutes prior to the actual collection, but no sooner than two 
hours, inform the employee verbally, that he/she has been identified through a 
random selection process for drug and/or alcohol testing.  Clearly inform the 
employee as to the time and the exact location to report for testing and instruct 
him/her to take photo identification. 

7. An employee not identified on the official test list cannot be tested.  
8. A contracted collector will follow the process outlined by the federal regulations to 

perform the collection.  Advise employees to be prepared to provide a urine and/or 
breath specimen at the scheduled collection time.   

9. When an employee selected for random testing is unavailable for legitimate reasons 
(e.g. working different shift, travel, leave), you must inform the Company 
Representative, who will annotate the random test list to indicate the reason for that 
employee not being tested.  Once a facility has been notified of testing, any leave 
requests submitted by employees for the testing day should be carefully scrutinized. 

10. Immediately report any problems encountered during employee notification to the 
Company Representative.  Employees who willfully fail to cooperate with the 
collection procedures will be subject to disciplinary actions consistent with the 
Company’s Drug Testing policy.  The Company Representative will be able to 
address employee problems (e.g. refusal to test). 

11. If an employee who is notified to report for testing is unable to provide a sufficient 
quantity of urine and/or breath, either the collector or the Company Representative 
will notify you.   

12. During the drug test, the employee will be given a reasonable period of time to 
provide a urine specimen (maximum 3 hours).  During this time, the employee 
should remain at the collection site and be instructed to drink at least 8 ounces of 
liquid each half-hour as supplied by the contractor.  If at the end of the waiting period 
the employee still cannot provide a specimen, the collector will notify the Company 



Representative and the employee will be removed from work and scheduled to see a 
physician selected by the MRO for a medical evaluation within 5 days. 

13. If the employee refuses to provide a test specimen or refuses to follow the specimen 
collection procedures, their action will be treated as insubordination and they will be 
suspended from work.  In addition, it will be treated as a verified positive test, and 
they will be required to cooperate with their Substance Abuse Professional and 
follow his/her recommendations.  If they fail to do so, it will be considered a second 
verified positive test and they will be discharged. 

14. If the employee willfully tampers with or alters the test specimen he/she will be 
discharged. 

15. An employee who is a Union member is entitled to shop steward representation 
under the following conditions: 

a. Prior to a Reasonable Suspicion test (during discussions with management). 
b. Prior to an interview with the Medical Review Officer concerning the results of 

a confirmed positive result. 
c. Prior to a discussion to determine treatment and/or education 

recommendations by a SAP following a verified positive test. 
d. If the collector is not following established procedures outlined in the Random 

Drug or Alcohol Screen Checklist for Employees.  
 


