
PROTOCOL UPON RECEIPT OF DOT (FMCSA) 

DRUG AND ALCOHOL PROGRAM/POLICY VIOLATION 
1. Ensure that the employee is removed from all safety sensitive functions immediately.
2. Contact your C-TPA to make them aware of the violation and assist in making the 

determination on next steps accordingly with regard to the nature of the violation.
3. As the employer there are some types of violations that make it your responsibility to 

report the violation into the Clearinghouse within 72 hours of obtaining documentation 
and/or constituting a Federal D&A program/policy violation. (See Attachments 1. & 1.1 
For Guidance).

4. When you have the employee in front of you or have arranged to have them meet with 
their direct supervisor / H.R. (whomever you want present) – you, as the D.E.R. are 
required to provide the following items (See attachments 2 the SAMPLE SAP List 
Acknowledgment & 3.) in addition to the Positive Results Report from MRO or any 
documentation that substantiates the violation to the employee within 72 hours or the 
close of the third business day from the time of its occurrence. Retain the original copy 
of the SAP referral acknowledgement with signatures for the case file.

5. It should be the responsibility of the employee to contact the SAP and keep you 
notified of their progress.  When the SAP releases them – you’ll need to conduct a FULL 
QUERY into the CLEARINGHOUSE to confirm that the status and reporting both 
indicate that the SAP has the employee as ELIGIBLE FOR RTD TESTING. Confer with the 
employee to determine if they are indeed ready to submit to the RTD testing – (if they 
fail it – they start all over in the RTD process with the SAP). If the period of time from an 
initial positive result to the time of the RTD test presents the possibility of a second 
positive result – a NON-DOT drug screen can be completed to verify a Negative Result 
or alleviate the 2nd violation from being reported into the Clearinghouse. Once the 
Negative Results are posted for the RTD test – report them into the Clearinghouse by 
the close of the third business day following the date on which you obtained the 
information. Conduct a final FULL QUERY for that employee. Once they’ve provided 
their consent to release the record to you and you verify that the Negative RTD test 
result is reported and their status has returned to DRIVER NOT PROHIBITED. The 
FOLLOW UP testing schedule will commence on the date the negative RTD is achieved.
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COMPANY NAME 
ACKNOWLEDGEMENT OF SAP REFERRAL 

I, _________________________, the employee, acknowledge that I have tested positive for 

controlled substances for a pre-employment/random/reasonable suspicion/post-

accident OR have been reported into the FMCSA Clearinghouse as Refusal to test.  As 

part of this company’s FEDERAL CONTROLLED SUBSTANCE & ALCOHOL Policy, the 

positive results or refusal to test constitutes that I am now disqualified as a driver to 

operate any Commercial Motor Vehicle, and I am required to complete an evaluation 

with a Substance Abuse Professional (SAP) and complete the Return to Duty 

Requirements set forth by the FMCSA Regulations (CFR 49 PART 40 §382.605) before 

I can return to driving duties or any other safety sensitive function with this employer 

or any other employer. 

I also acknowledge that I have received from this employer, COMPANY NAME, the 

following DOT Employee Assistance Programs required; Substance Abuse Professionals 

List (SAP List) information given to me this date ______________ by the COMPANY NAME. 

By signing below, I, the employee, acknowledge the above and I voluntarily signed this 

Referral Record. 

Employee PRINT NAME: _________________________________________________________ 

Employee SIGNATURE: ____________________________________ DATE _______________ 

D.E.R. SIGNATURE:  ______________________________________ DATE _______________

Attachment 2

Stacy Monroe
Highlight



ATTACHMENT 3. 

If a prepared SAPLIST was prepared for 
you – please use it to contact a SAP to 
begin your RTD process. If not, you can 

follow the link or scan the QR CODE 
provided to find the SAPS in your 

preferred area to choose from. 

https://www.saplist.com/find-a-sap/
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