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I . INTRODUCTION 

A. Background 

Executive Order (E.O.) 12564 of September 15, ^9B6, 
established the goal of a Drug-Free Federal Workplace. The 
Executive Order made i t a condition of employment for a l l Federal 
employees to refrain from using illegal drugs on or off-duty. 

Congress passed legislation on July 11, 1987, affecting 
implementation of the Executive Order in an attempt to establish 
uniformity among federal agency drug testing plans and to 
centralize the oversight of the Federal Govemment's drug testing 
program. (Section 503 of the Supplemental Appropriations Act of 
1987, Piblic Law (P.L.) 100-71, 101 Stat. 391, 468-471, codified 
at 5 U.S.C. S 7301 note (1987).) 

B. Policy 

In keeping with the Executive Order, the agencies of the 
Executive Office of the President (EOP) are concerned with the 
well-being of their employees and the successful accomplishment 
of agency missions. The purpose of the EOP Drug-Free Workplace 
Plan (Plan) i s to offer a helping hand to those who need i t and 
to set forth objectives, policies, procedxires, «md implementation 
guidelines in order to achieve a drug-free federal wor)cplace. 

Moreover, as a policy, the Plan recognizes that each EOP 
agency shall not expend appropriated funds, unless i t has in 
place, and continues to administer in good faith, a written 
policy designed to ensure that a l l of it s workplaces are free 
from illegal use, possession, or distribution of controlled 
substances by the officers and employees of the agency. 

The Plan recognizes the unique roles of the EOP agencies and 
their staffs, as well as the compelling obligation to achieve a 
drug-free environment for the sensitive work that i s performed by 
a l l of the EOP units. 

A successful drug-free workplace program recognizes the 
importance of informing employees of the hazards of drug use and 
providing assistance to those suffering from illegal drug use. 
Every employee i s assured that personal dignity and privacy will 
be respected in reaching the goal of a drug-free workplace. 

The policy, therefore, i s to create a totally drug-free 
workplace, educate supervisors, and assist employees. 
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C. Scope 

At this time, the EOP consists of the White House Office, 
Office of the Vice President and sixteen (16) agencies or 
components that have a close relationship to the work of 
the President of the United States. These agencies provide 
day-to-day operational support to the President in the following 
major areas: 

1. Managing the Presidential decision-making 
processes to insure that the President receives 
the widest possible range of options; 

2. Helping the President plan and set p r i o r i t i e s , 
monitoring and evaluating progress toward reaching 
the President's objectives, resolving conflicts 
among subordinates, and assisting in c r i s i s 
management, especially in national security 
matters; and 

3. Managing the federal budget and coordinating 
Administration positions on matters before the 
Congress. 

As required by P.L. 100-71, the EOP submitted a drug-free 
workplace plan which was duly certified on May 3, 1988, as 
meeting the requirements of that statute and E.O. 12564. 
Specifically, the Plan currently covers the following entities: 

Council of Economic Advisers 
Council on Environmental Quality 
Executive Residence 
National C r i t i c a l Materials Council 
National Security Council 
National Space Council 
Office of Administration 
Office of Federal Procurement Policy 
Office of Management and Budget 
Office of National Drug Control Policy 
Office of Policy Development 
Office of Science and Technology Policy 
Office of the U.S. Trade Representative 
Office of the Vice President 
President's Foreign Intelligence Advisory 
Board 

President's Intelligence Oversight Board 
Vice President's Residence 
White House Office 
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D. Authorities 

1. Executive Order 12564, Drug-Free Federal 
Workplace; 

2. Executive Order 10450, Security Requirements for 
Government Employment, as amended; 

3. section 503 of the Supplemental Appropriations Act 
of 1987 P.L. 100-71, 101 Stat. 391, 468-471, 
l l ^ t i B k at 5 U.S.C.'S 7301 note (1987); 

A scientific and Technical Guidelines For Drug 
?e8?ing Programs, Alcohol, -Drug Abuse and Mental 
Health Administration (ADAMHA), Department of 
Health and Human Services (HHS), as amended; 

5. standards for Certification of Laboratories 
Engaged in Urine Drug Testing for Federal 
Agencies, ADAMHA, HHS, as amended; 

6. C i v i l Service Reform Act of 1978, P.L. 95-454; 

7. 42 C.F.R. Part 2, establishing requirements for 
assuring the confidentiality of alcohol and drug 
abuse patient treatment records; 

8. The Privacy Act of 1974 (5 U.S.C. S 552(a)), 
prescribing rcq[uiremcnts goveming the 
maintenance of records by agencies pertaining 
to the individuals and access to these records 
by the individual(s) to whom they pertain; 

9. Federal Employees Substance Abuse Education and 
Treatment Act of 1986, P.L. 99-570; 

10. Office of Personnel Management, Federal Personnel 
Manual (FPM) Letters 792-16 (November 28, 1986), 
792-17 (March 9, 1987), and 792-18 (December 30, 
1988) setting forth guidelines for Federal 
c i v i l i a n agencies in establishing a drug-free 
workplace pursuant to E.O. 12564; 

11. FPM Chapter 792, Federal Health and Counseling 
proqrams, providing guidance to Federal agencies 
in establishing alcoholism and drug abuse programs 
(subchapter 5) and employee counseling services 
programs (subchapter 6) for Federal employees with 
alcohol or drug problems; and 
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1? FPM SuDPlemel>t Chapter 792-2 providing guidance 
ie??iopin, and ̂ i n t a i n i j ^ K ^ ^ l ^ e s .or 

S!loSSu»'.^5 SS;r«^irLong Federal e.ployees. 

„ _^. the Treasury, Postal Service and 

^ r S p r i S J i ^ »^of 198,, P.I.. 100-4.0, 
as amended. 

E. Delegation of Authority 

^ 4. „Ko,.« fioecifically prohibited in this Plan, the 
«?^« TOP aaency bead, set forth herein, may be 

responsibilities of an ̂ J^^Jf^/Lployie of the same EOP agency, 
o? i S c T ^ S ^ ^ e S ^ b ^ J ^ debates to the Director, 

SJi^ei/U^^^^^^^^ S ? K S ' e m be performed 
S n ^ S e i ^ i i u z ^ ' b S S i f a f ; service to a l l EOP agencies. 

F. Presidential Transition 

Due to the large number of people assuming government 
«t EOP during a change in administration, for 

S S : S i : r r : ^ s S ! S ^ 2 " i S ? a c t i c a l ^ o test ^^^^-^PJ^S-,, 
to their appointments. The Plan recognizes this fact and makes 
special provisions as set forth in Section IX.c. 

G. Savings Clause 

TO the extent that any of the provisions P« this 
determined to be inconsistent with applicable federal court 
decisions or changes to statute or executive order, the 
?S;?;;Sg, Snaffelted Provisions are intended to remainJ^n force 
until such time as a formal amendment is made to the Plan wnxcn 
modifies them. 
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I I . DEFINITIONS 

A. Abeyance Contract means an agreement entered into by an 
em^lSee consenting to the terms of a drug treatment program 
and drug testing schedule. 

B. Applicant means any individual tentatively selected for 
Solovment with an EOP agency to a position designated as a 
?^StiSS Sesignated Position (TDP). I t includes any employee 
I ; EO? a g S S Who has tentatively been selected for a 
TOP^d who was not, immediately prior to the selection, 
employed in a TDP. 

c Detailee means an employee serving a temporary assignment 
$?om one ?eSeral ageScy to a different position or set of 
duties within the EOP for a specified period of time. 
There i s no formal position change; o f f i c i a l l y , the employee 
continues to hold the position from which detailed and keeps 
the same status and pay. 

D. Drug Plan Coordinator (DPC) means the individual, designated 
by the Director, OA, who i s responsible for implementing, 
directing, administering, and managing the Plan throughout 
the EOP. 

E. Employee means any individual appointed in the c i v i l service 
as described in 5 U.S.C. S 2105 serving in a position in an 
EOP agency, except members of the uniformed services of the 
armed forces. 

F. Employee Assistance Program (EAP) means the program that 
offers assessment, short-term counseling, and referral 
services to employees and members of their immediate 
families for a wide range of problems such as job stress, 
marital and family discord, alcohol and dmg abuse, and 
monitors the progress of employees while in treatment. 

G. Employee Assistance Program (EAP) Counselor means the 
individual/employee designated by the Director, OA, with 
specific duties outlined in Section VI.B. who provides 
coxinseling and treatment services to a l l EOP employees and 
has direct contact with employees, supervisors, and 
treatment organizations. 

H. Medical Review Official (MRO) means the individual 
responsible for receiving laboratory results generated under 
the EOP drug testing program (fififi Section IX.) who i s a 
licensed physician with knowledge of substance abuse 
disorders and the appropriate medical training to interpret 
and evaluate a l l test results together with an individual's 
medical history. 
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T Tiieaal Drugs means controlled substances, as defined by 21 
u s e S 802(6) and accompanying Schedules I or V, whose use 
is not authorized by a valid prescription or by law. 

J. Management Official means an employee required or authorized 
^ t h c EOP agency head to formulate, determine, or influence 
the policies of that Agency. 

K. Random Testing means a system of periodic drug testing of 
a l l EOP employees who hold positions that are designated as 
TDP. Selection to participate in random testing i s made in 
accordance with scientifically approved random selection 
methodology. 

L. Employees in Sensitive Positions means: 

1. Employees in positions designated by the EOP 
agency head as Special Sensitive, Critical 
Sensitive, or Noncritical-Sensitive under 
Chapter 731 of the FPM, or employees in positions 
designated by the EOP agency head as sensitive in 
accordance with E.O. 10450, as amended; 

2. Employees granted access to"^information classified 
either secret or top secret or who will be granted 
access to classified information pursuemt to a 
determination of tmstworthiness by the EOP agency 
head under Section 4 of E.O. 12356; 

3. Individuals serving under Presidential 
appointments; 

4. Law enforcement officers as defined in 5 U.S.C. 
SS 8331(20) and 8401(17); or 

5. Other positions that the EOP agency head 
determines involve law enforcement, national 
secxirity, the protection of life and property, 
public health or safety, or other functions 
requiring a high degree of trust and confidence. 

M. Supervisor means an employee, such as defined by 5 U.S.C. 
S 7103(a)(10), having authority to hire, direct, assign, 
promote, reward, transfer, furlough, layoff; recall, 
suspend, discipline, remove employees or to effectively 
recommend such actions. 

H. Testing Designated Positions (TDPs) means those positions 
within each EOP agency which have been designated for random 
testing under Section IX.A. of this Plan. 
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O. 
v,.,.ified Positive Test Result means a test result that has 

screened positive by an FDA-approved immunoassay test, 

r o S i m e H y a ; - : , ^ T e ^ S ^ : ? ^ ^ ^ ^ ^ ^ 
iSL S S ^ a n r S l i S S S S S M ^ S e r to^be u i j u s t i f i e d under 
Section X.D. of this Plan. 
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I I I . EMPLOYEE ASSISTANCE PROGRAM (EAP) 

A. Function 

The EOP EAP provides counseling to employees and their 
familieS in a^wmber of areas, including assistance in the area 

»nd alcohol abuse and treatment. In that regard, the EAP 
S i n ^ S y ^ iiportanfrole in achieving a ^ g - f r e e wor)^lace 

EOP ^ e EAP, however, shall not be involved in the 
^ l l S ^ ? S S " o f ^ i S f iaSples oi the i n i t i a l reporting of test 
results. Specifically, the EAP shall: 

1 Provide counseling and assistance to employees who 
' voluntarily admit to illegal drug use or whose 

drug tests have been confirmed positive. I t 
monitors the employees' progress during treatment; 

2. Provide education and training to a l l levels of 
each EOP agency on types and effects of dmgs, 
symptoms of drug use and the impact on performance 
and conduct, on the role of the EAP with regard to 
the dmg free workplace program, and on related 
treatment matters; and 

3. Ensure that confidentiality of test results and 
related medical treatment records i s maintained 
in accordance with Section XI. 

B. Referral and Availability 

Employees with positive dmg-testing results or who 
volunteer for self-help will be referred to the EAP. The EAP 
provides assessment, counseling, and treatment for a l l referrals. 
The EAP i s available not only to employees of the EOP agencies 
but to the families of employees with dmg problems and to 
employees with family members who have dmg problems. 

In the event the employee is not satisfied with the 
suggested program of treatment, he or she may seek review by 
notifying the DPC prior to completion of the program. The 
decision of the DPC shall be final and shall not be subject to 
further review. Regardless of the treatment program chosen, the 
employee remains responsible for completion of the treatment. 
Assertions that the counselor failed to consider one or more 
factors in making a referral shall not constitute either an 
excuse for continuing to use illegal dmgs or a defense to any 
disciplinary action as may be appropriate. 
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C. Leave Allowance 

Employees shall be allowed up to one hour (or more as 
necessitated by travel time) of excused absence for each EAP 
counseling session during the assessment/referral phase of 
treatment! Absences during duty hours for treatment nust be 
Sarged to the appropriate leave category in accordance with 
law and leave regulations. 

D. Records and Confidentiality 

All EAP operations shall be confidential in accordance with 
Section XI. o f ^ e Plan relating .to records and confidentiality. 

E. Stmcture 

The Director, OA, shall be responsible for oversight and 
implementation of the EOP EAP and will provide, with the support 
of the EOP agency heads, direction and promotion of the EAP. 
The Personnel Management Division (PMD), OA, shall ensure a 
comprehensive program by utilizing interagency agreements with 
other federal agencies or contracts to acquire the EAP 
professional staff and services. 
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IV. SUPERVISORY TRAINING 

A. Objectives 

^^i««^i?'ESp^?e^i5o^^Sd^^^ m recognizing and 
^ S d ^ r s i l n g T l l ^ g S ? ^ ^ use by employees. The purpose of 
supervisory training i s to understand. 

1. 

2. 

3. 

Policies relevant to work performance problems, 
dmg use, and the EOP EAP; 

How employee performance and behavioral changes 
should be recognized and documented; 

The roles of the medical staff, supervisors, PMD, 
and EAP personnel; 

4. The ways to use the EOP EAP; 

5. How. the EAP i s linked to performance appraisal and 
disciplinary processes; and 

6. The process of reintegrating employees into the 
work-force. 

B. Implementation 

OA/PMD shall be responsible for implementing supervisory 
training and shall ensure that a l l employees and supervisors are 
fully informed of the Plan. 

C. Training Content 

supervisory training shall be provided to «;iP«5Yi^°" 
and may be presented as a separate program, or be included as 
part of an ongoing supervisory training program. Training 
s h i l l be provided as soon as possible after a person assumes 
s S ^ r v i l o S responsibility. Training programs should include: 

1. The Dmg-Free Federal workplace policy; 

2. The prevalence of various employee problems with 
respect to dmgs and alcohol; 

3. The EAP approach to handling problems; 
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4. HOW to recognize employees with possible problems; 

5. Documentation of employee performance or behavior; 

6. How to approach the employee; 

7. How to use the EAP; 

8. Disciplinary action, and removals from sensitive 
positions, as required by Section 5(c) of the 
Executive Order; 

9. Reintegration of eaployees into the work-force; 
and 

10. written Materials which the supervisor can use at 
the work site. 
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V. EMPLOYEE EDUCATION 

A. Objectives 

OA/PMD shall offer dmg education to a l l employees. Dmg 
education should include education and training on: 

1. Types and effects of dmgs; 

2. symptoms of dmg use, and the effects on 
performemce and conduct; 

3. The relationship of the EAP to the dmg testing 
program; and 

4. other relevant treatment and confidentiality 
issues. 

B. Means of Education 

Dmg education activities may include: 

1. Distribution of written materials; 

2. Videotapes; and/or 

3. Employee foriims. 
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VI. SPECIAL DUTIES AND RESPONSIBILITIES 

A. Dmg Plan Coordinator 

The Director, OA, shall designate a DPC to carry out the 
purposes of this Plan. In addition, the DPC shall serve as the 
principal contact with the laboratory in assuring the effective 
operation of the testing portion of the program. In carrying out 
these responsibilities, the DPC shall, among other duties: 

1. Arrange for a l l testing authorized under this 
order; 

2. Ensure that a l l employees subject to random 
testing receive appropriate notice as described in 
Section VII.; 

3. Monitor that the laboratory used for EOP dmg 
testing has a valid, current certification as 
appropriate under the applicable regulations; 

4. Coordinate with and report to the Director, OA, 
on DPC activities and findings with regard to the 
Plan program; 

5. Piiblicize and disseminate dmg program educational 
materials and oversee training and education 
sessions; 

6. Upon receipt of a verified positive test result 
from the MRO, transmit the test result to the 
appropriate management o f f i c i a l in the EOP agency 
designated to receive a report of a verified 
positive test for the purpose of initiating 
disciplinary action; and 

7. Assume the lead role in the development, 
implementation, operation, and evaluation of 
the EAP; 

B. EAP Counselor 

The EAP Counselor shall: 

1. Prepare consolidated reports on the EOP's EAP 
activity; 
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2 Provide counseling and treatment services to a l l 
Sployees referred to the EAP by their agencies or 
on self-referral, and otherwise offer employees 
the opportunity for counseling and treatment; 

3 Work with the DPC to provide educational materials 
* and training to managers, supervisors, and 

Sployees ol illegal dmgs in the workplace; 

1 Assist supervisors with performance and/or 
JS^sSnnS problems that may be related to illegal 
dmg use; 

5 Monitor the progress of referred employees during 
and after the treatment period; 

6. Ensure that training i s provided to assist 
supervisors in the recognition and documentation 
of facts and circumstances that support h 
reasonable suspicion that an employee may be 
using illegal dmgs; 

7. Maintain a l i s t of organizations which provide 
counseling and treatment programs, and include tne 
following information on each such organization: 

a. Name, address, and phone number; 

b. Types of services provided; 

c. Hours of operation, including emergency 
hours; 

d. The contact person's name and phone number; 

e. Fee stmcture, including insurance coverage; 

f. Client specialization; and 

g. Other pertinent information. 

8 Periodically v i s i t treatment organizations to meet 
administrative and staff members; tour the site; 
and ascertain the experience, certification and 
educational level of staff, and the organization's 
policy conceming progress reports on clients and 
post-treatment follow-up; 

9. Serve as the in i t i a l point of contact for 
employees who ask or are referred for counseling; 
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in •familiar with a l l applicable law and 
^^JStions, inSluding'^Srug treatment insurance 
coverage available to employees through the 
?edeml Employee Health Benefits Program; 

11. Document and sign the treatment plan prescribed 
wocu» s referred for treatment, after 
oSlaininrthe^e»Pl«y««'» ^^^nature on this 
document; and 

12. in making referrals, consider the: 

a. Nature and severity of the problem; 

b. Location of the treatment; 

c. Cost of the treatment; 

d. Intensity of the treatment environment; 

e. Availability of inpatient/outpatient care; 

f. Other special needs, such as transportation 
and child care; 

g. The preferences of the employee. 

C. Medical Review Official (MRO) 

The MRO shall, among other duties: 

1. Receive a l l laboratory test results; 

2. Assure that an individual who has tested positive 
has been afforded an opportunity to justify the 
test result in accordemce with Section X.D. of 
this Plan; 

3. consistent with confidentiality requirements, 
refer written determinations regarding a l l 
verified positive test results to the DPC; and 

4. Coordinate with and report to the DPC on a l l 
activities and findings on a regular basis. 
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D. Supervisors 

suoervisors will be trained to recognize and address illegal 
dmg u s f S Sp!o?ees, and will be provided information regarding 
rSSr^al of employees to the EAP, procedures and requirements 

S^So testing and behavioral pattems that give rise to a 
JSsSSSble sSiSiiiSS t S ? an employee may be using illegal dmgs. 
First-line supervisors shall: 

1. Attend training sessions on illegal dmg use in 
the workplace; 

2. initiate through the DPC a reasonable suspicion 
test after f i r s t taking appropriate factual 
observations, documenting those observations, 
and obtaining approval from the higher-level 
supervisor and/or other official designated to 
approve such testing of an EOP agency employee; 

3. Refer employees, in cooperation with the DPC, 
to the EAP Counselor to obtain counseling and 
treatment, upon a finding of illegal dmg use; 

4. Initiate appropriate disciplinary action upon 
a finding of illegal dmg use; and 

5. In conjunction with the EAP Counselor and 
personnel specialists, assist higher-level 
supervisors by evaluating employee performance 
and or personnel problems that may be related to 
illegal dmg use. 

E. Implementation 

Each EOP agency head shall implement the Plan within their 
agency and ensure that the Plan i s efficiently and effectively 
accomplished in accordance with this order and a l l other 
applicable regulations. Moreover, each agency head will notify 
^ e DPC what management official, i f any, has been delegated the 
responsibility to receive a verified positive test result and to 
determine appropriate disciplinary action in accordance with 
Section VII I . 

F. Govemment Contractors or Services Provided by Another 
Federal Agency 

Wherever existing resources or facilities are inadequate to 
implement this order, the Director, OA, shall: 
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1. Acquire needed services by contract or interagency 
agSement and insure the monitoring and successful 
performance of such arrangements; 

2 Ensure that contractors chosen by OA or another 
federal agency to perform the drug screening 
tests are duly certified pursuant to the HHS 
guidelines and that a l l contracts conform to the 
tectoical specifications of the HHS guidelines 
(see Appendix B); and 

3. Establish, by contract or by interagency agreement 
as deemed appropriate, the positions and specific 
responsibilities of -the^ MRO-as. required by the HHS 
guidelines (figfi Appendix B). 
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VII. NOTICE 

A. General Notice 

I . A general notice f r ^ ^ ^ 

S S S S S i M L ? l e S f o r ^ J >, was prSJided to EOP 
on j S y 8! 1988, and in accordance with 

Section 503 of P.L. 100-71. 
2 The publication of a dmg testing requirement in an 

Snlivment vacancy announcement, or notification at the 
S S i STpm-employment interview, also constitutes 
ciS?iSuiSg SoticS f i r purposes of applicant and random 
testing under provisions of this Plan. 

B. Individual Notice 

1 In addition to the general notice, an individual 
' notice was distributed to those fOP ftaff on 

December 8, 1988, identified in i n i t i a l TDPs 
explaining: 

a That the employee's or detailee's position 
has been designated a "testing designated 
position;" 

b. That the employee or detailee has the 
opportunity to voluntarily identify himself 
as a user of illegal dmgs and to receive 
counseling or treatment, in which case 
disciplinary action i s not recpi.ired; and 

c. That the employee's i>osition i s subject to 
random testing no sooner than thirty days 
after notice. 

2. subsequently, individual notice will be provided, 
as set forth in subparagraph I above, to the 
incumbents of any position which is designated a 
TDP. 

C. Signed Acknowledgment 

Each employee or detailee in a newly identified or created 
positiorwhich i s designated a TDP shall be asked to acknowledge 
in firiting that: 
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The employee (or detailee) has received 
and read the notice which states that the 
Sployee's (or detailee's) position has been 
designated for random dmg testing; and that 
? e ? u I S r t o submit to testing w i l l result in 
ini t iat ion of disciplinary action, up to and 
including dismissal. 

I f the employee ( j - ^^^^^i-i/Se^^^^^^ shal l 
i f S ° o i * S r a S t o o i ? e d S S i S r ? o m ^ S a t the employee (or detailee) 
note on the acknowieag^en shal l be centrally 

c o ? ? i S 2 d ^ S r e ^ r r e t S i v a ? , and i s \ d y i s o r y only. An 
: : p i S 5 ^ : V ( o r d e L i l e e ' s ) - f a i l u r e to_sign^the^noti^ shal l 
not preclude testing that employee (or detailee). 

D. Administrative Relief 

If an employee or detailee believes that his or her position 
has been wrongly designated a TDP, that employee may f i l e an 
aSSiSsSrl^iJS appeal to the official designated in Appendix A 
who has authorit? to remove the employee from the TDP l i ^ t . The 
appeal must be submitted by the employee, in writing, to the 
designated official within 15 days of notification, fitting forth 
a l l relevant infomation. The designated official shall review 
the appeal based upon the criteria applied in designating that 
employee's position as a TDP. The official's decision i s final 
and i s not subject to further administrative review. 
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V I I I . FINDING OF DRUG USE 
AND DISCIPLINARY CONSEQUENCES 

A. Determination 
» mav be found to use illegal dmgs on the basis 

of .„5".^i;jntMeScrmcluding, but not limited to: 

1. Direct observation; 

2. Evidence obtained from an arrest or criminal 
conviction; 

3. A verified positive test result; or 

4. An employee's voluntary admission. 

B. Mandatory Administrative Actions 

Each EOP agency's designated management official or 
supervisor shall refer an employee found to use i J } * ? * ! f^f^„ 
!o EAP and. i f the employee occupies a sensitive position, 
SmSlaJSy ?Si»ve t S employee from that P - ' i ^ i ^ " "^^P 
tTwhether i t i s a TDP. At the discretion of the head of the EOP 
ige^cy, or his designee, and in consultation with the DPC, an 
eiploj4e may retum to duty in a sensitive P?»i^J?" i ' ^ ^ J * 
employee's return would not endanger public health or safety 
or national security. 

C. Range of Consequences 

The severity of the disciplinary action taken against 
an employee found to use illegal dmgs will depend on the 
circuSstinces of each case and will be consistent with the 
Executive Order. I t will include the full range of disciplinary 
actions, including removal. The EOP agency shall initiate 
dSciplinary actiSn against any employee found to use illegal 
drugs provided that sSch action i s not required for an employee 
who voluntarily admits to illegal dmg use, and obtains 
counseling or treatment and thereafter refrains from .using 
illegal dmgs. 

such disciplinary action may include any J^.J^J 'J^^**^^"' 
measures but some disciplinary action must be initiated: 

1. Reprimanding the employee in writing; 

2. suspending the employee for 14 days or less; 
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for: 

3. suspending the employee for 15 days or more; 

4. suspending the employee until the «»Ploy^« 
successfully completes a specific treatment 
program or until i t i s determined that action 
other than suspension i s more appropriate; or 

5. Removing the employee from service. 

Initiation of Mandatory Removal From Service 

The BOP agency shall initiate.action.to remove an employee 

1 Refusing to obtain counseling or treatment through 
the EAP as required by the Executive Order after 
having been found to use i l l e g a l dmgs; 

2 Having been found not to have refrained from 
i l l e g a l dmg use at any time following the f i r s t 
finding of i l l e g a l dmg use. 

Al l letters to propose and decide on a disciplinary action 
should be developed in consultation with PMD, OA. 

E. Refusal to Take Dmg Test When Required 

1. An employee who refuses to be tested when so 
required w i l l be subject to the f u l l range of 
disciplinary action, including dismissal; 

2. No applicant who refuses to be tested shall be 
extended an offer of employment; and 

3. Attempts to alter or substitute the specimen 
provided w i l l be deemed a refusal to take the dmg 
test when required. 

F. Voluntary Referral 

Under E.O. 12564, the EOP agency i s required to initiate 
action to discipline any employee found to use i l l e g a l drugs in 
Svery circumstance except when an employee voluntarily admits his 

Suguse prior to a request to take a dmg test, completes 
counseling or treatment through an EAP and thereafter refrains 
from dmg use, such discipline " i s not required." 
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The decision whether to discipline a voluntary referral will 
be made by the EOP agency head, or designee, on a case by case 
baeifi deoending upon the facts and circumstances. Such 
52?i?m?SSSn IhSll be made after f u l l consultation with the 
DPC, EAP Counselor, and other appropriate management officials. 
Although an absolute bar to discipline cannot be Provided, the 
AgenS; in determining whether to discipline, shall consider that 
the Mployee has come forward voluntarily. 

Since the key to this provision's effectiveness i s an 
employee's willingness to admit his or her problem -- this 
provision will not be available to an employee who i s asked to 
Srovide a urine sample when required, or who i s found to have 
used illegal dmgs pursuant to Sections VIII.A.l. or VIII.A.2. 
and who thereafter requests protection under this provision. 
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IX. DRUG TESTING 

The dmg testing procedures described in Sections IX. and X, 
shall identify the presence of marijuana, cocaine, opiates, 
amphetamines, and phencyclidine (PCP). 

A. Random Testing 

1. Position Titles Designated for Random Dmg Testing 

The position t i t l e s designated for random 
dmg testing are listed in Appendix A, along with 
the cri t e r i a and procedures applied in designating 
such positions for dmg testing, including the 
justification for such c r i t e r i a and procedures. 

2. sensitive Employees in TDPs 

As specified in Appendix A, each EOP agency 
head has determined which positions are sensitive, 
labeled TDP, and therefore qualify for random 
testing. The cr i t e r i a and procedures used in 
designating such positions as TDP accompany the 
l i s t s . 

3. Determining the TDP 

a. Among the factors that each EOP agency head 
has considered in determining a TDP are the 
extent to which that agency: 

i . Considers i t s mission inconsistent with 
i l l e g a l dmg use; 

i i . I s engaged in law enforcement; 

i i i . Must foster public tmst by preserving 
employee reputation for integrity, 
honesty, and responsibility; 

iv. Has national security responsibilities; 

V. Has dmg interdiction responsibilities; 
or 

b. The extent to which the position considered: 

i . Gives employees access to sensitive 
information; 
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i i . Authorizes employees to engage in law 
enforcement; 

i i i . Requires employees, as a condition of 
employment, to obtain a security 
cleeorance; 

iv. Requires employees to «ngage in 
ac t i v i t i e s affecting public health 
or safety; and 

v. 

c. 

Gives employees access to areas which 
are frequented by the President or Vice 
President or are controlled by the U.S. 
Secret Service in i t s role of protecting 
the work environment of the President 
and his most senior advisors. 

These positions are characterized by c r i t i c a l 
safety or security responsibilities as 
related to the mission of their agency. The 
lob functions associated with these positions 
directly and immediately relate to public 
health and safety, the protection of l i f e 
and property, law enforcement, or national 
security. These positions are identified 
for random testing because they require the 
highest degree of t m st and confidence. 

d. Each EOP agency head reserves the right to 
add or delete positions determined to be TDPs 
pursuant to the c r i t e r i a established in the 
Executive Order and this Plan. Moreover, 
pursuant to 42 U.S.C. S 290ee-l(b)(2), and 
the pertinent provisions of the FPM, the EOP 
agency head has determined that a l l positions 
which have been or w i l l be designated as TDPs 
under this Plan are "sensitive positions" and 
are therefore exempted from coverage under 42 
U.S.C. S 290ee-l(b)(1), which provides that 
no person may be denied or deprived of 
Federal c i v i l i a n employment or a Federal 
professional or other license or right solely 
on the basis of prior dmg abuse. 

4. Implementing Random Testing 

In implementing the program of random testing 
the DPC shall: 
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a. Ensure that the means of random selection 
remains confidential; 

b Evaluate periodically whether the nua^rs of 
«aployees tested and the frequency with which 
Sose tests w i l l be administered satisfy the 
EOP agencies duty to achieve a dmg-free work 
force. 

The TDPS in each EOP agency are specified in 
xnnendix A. Twelve percent of the incumbents of 
S S S p ^ s I i i o n s s h a l l b e tested annually, with 
SlS"o5nced testing to be held six times a year. 

5. Notification of Selection 

An individual selected for random testing, 
and the individual's f i r s t - l i n e supervisor, shall 
be notified the same day the test i s scheduled, 
preferably, within two hoxirs of the scheduled 
testing. The supervisor shall explain to the 
employee that the employee i s under no suspicion 
of taking dmgs and that the employee's name was 
selected randomly. 

6. Deferral of Testing 

An employee selected for random dmg testing 
may obtain a deferral of testing i f the employee's 
f i r s t - l i n e supervisor determines that a compelling 
need necessitates a deferral on the grounds that 
the employee i s : 

a. In a leave status (sick, annual, 
administrative or leave without pay); 

b. In o f f i c i a l travel status away from the test 
site or i s about to embark on o f f i c i a l travel 
scheduled prior to testing notification; 

An o f f i c i a l of each EOP agency identified in 
Appendix A may authorize deferral of testing for 
an employee whose immediate work-demands require 
unintermpted continuation. The decision to defer 
testing on this basis may not be delegated. 

An employee whose random dmg test i s 
deferred w i l l be included with the next group 
of employees selected for random testing. 
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B. Reasonable Suspicion Testing 

1. Application 

Reasonable suspicion testing may be required 
of any employee in i position which i s designated 
?or^LdSS testing or which meets the criteria 
f l l designation where there i s a reasonable 
sSspicion that the employee uses illegal drugs 
Sether Sn or off duty. Reasonable suspicion 
^eSSSg may also be required of any employee in 
aw PoSitiSn when there i s reasonable suspicion 
Sf oS^uty drug use or on-duty dmg impairment. 
SeasSMbli suspicion that an employee uses illegal 
5?Sgs Say be bksed upon the criteria set forth 
below. 

2. Grounds 

Reasonable suspicion testing may be based 
upon, among other things: 

a. Observable phenomena, such as direct 
observation of dmg use or possession or 
the physical symptoms of being vmder the 
influence of a dmg; 

b. A pattern of abnormal conduct or erratic 
behavior; 

c. Arrest or conviction for a dmg-related 
offense or the identification by law 
enforcement officials that an employee i s 
the focus of a criminal investigation into 
illegal dmg possession, use, trafficking, 
or distribution of controlled substances; 

d. Infomation indicating illegal dmg use 
provided either by reliable and credible 
sources or independently corroborated; or 

e. Evidence that the employee has tampered with 
a previous drug test. 

Although reasonable suspicion testing does 
not require certainty, mere "hunches" are not 
sufficient to meet this standard. 
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3. Procedures 

I f an employee is suspected of using illegal 
dmgs, the appropriate supervisor will gather a l l 
lS?mation, facts, and circumstances leading to 
iSd SIpporting this suspicion. This information 
S n i ^ ^ ? S i e 2 e d by a higher-level supervisor for 
liiniurrence The decision level for approval to 
p m S 5 Ssting i s described in Appendix A. 

If reasonable suspicion has been established, 
the appropriate supervisor will promptly detail, 
fo? S e record and in writing, the circumstances 
which forced the basis to warrant the testing, 
r i ^ i t t e n mport will be prepared to include at 
a minimum, the appropriate dates and times of 
mportTdmg relSted incidents, reliable/credible 
sources of infomation, rationale leading to the 
test, findings of the test, and the action taken. 

4. Obtaining the Sample 

The employee may be asked to provide the 
urine sample under observation in accordance with 
the criteria in Section X.B. 

C. Applicant Testing 

1. Objectives 

To maintain the high professional standards 
of the EOP agency's work-force, i t i s imperative 
that individuals who use illegal dmgs be screened 
out during the in i t i a l employment process before 
they are placed on the employment rolls of the 
agency. This procedure will have a positive 
effect on reducing instances of illegal dmg use 
by employees working within the EOP, and will 
provide for a safer work environment. 

2. Extent of Testing 

Dmg testing shall be required of applicants 
tentatively selected for employment with an EOP 
agency as indicated in Appendix A. 
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At times of transitions following 
presidential elections, i t i s not feasible to 
test a l l new employees or detailees prior to 
their appointments. In such instances, these 
staff shall be tested at a later date and 
their appointments made subject to a successful 
dmg test result. Staff will requested to sign 
a written acknowledgement as set forth in 
section VII.C. that conditions their appointment 
and employment on this deferred applicant test. 

3. Acknowledgement of Deferred Testing During A 
Presidential Transition 

Each presidential transition employee or 
detailee in a TDP, as referred to in Sections I.F. 
and IX.C, shall be asked to acknowledge in 
writing that applicant testing has been deferred. 
Such acknowledgement shall state: 

ftpp(;>TWTMENT STTB.TKCT TO TiVUG TESTING 

J • , hereby acknowledge that my 
appointment to a position in [agency] is subject to the applicant 
drug testing requirement as set forth in the Dmg-Free Workplace 
Plan for the Executive Office of the President. I also 
acknowledge that I am responsible to present myself for a dmg 
test at a place and time to be deterained. Should i t be 
detemined, under the requirements of the Plan, that I have a 
verified positive test result for any of the prohibited dmgs, I 
understand that my appointment will be teminated. 

DATE SIGNATURE 

4. Vacancy Announcements 

Every vacancy announcement issued for an EOP 
agency by OA for positions designated for 
applicant testing shall state: 

All applicants tentatively selected 
for this position will be required to 
submit to urinalysis to screen for 
illegal dmg use prior to appointment. 
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in addition, the applicant w i l l be notified 
that appointment to the position w i l l be 

applicants in same other manner. 

5. Procedures 

The DPC or other o f f i c i a l designated by the 
DPC in J a S EOP agency shall direct a ^ l i c a n t s to 

.i«̂ ft«riate collection f a c i l i t y . The dmg test 
SIsS'^K SdertaSSi as soon, after notification as 
;Ss^iWerand no later than 48 hours of notice 
to the applicant. Where appropriate and in 
Iccordan?e with agency policy, applicants may 

reimbursed for reasonable travel expenses. 

Applicants w i l l be advised of the opportunity 
to submit medical documentation that may support 
a legitimate use for a specific drug and ̂ a t such 
information w i l l be reviewed only by the MRO to 
ietemine whether the individual i s l i c i t l y using 
an otherwise i l l e g a l dmg. 

6. Personnel Officials 

Upon notification that an applicant has been 
tentatively selected for employment with an EOP 
agency, the Director of Personnel, OA, shall 
assure, after consultation with the MRO, that a 
dmg test has been conducted, i f required by the 
EOP agency, on that individual and detemine 
whethlr tb4 test result i s a verified positive 
result. 

7. Consequences 

The appropriate selecting o f f i c i a l of each 
EOP agency w i l l not extend an offer of employment 
to any applicant with a verified positive test 
result, and such applicant may not reapply for 
employment for a period of six months. The 
applicant w i l l be infomed that a verified 
positive test precludes the agency from hiring 
the applicant. 
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D. Additional Types of Dmg Testing 

1. Accident or Unsafe Practice Testing 

Each EOP agency i s committed to providing a 
safe and secure work environment. They also have 
TlegiSimate interest in determining the cause of 
Serious accidents so that i t can undertake 
^Srooriate corrective measures. Post-accident 
S?Sg ?es?ISg cJS provide invaluable infomati^^ 
^^furtherance of that interest. Accordingly, 
i S p l ^ s may be subject to testing when, based 
M«on the circumstances of the accident, their 
21?;oS J e ?S;Sonably suspected of having caused 
SrcoStributed to an accident that meets either of 
the following criteria: 

a The accident results in a death or personal 
injury requiring immediate hospitalization; 
or 

b The accident results in damage to government 
or private property estimated to be in excess 
of $10,000. 

I f an employee is suspected of having caused 
or contributed to an accident meeting either of 
the criteria stated above, the appropriate 
supervisor or management official will present the 
facts and circumstances leading to and supporting 
this suspicion to the second line/higher level 
supervisor for approval. Once approval has been 
obtained and arrangements made with the DPC for 
testing, the supervisor will prepare a written 
report detailing the facts and circumstances 
that warranted the testing. The conditions and 
procedures of testing shall be as for random 
testing. 

2. Voluntary Testing 

In order to demonstrate their commitment to 
an EOP agency's goal of a dmg-free workplace and 
to set an example for other federal employees, 
employees not in TDPs may volunteer for 
unLinSunced random testing by notifying the DPC. 
These employees will then be included in the pool 
of TDPS subject to random testing, and be subject 
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to the same frequency of testing, conditions, and 
procedures. Volunteers shall remain in the TDP 
pool for the duration of the position which the 
employee holds, or until the employee withdraws 
?mm participation by notifying the DPC of such 
intent at least 48 hours prior to a scheduled 
test. 

3. Follow-up Testing 

All employees who undergo a counseling or 
treatment p?ogJam for illegal dmg use through the 
S P will be subject to unannounced testing following 
completion of sich a program for a period of one year. 
I S S employees shall be tested at the amount stipulated 
in the Sbejance contract, or in the alternative, at an 
increased frequency twice the rate applicable to the 
pool of TDPs through placement in a separate random 
pool, such testing is distinct from testing which may 
be imposed as a part of the employees after care 
program. 
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X. TEST PROCEDURES IN GENERAL 

A. Technical Guidelines for Dmg Testing 

«>»fin adhere to a l l scientific and 
The EOP agencies shall adhere ^o promulgated by HHS 

technical guidelines for drug testing Progr P 
consistent with J f ^ I ^ . The dmg testing program 

i S r r a J S y ^ - i J i r c ^ ' ? : ^ ^ ^ -^--^^^S procedures, and 
s t r i S confidentiality requirements. 

B. Privacy Assured 
* Bublect to testing under this order, shall be 

oemiSJd provtL S l S f sp^^^ in private and in a rest 
r o S ' s r a J l V r i i n a r ^ e ^ ^ ^ ^ ^ 

^ S L o r t i ^ S S u e v f tSI? a particular individual may alter or 
substitute the specimen to be provided when: 

1 The individual i s being tested pursuant to 
Section IX.B. relating to reasonable suspicion 
testing; 

2. Facts and circumstances suggest that the 
individual i s an illegal dmg user; 

3. Facts and circumstances suggest that the 
individual i s under the influence of dmgs at 
the time of the test; 

4. The individual has previously been found to be an 
illegal dmg user; 

5 Facts and circumstances suggest that the 
individual has equipment or implements capable 
of tampering or altering urine samples, or 

6. 
The individual has previously tampered with a 
sample. 
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C. Failure to Appear for Testing 

- \ i , 4.̂  -««««^ for testing without a deferral w i l l be 

c o n s i r e U n J S ^ f p f ^ J ^ ^ ^ ^ ^ ^ ^ - i S i ^ t 

S ^ S P ^ S . coiuction s i t e at the 
S s i S S i l " u i . ' S i i c S l u S ^ " ^ a l l contact U>. DPC to obtain 
guidance on action to be taken. 

D. opportunity to Justify a Positive Test Result 

«w - «̂«f<TTBed Dositive result has been returned by the 
When a J^n^Jf^^^ Pff^I^form the duties set forth in the HHS 

i S S e u S S ' ^Sr^^xaSpte' S y choose to conduct employee 
TJ^erviews review employee medical history, or review 

oJier reCtart'biSieSical fartors. The MRO must review a l l 
SSSiSS recordH^de available by the tested employee when a 
confirmed positive test could have resulted from legally 
prescribed medication. Evidence to justify a positive result 
may include, but i s not limited to: 

1. A valid prescription; or 

2. A verification from the individual's physician 
verifying a valid prescription. 

individuals are not entitled, however, to present evidence 
to the MRO in a trial-type administrative proceeding, although 
the MRO has the discretion to accept evidence in any manner the 
MRO deems most efficient or necessary. 

I f the MRO detemines there i s no justification for the 
positive result, such result w i l l then be considered a verified 
positive test result. The MRO shall immediately contact the DPC 
upon obtaining a verified positive test result. 

E. Employee Counseling and Assistance 

While participating in a counseling or treatment program, 
and with thS approval of the DPC, the employee may be exempted 
S«» random testing for a period not to exceed sixty days or for 
i^'JLe p«?o5 SpeSifieS in'tS abeyance contract or treatment plan 
aooroved by the EOP agency head or designee. Upon completion of 

? J 5 r 2 l , ^ e employee immediately shall be subject to 
follow-up testing pursuant to Section IX.D.S. 
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F. Savings Clause 

To the extent that any of the procedures specified in this 
Section are inconsistent with any of those specified in the 
Scientific and Technical Guidelines promulgated by HHS, or any 
subsequent amendment thereto, such HHS Guidelines or amendment 
shall supersede the procedures specified in this Section, but 
only to the extent of the inconsistency. 
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XI. RECORDS AND REPORTS 

A. Confidentiality of Test Results 

Tha laboratory may disclose confimed laboratory test 

r..uiS'oî M 5̂ . *»y p°;̂ "'SiS?"ir :SiStS!c"~ 
iustifies bv l i c i t and appropriate medidal or scientific 
dSSienStiSn to account for the result as other than the 
iSSS?ional ingestion of an illegal drug will be treated as a 
r;«««2lv« taat result and may not be released for purposes of 
SSIrtiJyinHnSgai'dmg u s L Test Jesuits - i l l be protected 
under tt^e provisions of the Privacy Act, 5 U.S.C. S 552a, 
^ BSSU, aSd section 503(e) of the Act, and may not be released 
S 5i2lition of either Act. The MRO may maintain only those 
records necessary for compliance with this order. Any records 
of tie MRO, incSding dmg test results may be released to any 
management official for purposes of auditing the activities of 
the MRO, except that the disclosure of the results of any audit 
may not include personal identifying infomation on any employee. 

In order to comply with Section 503(e) of the Act, the 
results of a dmg test of an EOP agency employee may not be 
disclosed without the prior written consent of such employee, 
iinless the disclosure would be — 

1. To the MRO; 

2. To the EAP Counselor in which the employee i s 
receiving counseling or treatment or i s otherwise 
participating; 

3. The DPC or any supervisory or management official 
within the EOP agency having authority to take 
adverse personnel action against such employee; or 

4. Pursuant to the order of a court of competent 
jurisdiction or where required by the United 
States Govemment to defend against any challenge 
against any adverse personnel action. 

For purposes of this Section, "management official" includes 
any management, govemment security or personnel official whose 
duties necessitate review of the test results in order to process 
adverse personnel action against the employee. In addition, test 
results with a l l identifying information removed shall also be 
made available to other personnel for data collection and other 
activities necessary to comply with Section 503(f) of the Act. 
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B. Employee Access to Records 

Any employee who is the subject of a dmg test shall, upon 
written request, have access to any records relating to: 

1. Their o%m dmg test; and 

2. The results of any relevant certification, review, 
or revocation of proceedings, as referred to in 
section 503(a)(1)(A)(ii)(III) of the Act. 

Except as authorized by law, an applicant who i s the subject 
of a dmg test, however, shall not be entitled to this 
infomation. 

C. Confidentiality of Records in General 

All dmg testing infomation specifically relating to 
individuals i s confidential and should be treated as such by 
anyone authorized to review or compile program records. In order 
to efficiently implement this order and to make information 
readily retrievable, the DPC shall maintain a l l records relating 
to reasonable suspicion testing, suspicion of tampering evidence, 
and any other authorized documentation necessary to implement 
this order. 

All records and infomation of the persoimel actions taken 
on employees with verified positive test results should be 
forwarded to PMD, OA. Such shall remain confidential, locked in 
a combination safe, with only authorized individuals who have a 
"need-to-know" having access to them. 

D. Employment Assistance Program Records 

The EAP Counselor shall maintain only those records 
necessary to comply with this order. After the referral of an 
employee to i t , the EAP will maintain a l l records necessary to 
carry out i t s duties. All medical and or treatment records 
conceming the employee's dmg abuse, including EAP records of 
the identity, diagnosis, prognosis, or treatment are confidential 
and may be disclosed only as authorized by 42 C.F.R. part 2, 
including the pirovision of written consent by the employee. 
With written consent, the patient may authorize the disclosure 
of those records to the patient's employer for verification of 
treatment or for a general evaluation of treatment progress. 
(42 C.F.R. Part 2.1, fit seo. (1986), revised regulations 
promulgated at 52 F.R. 21796, June 9, 1987.) 
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E. Maintenance of Records 

w.n «»i-«biish or amend a recordkeeping system to 
OA shall establisn or BB omg-Free Workplace Program 

maintain tbe records of the EOT Drug^ Records and with a l l 
consistent with the Privacy Act system regarding 
applicable federal laws, mles and reguiw^ y ^ ^ ^̂ ^̂  
confidentiality of records, including ̂ ^ ^ ^ ^ ^ ^ g ^ ^ e n t has 
S 552a. However, where the 0«i^*»^fRecords which cover these 
established government-wide jy*^™ "J^i^ ^ts own system. I f 
records, OA i s not required to establish ^ subsequent 
necessary, records may be maintained as r qu J^^^^^ion of 
administrative °^J^'^iSjj^SlorSeeping system should capture 
the EOP agency head. .^^^J^^^e operational and statistical 
sufficient documents to meet tne opeir 
needs of this order, and include. 

1. Notices of verified positive test results referred 

2. 

by the MRO; 
written materials justifying reasonable suspicion 
?estinS or evidenci that an individual may have 
altered or tampered with a specimen; 

3. Anonymous statistical reports; and 

4. Other documents the DPC, MRO, or EAP Counselor 
deems necessary for efficient compliance with this 
order. 

F. Records Maintained By Govemment Contractors 

Any contractor hired to satisfy any part of this order shall 
comply i i S the confidentiality requirements of. tbis order, and 
a l l applicable federal laws, mles, regulations and guidelines. 

G. Statistical Infomation 

The DPC shall collect and compile anonymous statistical data 
for reporting the number of: 

1 Random tests, reasonable suspicion tests, accident 
S SSsafe prictice tests, follow-up tests, or 
applicant tests administered; 

2. Verified positive test results; 

3. Voluntary dmg covmseling referrals; 

4. Involuntary dmg counseling referrals; 
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Teminations or denial of ̂ ^Plcyment of fers 
reSIlting from refusal to submit to testing, 

Teminations or denial of employment offers resulting 
from alteration of specimens; 

ŝsirî -̂sicS-.t?̂ -̂  li -rLuse 
counseling program; and 
Employees who successfully complete treatment 
^Sgrims specified by the EAP. 

*iona with other pertinent infomation, sha l l be This data, *lc?9 ^'^^.wr^Sp's annual report to Congress compiled for inclusion in the ^ P s ^ u a i r p y^^^ ^ 
required by Section 503(f) of the Act. ™J ^ overall 
r r ° o ^ t : V v : i S 2 ? i r n : n n i - S r e ? i i ^ e ^ i S e ^ h e r changes to the HHS 
Guidelines may be required. 

5. 

6. 

7. 

8 . 
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: S l i t i « infonMtioS, " 9 u i r . » p l o y e e s , . s ^ ^plojees 

TcŜ inf«:a.°sn"a?enssiSt:s Ŝ̂^̂̂  
; ? : S 5 e n t or areas | % ^ T ^ / S ^ L ^ ^ r S l ^ t e S i ^ ^ V 
r M r n S ^ ? " ? t S r S H i i S n t ^ - r S e Vi le President. 
ft^m^nistrgr^'^*^ Relief 
Where a Position i s b . i n , newly designated^^^^^^ 
employee of CEX b e l i e v e s ^ a t ^ i s O T her pos^^ 
wrongly designated as J *?? imidiate supenfisor 
; f t S i ' S H ' S i t i S S S ' L T c ^ S l S a S U SIt£ t h . provisions of 
section V I I . D . of the EOP Plan. 

C . 

D. 

« . e CEX C ^ - i ^ n » V ^ : S f a S ' 5 : , r r e S - n L ° ^ ^ ^ ^ ^ ^ / 

S lcSi^nSS ! i ' S i i t ? S r n i o r n T s " p o s s i b l . after a decision tc 



rt«.f*.r i s made Such documentation shal l be sent to the Drug 
Prograi CoordinaLr for follow-up - t i o n to schedule the 
employee for unannounced testing within 60 days. 

E. r - - - - ' " " -̂̂ ^̂ ^ v^^^nn^h^e c^nspirion Testing 

Rusnccted of using i l l ega l dmgs based on 
J J / L n S i i ? ^ n I d e s S K d in lection IX. of the EOP Plan, the 
IScts SSd cScu2?ances of that case shal l be presented to 
^Se S E ^ ^ a l m S T w h o shal l decide whether to proceed with 
testing. 

F . ftrrlKfn^ Testing 

n ? l l « r ^ l M ^ ^ ^ ^ P - S ^ - i J and 
" accordlSL with Section IX. of the EOP Plan. 

c. p̂ ^̂ c:<on T.evei Ar̂ Tninistrntlve and PlPglpUnflrv ftgtlPn 
The CEA Chaiman w i l l receive a l l verified positive test 
r e s u l S and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. HAr^sion Le^rol for AccjHpnt or Unsafe Practice Testing 

The CEA Chaiman w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



COUNCIL ON ENVIRONMENTAL QUALITY 

Appendix A. 

A. — ° ^ ^^^^^ Tiissjon 

.he council on^vironjent.1^^^^^^^^^^^ ^ ^ S i i S l M and 

p̂roŜrSêLp̂vSĝo-™̂^̂  
health, Mt>^»l « " ? ! " | ' t o e Ha?ion. In addition, CEO 

^ r e n e i f c ^ S r a S V a ^ ^ i n d an̂ ^̂ ^̂ ^̂  
i:''lnvironjental t r« ,ds and co^^ 
recommendations to the Presiaent. ^ g ^ ^^a l Policy 

» M r o ? ? e ^ U r c i n r e ^ i l n , conditions and 

trends i n the Nation's environment. 

B. T - - ^ - n .^ iona- - ' P^^^^^»n. L i f t i n g f>ni .Tusti f i x a t i o n 

gl^atement 
A l l Of the positions in CEQ b - e b e - identif i ^ ^ Slt^mlnel 
designated positions (TDPs) • Positions have ^ ^ ^ ^ 
to be sensitive as provided in Section 7(a) or £x ^ 

J^^Ml^ct P̂aŜ '̂f ̂̂̂^̂̂^ 
the positions give «»^loy««; *J^"^f^emDlS^lntT to obtain a 
require employees, as a condition o^ ^^^^ 
security clearance; or give employees acc ^^^^ 

President and the Vice President. 

C. ftHTn^nTstrative Relief 

vmere a position i s being^ewly designat^^^^^^^ 
employee of CEQ believes t h a t ^ i s or her^P^^ ^^^^.^ 
wrongly designated as J TDP, the e»p y . ^ ^ ^ i ^ ^ e supervisor 
administrative appeal through his o r ^ provisions of 
to the CEQ Chaiman in accordance witn î ne i> 
section VII.D. of the EOP Plan. 



D. )ecis 
pemands 
Ĥo rPO Chaiman may authorize deferral of random testing for 

The CEQ cnairman may demands require 
an employee f°;«J^^?^*^%n accordance with Section IX.A.6 
uninterrupted continuation ^" ^ deferral shall be 
of the EOP P l a ' i ; ° r L o n ^ s poss?ble after a decision to 
documented in ̂ ^^^S^^ocu^°°Sa?ioS shall be sent to the Dmg 
defer i ^ »ade. Such aocum ^^^^ schedule the 

^ ^ p f o r e e T o ^ ' i S — ^ ° 

E. 
4. cn«nected of US ing i l l e g a l dmgs based on 

| j ; r ? E r ? h r i ? S r w S n S a ? ! S S d f S S e l h e r t o proceed wi th 

t e s t i n g . 

F. n r rH^ 'T l t Testing 

nniMninû gŝ fĉ ^̂ ^ 
in accordance with Section IX. of the EOP Plan. 

The CEQ Chaiman w i l l receive a l l verified positive test 
results aSd S l l detemine appropriate J ^ i j ^ f 5 J ^ J " % r ? h e 
disciplinary action in accordance with Section V I I I . or tne 
EOP Plan. 

p̂ -̂>c:<nn T^v^l i^rreident or Unsafg Frf^rtjre Testing 

The CEQ Chaiman w i l l receive a l l reports c;,^^*^^»=^^^jf 
iireumstances of an accident or unsafe practice and shall 
dicfS^ SSeSL: to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



EXECUTIVE RESIDENCE AT THE WHITE HOUSE 

Appendix A. 

A. f^^^^r^r^t of Aaenry ni^sjoji 
* Pvecutive Residence at the White House 

The employees -^t!®/^®esident of the United States and his 
staff the home of the Presia maintenance, refurnishing 
family. They provide for «^e ^ ^ historic landmark 
and general "P^^^P^Lf^o the general public and provide a 
;P"?i?Sy%nd'^e retirements tS support o f f i c i a l and 
^ : m W a r ? u S ? i o n f of the Presidency. 

The domestic employees of the f ^ e - ^ ^ - . ^ r i f s ^ r o r f ^ n f ̂  
general housekeeping, prepare meals g^ functions. 

provide support ^"^^ofessionals maintain and make 
Tradespersons and certain P r o f R e s i d e n c e 
repairs and modifications ana H administrative staff 
rrovires^^o^t^^^^^^^^^ a^d^Smiith operation. 

B. T-M- ne.iana^->^ p^.^^^nns i V t l n a Ĵ T̂^ ,Tnst1ficatipn 
Rliateinent 

« 2 n t i ; i S % f ^ i ^ S r 

bcSiivrSfficf̂ f'tMiSiir iSpf 
Th^ SecSt ive Residence at the White House has 

?refident or Vice President or areas to which access i s 

5 S S b K r U - ^ ^ v f r f n ^ r n l I f l h ^ ^ ^ ^ ^ 
President. 

C. fn<iiiin<strf|Ti"» BaHef 

«here a position i s being newly designated « • ™^ 

? J a ? S i f « S t r p S r S a f b^n ^ o ^ 

S a n S i % ? l h ' S . ' r o v l S - r n ' 2 e c t i o n V I I . D . of the EOP 

Plan. 



D. nAr-ision Levo] Defer-T-;.! of Random TPSting pecause of Wofk 
Demands 

The Chief Usher may authorize deferral of random testing for 
an employee whose immediate work demands require 
uninterrupted continuation in accordance with Section IX.A.6 
of the EOP Plan. Approved requests for deferral shall be 
documented in writing as soon as possible after a decision to 
defer i s made. Such documentation shall be sent to the Dmg 
Program Coordinator for follow-up action to schedule the 
employee for unannounced testing within 60 days. 

E. nAri^^on Le^^oi for Reasonable Sugp^cjpn Testing 

I f an employee i s suspected of using i l l e g a l dmgs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to 
the Chief Usher who shall decide whether to proceed with 
testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in the Executive Residence at the 
White House i s required pursuant to and in accordance with 
Section IX. of the EOP Plan. 

G. Decision Level f o r Administrative and D i s c i p l i n a r y ACtjon 

The Chief Usher w i l l receive a l l verified positive test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. Decision Level for Accident or Unsafe Practice Testing 

The Chief Usher w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



NATIONAL CRITICAL MATERIALS COUNCIL 

Appendix A. 

A. statement l^f ftnAnev Mission 

The National C r i t i c a l Materials Council (NCMC) i s an advisory 
body to the President, coordinating development of c r i t i c a l 
materials policies. NCMC advises the President and the 
Congress on issues and concems related to research and 
devllopment which i s c r i t i c a l to the Nation's economic and 
strategic welfare and provides continuing interaction with 
the private sector on c r i t i c a l materials, materials research 
and development, use of materials, federal materials 
policies, and related matters. 

B. Testing Des^rmated Positions Listinq {md ^ustifjcatlpn 
statement 

All of the positions in NCMC have been identified as testing 
designated positions (TDPs). Positions have been detemined 
to be sensitive as provided in Section 7(d) of Executive 
Order 12564 and tinder one or more of the following c r i t e r i a 
adopted by the Executive Office of the President (EOP) Dmg-
Free Workplace Plan. NCMC has considered the extent to which 
the positions considered give employees access to sensitive 
infomation; require employees, as a condition of employment, 
to obtain a security clearance; or give employees access to 
areas that are frequented by the President or Vice President 
or areas to which access i s controlled by the United States 
Secret Service in i t s role of protecting the work environment 
of the President and the Vice President. 

C. Administrative Relief 

Where a position i s being newly designated as a TDP and an 
employee of NCMC believes that his or her position has been 
wongly designated as a TDP, the employee may submit an 
administrative appeal through the NCMC Executive Director 
in accordance with the provisions of Section VII.D. of the 
EOP Plan. 

D. Decision I-evel for Deferral of Random Testing PecaUSe Of WpfK 
Demands 

The NCMC Chaiman may authorize deferral of random testing 
for an employee whose immediate work demands require 
unintermpted continuation in accordance with Section IX.A.6 
of the EOP Plan. Approved requests for deferral shall be 
documented in s i t i n g as soon as possible after a decision to 



defer i s made. Such documentation shall be sent to the Drug 
Prograi coordinator for follow-up action to schedule the 
employee for unannounced testing within 60 days. 

E. p̂ -̂i«-inn T^v^1 f»r- Reasonable SUSP.j r1 r>n Testing 

Tf an employee i s suspected of using i l l e g a l dmgs based on 
^Se SoSit?Sns SLcribed in Section IX. of ̂ e EOP Plan, the 
iacts 2nd circumstances of that case shall be presented to 
S e NC^2 Coalman who shall decide whether to proceed with 

testing. 

F. ftppHcant Testing 

Preappointment dmg testing of a l l applicants tentatively 
E l e c t e d for a l l positions in NCMC i s required pursuant to 
aSd in accordance with Section IX. of the EOP Plan. 

G. ner̂ ision Lev«>i Admin̂ «̂ «̂tive and Disciplinary APtlPn 

The NCMC Chaiman w i l l receive a l l verified position test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. Decision T-evel for Accident or Unsafe Practice Testing 

The NCMC Chaiman w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



NATIONAL SECURITY COUNCIL (STAFF) 

Appendix A. 

A. ptr^--n"r^ »^ ̂ ^"^iry vW^sjon 
•4... nnimril fNSC) advises the President 

The National I f S f ^ ^ ^ ^ ^ J ^ t L i of domestic, foreign, and 
with respect to the i n t e g r a t ^ ^ ^ ^ ^ security. Subject to 
defense policies reiatea t« * appraise and assess 
direction by the President, NSC i s to app ^^^^^^ ̂ ^^^^^ 
the objectives, commitments^^^^^ economic, 

in relation ^ ^ ^ ^ ' ^ ^ J ^ ^ i ^ e interest of national security, and politi c a l power, in the ̂ n ^^^^^ interest to 

and to consider Poj^^j^^^^^s^of the Government. NSC makes 
the departments and agencies or p i^j^nt as i t deems 
recommendations and reports to ^ ® 
Ipp?^riate and as the President directs. 

B. T--^- nesianr--̂  p..̂ i-sons T,l«;rlng and justifigation 

p<-aliement 

C. ft^pinlstrqr^'*^*' Re l i e f 

"̂T \''rf'MirvM"t̂ i:i»-1o"i"o"'"̂ ^̂ ^̂ ^̂  
Mrdrsifn̂trd̂raTop̂^̂^̂^ ; f iS i 'SIS S ; :cS??" ' s^c«S5y^n a«ord.noe with the provisions ^ t S k Z n VII.D. i f the EOP Plan. 



D. po.-i.inn I.eve:| n.fprral of Random Testing Because of 
w->|-)(; Demands 

The NSC Executive Secretary may authorize deferral of random 
S J t i n a for an employee whose immediate work demands require 
un!nte?rSpted contlnLtion in accordance with Section IX.A.6 
o? ?he I S P Plan. Approved requests ^?r d^^?^"^^^^^^^?^^ 
documented in writing as soon as P?«ible after a decision 

A I ^ L T i s made. Such documentation shall be sent to the 
D m f program coordinator for follow-up action to schedule 

employee for unannounced testing within 60 days. 

E. po^j.inn T^vel f»r P^-^sonaMe Suspicion Testing 

Tf «n emolovee i s suspected of using i l l e g a l drugs based on 
S e SoSSiitSns described in Section IX. of ^ e EOP Plan, the 
S e t s and circumstances of that case shall be presented to 
the NS? Executive Secretary who shall decide whether to 
proceed with testing. 

F. ftpplieant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in NSC i s reguired pursuant to 
and in accordance with Section IX. of the EOP Plan. 

G. n e c i s i o n Level f o r AdT«i ni s t r a t i ve and D i g C i P l l n ^ r V ACtjon 

The NSC Executive Secretary w i l l receive a l l verified 
positive test results and w i l l detemine appropriate 
administrative and disciplinary action in accordance with 
Section V I I I . of the EOP Plan. 

H. Decision Level fer Accident or Unsafe Practice Testing . 

The NSC Executive Secretary w i l l receive a l l reports on the 
facts and circumstances of an accident or unsafe practice 
and shall decide whether to proceed with testing in 
accordance with Section IX. of the EOP Plan. 



THE NATIONAL SPACE COUNCIL 

Appendix A. 

A. ptfir*'̂ *̂ "̂  cf Tii-nry ŵ ssion 
^Council) was established within 

The National ^Pace Council ( C o u n c i l E x e c u t i v e Order 
the Executive Office of tne i-r charged with 
12675, dated A p r i l 20, 1989. The ^ ^ ^^^s and 

ageScy implementation of those pol i c i e s . 

B. 
«;iiatement 

_ i4.4«„«. <n the Council have been i d e n t i f i e d as 
A l l of the P°^i^^°"^o^;tions (?SPS). Positions have been 
testing <i«=i9nated positions (TU ̂  section 7(d) of 
?^e:5?iS: O r L ^ l H e : ai^unde? one or more of the following 
Executive . vvecutive Office of the President 

to sensitive information; require employees, as a 
conS?i™ " ^ploymeSt, to obtain a security clearance; or 

i tiKrvilrsisfdeSTr s«=y^fl 
i & i n ^ ^ . " T o X l r l ^ ^ l I r t S ^ I ^ S f d l n ^ i r t S f ̂ ife 
President. 

C. ^^niinistrative Relief 

rmn:yU'"oi"tirci»si"L;nM̂ ^̂  
ri l??2iivtnrarth?:u» ŝ̂^̂̂^ 

pemands 

The council.Executive ^^o^e'V^lSine^w^^^^ 

q r r e ^ S ^ ^ l r ^ ; £ K ^ 



Drug Program Coordinator for follow-up action t o schedule the 
employee f o r unannounced t e s t i n g w i t h i n 60 days. 

E. Decision Level for Reasonable Suspicion Testing 

I f an employee i s suspected of using i l l e g a l drugs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to 
the Council Executive Secretary who shall decide whether to 
proceed with testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in the National Space Council 
i s required pursuant to and in accordance with 
Section IX. of the EOP Plan. 

G. Decision T.evel for Administrative and Disciplinary Action 

The Council Executive Secretary w i l l receive a l l verified 
positive test results and w i l l detemine appropriate 
administrative and disciplinary action in accordance with 
Section V I I I . of the EOP Plan. 

H. Decision Level for Accident or Unsafe Practice Testing 

The Council Executive Secretary w i l l receive a l l reports on 
the facts and circumstances of an accident or unsafe practice 
and shall decide whether to proceed with testing in 
accordance with Section IX. of the EOP Plan. 



OFFICE OF ADMINISTRATION 

Appendix A. 

A. evp-H^r""^ of Aa^nry m^^i^n 
^ ' 4̂ <.,-»i-ion fOA) was established in 1977 to 

The Office of ^di-iinistration (OA)̂  components of the 
provide common ̂ ^PP^^J.^^^gldent. With this charter, OA 
Executive fice °f the Presid^ administrative support and 
provides a f ^ l j ; range ° l ^ financial management, 
services in Personnel manageme^ library and 
infomation management, data pro H , ^ ^ ^ ^ maintenance, 
reference services, non-Presiden^ ^^^^^^ supplies, 
" S r i r s r i n g , ' ? a S ^ ^ SaSa?einent and historic preservation, 
and mail operations. 

<̂ t?*̂ ĝ "ent 
, in the Office of Administration have 

sensitive infomation; reguire employees, as a conaitx 
^pjoymert, to obtain a security clearance; or give 
^plo^^es iccess to areas that are frequented by the 
Resident or Vice President or areas to which access i s 
^ n l m n e d by the United Stat« Secret^erv^^^ 
of protecting the work environment of the presiaent 
Vice President. 

C. ft^T,iir^g^rative Religf 

Where a position i s being newly designated as a TD^ 
employee of OA believes that his or Jer positlon^^.^ 
wrongly designated as J TDP, the emp y ^^^{^^^^^^^^^^^B 
administrative appeal through his or ner igi^^s 
head to the Director in accordance witn tnts f 
Section VII.D. of the EOP Plan. 



D. p^^ic^inn Level f^f H'-^^rral nf Fanciom Testing Because of Work 
Demands 

The OA Director may authorize deferral of random testing for 
«mnloverwhose immediate work demands require 

SSin?ermp?ef continuation in accordance with Section IX A.6 
«5 ?he S P Plan Approved requests for deferral shall be 
of the EOP P^an. Appir possible after a decision 
? ™ r I s ' S a S I sScS d^cumenta?ion shall be sent to the 
Dmg ProgrL coordinator for follow-up action to schedule 

employee for unannounced testing within 60 days. 

E. p^^i^ion Level r ? r P'>''<̂ ""ah1e «;u«;pirion Testing 

«r, e«nlovee i s suspected of using i l l e g a l dmgs based on 
S e S o n S i S s described in Section IX. of the EOP Plan, the 
S c t l and circumstances of that case shall be Presented to 
the Dimctor, Personnel Management Division, who shall 
decide whether to proceed with testing. 

F. ftppVcant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in OA i s required pursuant to and 
in accordance with Section IX. of the EOP Plan. 

G. Dec i s i o n Level f o r Administrative and D i s c i p l i n a r y ftgtjgn 

The OA Director w i l l receive a l l verified positive test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. necision Level for Acfi^Sent or Unsafe Practice Testing 

The OA Director w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICE OF MANAGEMENT AND BUDGET 

Appendix A. 

A. statement r>f Ĵ n'̂ '̂Pf ><ission 

^ r i e f l o f e S ^ S,^"» " ^ o ^ i b l e inclule j d v i s i n , 
S E President on f i s c a l and economic policies for the 

Jonlulating the federal f i s c a l program; supervising 
SSd ^ A t f o f l i n r S i Sministratlon of the Executive Branch 
and "=on*f°""9 Jn^g „a<or new in i t i a t i v e s on 
5 S ? 2 S i t " S I S l i ^ r ^ ^ o J l e reduction, and regulatory 
refom. 

B. T-«:i-in« Design-^'^H Position*; T.lstinq ^T)̂  ^lustitjc^tim 
statement 

With minor exceptions, a l l of the positions in OMB and the 
Office of Federkl Pro^nirement Policy (OFPP) have heen 
idertified as testing designated positions (TDP). These 
positions have been detemined to be sensitive as provided 
in Section 7(d) of Executive Order 12564 and under one or 
iSre of the following c r i t e r i a adopted by the Executive 
Office of the President (EOP) Drug-Free WorljlacePlwj 
(Plan). OMB and OFPP have considered the extent to which 
the positions considered give employees access to sensitive 
infomation at the cl a s s i f i e d level; require employees, as 
a condition of employment, to obtain a security clearance, 
m ^ i r e employees to^ngage in activities affecting Public 
health or safety; or give employees access to areas that are 
frequented by the President or Vice President or areas 
to S i S access i s controlled by the United States Secret 
service in i t s role of protecting the w^k environment of 
the President and the Vice President. Presently, the only 
OMB positions not identified as TDP are those where an 
employee does not have passholder access to the Old 
Executive Office Building (OEOB) and there are no other 
testing c r i t e r i a applicable to the position. 

C. Artministrntive Relief 

Where a position i s being newly designated as a TDP and an 
S^Syee^of OMB or OFPP believes that his cr her position 
has l^en wrongly designated S ^ f ^ ^ g i S ^ ^ ^ s i r t ^ ^ ^ 
submit an administrative appeal through the OMB Assistant: 
Director for Administration in accordance with the 
provisions of Section VII.D. of the EOP Plan. 



D. Decision Level for Deferral of Random Testing Because of 
Work Demands 

The appropriate OMB Associate Director may authorize 
deferral of random testing for an employee whose immediate 
work demands require uninterrupted continuation in 
accordance with Section IX.A.6. of the EOP Plan. Approved 
requests for deferral shall be documented in writing as 
soon as possible after a decision to defer i s made. Such 
documentation shall be sent to the Dmg Program Coordinator 
for follow-up action to schedule the employee for 
unannoiinced testing within 60 days. 

E. Decision T^vei for Reasonable Suspicion Testing 

I f an employee i s suspected of using illegal dmgs based 
on the conditions described in Section IX. of the EOP Plan, 
the facts and circumstances of that case shall be presented 
through the OMB Assistant Director for Administration who 
shall decide whether to proceed with testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicemts tentatively 
selected for positions in OHB or OFPP are required pursuzuit 
to and in accordance with Section IX. of the EOP Plan. 

G. Decision I^vel for Administrative and Disciplinary Action 

The OMB Director will receive a l l verified positive test 
results and will determine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. Decision I^vel for Accident or Unsafe Practice Testing 

The OMB Director w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICE OF NATIONAL DRUG CONTROL POLICY 

Appendix A. 

A. ptP^^^^'^t of hl'^j]^ Mission 

The Office of National Dmg Control Policy (ONDCP) 
fovulates evaluates, coordinates, and oversees 
?SSriational and domestic anti-dmg abuse functions by a l l 
S e c S i v i SJanch agencies, and ensures that such functions 
^ r t a i n and complement State and local anti-drug abuse 
efforts. ONDCP serves as the central counter-drug 
enforcement, prevention, and treatment research and 
development organization of the United States government. 

SnnSal basis the agency promulgates the National Dmg 
control Strategy. ONDCP develops a consolidated Drug 
control Budget for presentation to the President and 
congress, and recommends to the President changes in the 
orgSization, management, and budgets of Federal agencies 
engaged in the anti-dmg effort. ONDCP represents the 
Administration's dmg policies and budget proposals before 
Congress and produces legislatively- mandated reports for 
submission to the President and Congress. 

B. Testing Designated Pngitions Listing and Justjfig?>tion 
statement 

A l l positions in ONDCP have been identified as testing 
designated positions (TDPs) because ONDCP"s central role in 
femulating and implementing dmg policy reguires that the 
highest degree of tmst and confidence be placed in a l l or 
i t s employees. Consequently, a l l ONDCP employees are in 
sensitive positions, as defined in Section 7(d) of Executive 
Order 12564. Furthemore, under the criteria l i f t e d in 
Section IX.A of the Executive Office of the President (EOP) 
Dmg-Free Workplace Plan, the Director of ONDCP has 
detemined that ONDCP's mission i s totally inconsistent with 
i l l e g a l dmg use, and ONDCP must foster public trust by 
preserving the reputation of i t s employees for integrity, 
honesty, and responsibility. In addition, a l l ONDCP 
employees are reguired to obtain a security clearance as a 
condition of employment, and a l l ONDCP employees have access 
?o areas that am frequented by the President or Vice 
President or areas access to which i s controlled by the 
S^nid S^a?es secret Service in i t s role of protecting the 
work environment of the President of the United States. 



C. Administrative Relief 

Where a position i s being newly designated as a TDP and an 
employee of ONDCP believes that his or her position has been 
wrongly designated as a TDP, the employee may submit an 
administrative appeal through his or her immediate 
supervisor to the ONDCP Chief of Staff in accordance with 
the provisions of Section VII.D. of the EOP Plan. 

D. Decision Level for Deferral of Random Testing Because of 
Work Demands 

The ONDCP Director of Administration may authorize deferral 
of random testing for an employee whose immediate work 
demands require uninterrupted continuation in accordance 
with Section IX.A.6 of the EOP Plan. Approved requests for 
deferral shall be docimented in writing as soon as possible 
after a decision to defer i s made. Such documentation shall 
be sent to the Dmg Program Coordinator for follow-up action 
to schedule the employee for \inannounced testing within 60 
days. 

E. Decision Level for Reasonable Suspicion Testing 

I f an employee i s suspected of using i l l e g a l dmgs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to 
the ONDCP Director of Administration who, after consultation 
with the ONDCP General Counsel, shall decide whether to 
proceed with testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in ONDCP i s reguired pursuant to 
and in accordance with Section IX. of the EOP Plan. 

G. Decision Level for Administrative and Disciplinary Action 

The ONDCP Chief of Staff w i l l receive a l l verified positive 
test results and w i l l detemine appropriate administrative 
and disciplinary action in accordance with Section V I I I . of 
the EOP Plan. 

H. Decision Level for Accident or Unsafe Practice Testing 

The ONDCP Director of Administration w i l l receive a l l 
reports on the facts and circumstances of an accident or 
unsafe practice and shall decide whether to proceed with 
testing in accordance with Section IX. of the EOP Plan. 



OFFICE OF POLICY DEVELOPMENT 

Appendix A. 

A. fitTI^*'^*^"^ cf m°n"Y ?^^gsion 
* ««nr^ Development (OPD) advises and assists 

The Office of Policy 5«X!i?|?Ion, coordination, and 
the President i ^ ^ ^ ^ ^ ^ ^ ^ c and Simestic policy; supports the 
implementation of economic and ^^^^i^rs; and supports the 

S i n ^ f E ^ S l a t i o i V u ^ ^ Advisory Committee. 

B. Tr-m-T r - - ^ - ^ ^ ^ ^ T>nMrion^ Ll^t-lnq .Ĥ l .T.stifi^.tiPD 
g^atement 

in OPD have been identified as testing 
Al l of the positions in OPD bave detemined 
designated positions (TDPs). fosijj^ Executive 
to be sensitive as provided in Section^?(d^ or crit e r i a 

C. ft<<njnistrf\1v*^ Relief 

Where a position i s being newly designated as a TOP and an 
employee of OPD believes that his or her position has been 
M y % f s i g n a t e d as aTDP the employee^^^^^^ 

? f S i ^ S S ' M r L ' S l c ^ ^ ^ ^ ^ ^ e i t S ^ ^ e provisions of 
section VII.D. of th. EOP Plan. 

D. r-:"-' —•' r-f—^ ""-"""^ •"•'^^'^ ""'^ 
pemands 
The OPD Director may authorize deferral of random testing for 
reSp?o?fe^5role i L e d i a t ^ ^ K c t i o n IX.A.6 
unintermpted continuation i» "^JJ^'^JSr%eferral shall be 
of the EOP Plan. Approved reguests for aererr ^ ^ 5 ^ 0 ^ to 
documented in writing as " P ^ ^ i J i sent to the Drug 
defer i % J ^ f f o ^ ' ^ U o S - i ^ ^ S schedule the 
: ^ ? ? : y : e ' ? ™ ~ e d ' ? ^ ^ ^ 60 days. 



E. necision Level for Re;^^nnable Siisnirion Testjng 

I f an employee i s suspected of using i l l e g a l drugs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of tha. case shall be presented to 
the OPD Director, who shall decide whether to proceed with 
testing. 

F. Apniicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in OPD i s required pursuant to and 
!n aSordanle with Section IX. of the EOP Plan. 

G. po^icinn Lev«1 fnr Administrative tmd Pisciplinarv A^tjon 

The OPD Director w i l l receive a l l verified positive test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. necision I-evel for Accident or Unsafe Practice Testing 

The OPD Director w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICE OF SCIENCE AND TECHNOLOGY POLICY 

Appendix A. 

A. p^?i-ement rf M̂ D̂ Y Mission 

nn, n*r*:i,<o of Science and Technology Policy (OSTP) was 
S^fihed i i S i n the Executive Office of the President by 

Jhe^SitSnal sSeScrand Technology Policy Organization and 
S t o r t t i ^ i c ? or?976 (90 Stat. 463; 42 U.S.C. 6611), 
approved May 11, 1976. 
OSTP serves as a source of scientific, engineering, and 
? e ^ o ? S i c a ? analysis and judgment for the President with 
respect to major policies, plans, and programs of the 
f l Z t l l goverLent. In carrying out this mission, the Act 
provides that OSTP shall advise the President of scientific 
5nd technical considerations involved in areas of national 
cSScern, including the economy national security health 
foreign relations, and the environment; evaluate the scale, 
™ ! i t ? Ind effectiveness of the federal effort in science 
and technology; provide advice and assistance to the 
President, the Office of Management and Budget, and federal 
agencies throughout the federal budget development process; 
and assist the President in providing leadership and 
coordination of the scientific research and development 
programs in the federal government. 

B. Testing Designated Positions Listing and Justification 
statement 

A l l of the positions in OSTP have been identified as testing 
designated positions (TDPs). Positions have been detemined 
to bTsensitive as provided in Section 7(d) of Executive 
order 12564 and under one or more of the following c r i t e r i a 
Sopted by the Executive Office of the President (EOP) Dmg-
Free Workplace Plan. OSTP has considered the extent to 
which the positions considered give employees access to 
sensitive infomation; reguire employees, as a condition of 
employment, to obtain a security clearance; or give 
eSplo^ees Access to areas that are frequented by the 
President or Vice President or areas to which access i s 
conlmlled by the United States Secret Service in i t s role 
of pmtecting the work environment of the President and the 
Vice President. 



C. fiH^j,nistr''<-iv«' Relief 

Where a position i s being newly designated as a TDP and an 
o^niovee of OSTP believes that his or her position has been 
^ o i S l v designated as a TDP, the employee may submit an 
^ ^ ^ f i ^ t r a l i J e appeal to the ^^TP Director in accordance 
with the provisions of Section VII.D. of the EOP Plan. 

Lsj 
Demands 

The OSTP Director may authorize deferral of random testing 
JSr an emolovee whose immediate work demands require 
unlnJermpied continuation in accordance with Section IX^A. 6 
li5 !.ho POP Plan. Approved requests for deferral shall be 
SocS^ented " JJiittS? as soon^s P ? " i ^ i % ? ^ 5 ! % * J - j ^ ^ ^ 
to defer i s made. Such documentation shall be sent to the 
Dmg ProgrLn coordinator for follow-up action to schedule 
S e employee for unannounced testing within 60 days. 

E. nor-ision Levoi fnr Reasonable Susplgign Tggting 

I f an employee i s suspected of using i l l e g a l dmgs based on 
J£e SonditiSns described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to 
the OSTP Director who shall decide whether to proceed with 
testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in OSTP i s required pursuant to 
and in accordance with Section IX. of the EOP Plan. 

G. necision Level for Administrative and Disciplinary ftgtiPn 

The OSTP Director w i l l receive a l l verified positive test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. pt>r.i«ion Levfl fn-r Accident or Unsafe Prr>rt1ce Testing 

The OSTP Director w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
delid^ Whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICE OF THE UNITED STATES TRADE REPRESENTATIVE 

Appendix A. 

A. pvT1̂ ''""'"t of l i - r ^ y Mission 

-̂he United States Trade Representative (USTR) 
The 0«i^^,?f,^^-^S;velopSg and coordinating the Nation's i s responsible for deveiopig^ ^.^^^^ investment 
intemational trade, comm negotiations with other 
policy, and leading or d i r e c j i g y ^^^^^^ ^^^^ 

related investment matters. 

gtatement P° Li^pting and J t i 

All of the positions in USTR have been identified as testing 
designated positions (TDPs). Positions have been detemined 
to bl sensitive as provided in Section 7(d) of Executive 
nr-At̂ r- and under one or more of the following c r i t e r i a 
S 5 o ^ e d " r i i e ^ E ^ ^ i v e Office of the President (EOP) Dmg-
Free workplace Plan. USTR has considered the extent to 
^ i c h S e positions considered give employees access to 
sensitive infomation; require employees, as a condition of 
Employment, to obtain a security clearance; require 
OTPloyees to engage in activities affecting public health or 
Safe?J; give em|lSyees access to areas that are Jreguented 
by lhe'p?esident o l Vice President or areas to which access 
i s controlled by the United States Secret Service in i t s 
role Sr?ro?ecting the work environment of the President and 
the Vice President. 

C. ft.a^inistryt^'^g Relief 

Where a position i s being newly designated as a TDP and an 
employee of USTR believes that his or her position has been 
S?ongly designated as a TDP, the employee may submit an 
:SS?2istrati?2 appeal through his or her i 
supervisor to the Assistant United States Trace 
le?r«en?Itive for Administration in accordance with the 
pm^isiSnl of section VII.D. of the EOP Plan. 



D. peri si on Lev*>i ^"r Deferral of Random Testing Pegause of 
w?rK Demands 

A Deputy United States Trade Representative may authorize 
deferral of random testing for an employee whose immediate 
work demands require unintermpted continuation in 
accordance with Section IX.A.6 of the EOP Plan. Approved 
requests for deferral shall be documented in writing as soon 
as possible after a decision to defer i s made. Such 
docSmentation shall be sent to the Dmg Program Coordinator 
for follow-up action to schedule the employee for 
unannounced testing within 60 days. 

E. Decision Level for Reasonable Suspicion Testing 

If an employee is suspected of using illegal dmgs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to a 
Deputy United States Trade Representative who shall decide 
whether to proceed with testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in the Office of the United 
States Trade Representative i s required pursuant to and in 
accordance with Section IX. of the EOP Plan. 

C. Decision Level for Administrative and DisrlplInarV ftgtiPn 

The United States Trade Representative will receive a l l 
verified positive test results and will detemine 
appropriate administrative and disciplinary action in 
accordance with Section VIII. of the EOP Plan. 

H. Decision Level for Accident or Unsafe Practice Testing 

The Assistant United States Trade Representative for 
Administration will receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICE OF THE VICE PRESIDENT 

Appendix A. 

A. ĉ p̂-KoTTient of T̂ genry tUssjpn 

• 1 *«=i«=i-ance to the President was established to 
The Special Assistance to assistance to the 
enable the ̂ jce President to pm^^^ ^^.^^ presidentially 
President, ^his assistance i n c i P through Cabinet 
*" i ^ " ^ h i i " a S d SEtte SSSse contact, i s involved on a 
l ^ l T i ^ £Sirin%?:sidential responsibilities. 

of the Office of the Vice President i s to 
^ J i ^ i e n t ? ? and effectively advise, assist, and support the 
Sf l i p r e s i d e r t in tSe areas of domestic policy, national 

if52irs legal counsel, administration, press, 
^ ^ S f l i a i s S n r ^ c i S u i i S g , and'advance. Assistance i s also 
provided for the spouse of the Vice President. 

B. T--̂ "̂« nesicmTir'"̂  Positions Listing PTii Jn^tUicatiPn 
pfcatement 

Al l Of the positions in the Office of the Vice President have 
been identified as testing designated positions (TDPs). 
P^Stions have been detemined to be sensitive as Provided in 
section 7(d) of Executive Order 12564 and "nder one or more 
ofthe following criteria adopted by the Executive Office of 
S e President (EOP) Dmg-Free Workplace Plan. The Off ice of 
S E V i S President has considered the extent to which the 
positions considered give employees access to sensitive 
infomation; reguire employees, as a condition of ̂ "'Picy"®"̂ ' 
to obtain a secSrity clearance; or give employees access to 
amas that are fregSented by the President or Vice President 
or areas to which access i s controlled by the United states 
Secmfler^ice in i t s mle of protecting the work environment 
of the President and the Vice President. 

c. fi^^ininistratlve Reliet 

^i'^^'SSxlTiSBBi^jB:,. 
EOP Plan. 



ecause of Work 
T Levej, ror t ^ j - J - Q J - — — — — • 

pemands 
•1 4.̂  4.K0 vice President may authorize d e f e r r a l of 

The counsel t o the ^xce Presio / . ^ ^ ^ i ^ ^ e work demands 
random t e s t i n g f o r an ®̂ PJ?Ĵ  accordance with Section 
5 ? T r o r S r M a n ! ° Ap^^^^^ for deferral shal l 
IX.A.6 of the as soon as possible after a decision 
be documented in ^|^^S^^ocuEenSa?foS shal l be sent to the 
to defer i s »ade. Sucn aocum ^^.^^ schedule the 

rp?ore°e'^o? '^^^11 t ^ t L g w i t h L 60 days. 

E. p^ îH-r -̂-''•̂  r-r f-n-"'-̂ '̂̂  'Suspicion Testing 
•I ie suspected of using i l l e g a l dmgs based on 

I t """onSftT^ns i E s S f b S in lection^IX. of the EOP Plan, the the conditions descrioea 1 ̂  ^^^^^ ̂  presented to 

^ r S o S S s e f l o ^ S r v H E President who shall decide whether to 
proceed with testing. 

F. ftpplir^nr Testing 

Preappointment dmg testing of a l l applicants tentatively 
!e!Ected fSr a l l plsitions in the Office of the Vice 
IrelidEnt i s reguired pursuant to and in accordance with 
Section IX. of the EOP Plan. 

G. por-ision L e v ^ l f»r Admin 1 "'^^''^-^v^ and PiSCiPlin?^rY Agtion 

The counsel to the Vice President w i l l receive a l l verified 
positive test results and w i l l detemine appropriate 
Administrative and disciplinary action in accordance with 
Section V I I I . of the EOP Plan. 

H. por^ision L e v f l f n r Accidoni- or Unsafe P r a r t l c f t T e s t i n g 

The counsel to the Vice President w i l l receive a l l 
reports on the facts and circumstances of an accident or 
unlafE practice and shall decide whether to proceed with 
testing in accordance with Section IX. of the EOP Plan. 



PRESIDENT'S FOREIGN INTELLIGENCE ADVISORY BOARD (STAFF) 

Appendix A. 

A. ptft^^^^t of fig-n^Y Mission 

1.̂  ̂ -he direction of the President, the President's Foreign 
At the direction o t w t^YlKB) assesses the quality, 

orintenigence policy. The Board has the authority to 
assess the adequacy of management, personnel, or 
assess tne-u 4 j . ^elligence agencies. The Board 
reports dimc?^y^o tSe Prelident L d advises him concerning 
JSe S i e c t i ? e s . conduct, management, and coordination of the 
S e n c J i f o f ^ 4 SSelli^ence lommunity. The Board reports 
SIriodilally concerning findings and appraisals and makes 
Appropriate recommendations for actions to i^'Prove and 
eShanle the perfomance of the intelligence efforts of the 
United States. 

B. Tf'̂ îng Desjr'̂ f̂ ^H Positions Listing r\T\̂  ^Tystlfixation 
statement 

A l l of the positions in PFIAB have been identified as 
l i s t i n g designated positions (TDPs)-Positions have been 
detemined to be sensitive as provided in Section J (d) of_ 
Executive Order 12564 and under one or more of the following 
cJi^^riladopted by the Executive Office of the President 
(EOP) Dmg-Free Workplace Plan. PFIAB has considered the 
ixtent to which the positions considered give employees 
access to sensitive infomation; reguire e»Pioy^®^' ^ J ^ ! 
condition of employment, to obtain a security clearance; 
or give employees Access to areas that are frequented by the 
? L I i d e n t or Vice President or areas to which access i s 
conlroUed by the United States Secret Service in i t s role 
of pmtecting the work environment of the President and the 
Vice President. 



C. ^^TT.inistT-''r^'^*^ R e l i e f 

Sip̂ ŷL̂ of hâ  bLn 
^ o i g l y deiigniSd as a TDP, the employee may submit an 

rd^ni^tratiSe^Ppe^^^^^ ^ir^eSo^^n'rc^^rdance 
S ? ? h ^ h r p r o e i 2 o n r o f s S VII.D. Of the EOP Plan. 

D. p^^i^jon T.eve1 f»r "^^*>T-ral of RandoTH Testing Pecause off 
"?7rK Demands 

Tho PFTAB Executive Director may authorize deferral of 
The PFIAB Execuji ^ ^hose immediate work demands 
reS2?re SnlSer^SptSS cSStiSuation in accordance with 
« ?5 A 6 ^ the EOP Plan. Approved requests for 
Referral shii? h i Socumented in writing as soon as possible 
a l t S a decision to defer i s made. Such documentation shall 
So «en? to the Dmg Program Coordinator for follow-up action 
To s S e d u ? e ^ e ^ ? l o 5 n ^ f o r unannounced testing within 60 
days. 

E. po^ision Levfi fnr Reasonable Suspjgign Tg^ting 

I f an employee i s suspected of using i l l e g a l dmgs based on 
JSe SonditiLs described in Section IX. of the EOP Plan, the 
factrJnd circumstances of that case shall be presented to 
the Assistant to the President for Management and 
Administration who shall decide whether to proceed with 
testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in PFIAB i s required pursuant to 
and in accordance with Section IX. of the EOP Plan. 

C. necision Level for Administrative and Disciplinary ACtjpn 

The PFIAB Executive Director w i l l receive a l l verified 
positive test results and w i l l detemine appropriate 
administrative and disciplinary action in accordance with 
Section V I I I . of the EOP Plan. 

H. por-ision Levf1 for Accident or UnSflff Pmctlcg Testing 

The PFIAB Executive Director w i l l receive a l l reports on the 
JSrts ani circumstances of an accident or unsafe practice 
and shall decide whether to proceed with testing in 
accordance with Section IX. of the EOP Plan. 



PRESIDENT'S INTELLIGENCE OVERSIGHT BOARD (STAFF) 

Appendix A. 

A. Statement »f fta«>n^ Mission 

The President's Intelligence Oversight Board (PIOB) informs 
the President of intelligence ac t i v i t i e s that any member of 
the Board believes are in violation of the Constitution or 
laws of the United States, Executive Orders, or Presidential 
directives; forwards to the Attorney General reports 
received concerning intelligence activ i t i e s that the Board 
believes may be unlawful; reviews the internal guidelines of 
each agency within the intelligence community concerning the 
lawfulness of intelligence a c t i v i t i e s ; reviews the practices 
and procedures of the Inspectors General and General 
Counsels of the intelligence community for discovering and 
reporting intelligence a c t i v i t i e s that may be unlawful or 
contrary to Executive Order or Presidential directive; and 
conducts such investigations as the Board deems necessary to 
carry out i t s functions under Executive Order 12334. 

B. Testing Designated Positions Listing and Justification 
Statement 

A l l of the positions in PIOB have been identified as testing 
designated positions (TDPs). Positions have been detemined 
to be sensitive as provided in Section 7(d) of Executive 
Order 12564 and under one or more of the following c r i t e r i a 
adopted by the Executive Office of the President (EOP) Dmg-
Free Workplace Plan. PIOB has considered the extent to 
which the positions considered give employees access to 
sensitive infomation; require employees, as a condition of 
employment, to obtain a security clearance; or give 
employees access to areas that are freguented by the 
President or Vice President or areas to which access i s 
controlled by the United States Secret Service in i t s role 
of protecting the work environment of the President and the 
Vice President. 

C. Administrative Relief 

Where a position i s being newly designated as a TDP and an 
employee of PIOB believes that his or her position has been 
wrongly designated as a TDP, the employee may submit an 
administrative appeal to the PIOB Chaiman in accordance 
with the provisions of Section VII.D. of the EOP Plan. 



D. pe^jsion Lev< 
De">a"ds 

The PIOB Chaiman may authorize deferral of random testing 
The Pi°»^^Yovie whose immediate work demands require 
for an e^Pjoy®* ̂ Jf^^-iZn in accordance with Section IX.A.6 
o ; ^ j S r i S r ? ? a r tpproteS mqSeSts for deferral shall be 
of the EOP Pi^"; .^PP^'^s soon as possible after a decision 
J^'^S^^Sr ?s SaSl SScS docSentation shall be sent to the 
to defer i s »ade. sucn ao action to schedule 

STe'e^proyee f o r S — ' c S felting Sithin 60 days. 

E. p^^j.-jop T.eve1 f-r ?''>>«»"ab1«> Sti«;p1c1pn Te?tipq 

-r* o««iovee is suspected of using illegal drugs based on 
I I 2?i?ins described in Section IX. of the EOP Plan, the 
S c t r S S d i??luSrtSc« of t^^^ case shall be Presented to 
tte liSS cSaimSn who shall decide whether to proceed with 
testing. 

F. ftppiieant Testing 

Preappointment dmg testing of a l l applicants tentatively 
sllerted for a l l positions in PIOB is required pursuant to 
" d S accordance with Section IX. of the EOP Plan. 

G. por̂ î ion Lev^i Administrative ani Pipgipllnarv Agtlon 

The PIOB Chairman will receive a l l verified positive test 
m Su^tfaS wm detemine appropriate a^inistrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. poni«1on Lcy>1 f«r Aeei^Qi^i- Unsafe Practice Tggtinq 

The PIOB Chaiman will receive a l l reports on the Jacts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



OFFICIAL RESIDENCE OF THE VICE PRESIDENT 

Appendix A. 

A. statement »f Agency Mission 

The Official Residence of the Vice President (VPR) i s 
responsible for the management of the daily operation of the 
o f f i c i a l residence of the Vice President. VPR staff 
supervise the daily maintenance, grounds maintenance, 
constmction and renovation a t the residence and ensure the 
adequacy of the f a c i l i t i e s and services provided. VPR 
formulates and executes the budget for the residence and the 
long-range planning for maintenance, preservation and 
improvement of the residence, ensuring that alterations do 
not adversely impact the historical and architectural 
aspects of the residence. VPR also manages, plans and 
coordinates o f f i c i a l and special events at the residence. 

B. Testing Designated Positions Listing and Justification 
Statement 

Pursuant to the delegation of authority dated September 2, 
1988, from the Secretary of the Navy, the Director of the 
Office of Administration identified a l l of the positions in 
the Official Residence of the Vice President as testing 
designated positions (TDPs). Positions have been deterained 
to be sensitive as provided in Section 7(d) of Executive 
Order 12564 and under one or more of the following criteria 
adopted by the Executive Office of the President (EOP) 
Dmg-Free Workplace Plan. The OA Director has considered 
the extent to which the positions considered reguire 
employees to engage in activities affecting public safety; 
give employees access to sensitive infomation; reguire 
employees, as a condition of employment, to obtain a 
security clearance; or give employees access to areas that 
are frequented by the President or Vice President or areas 
to which access i s controlled by the United States Secret 
Service in i t s role of protecting the work environment of 
the President and the Vice President. 

C. Administrative Relief 

Where a position i s being newly designated as a TDP and an 
employee of VPR believes that his or her position has been 
wongly designated as a TDP, the employee may submit an 
administrative appeal to the OA Director in accordance with 
the provisions of Section VII.D. of the EOP Plan. 



D. 

The OA Director may authorize deferral of random testing for 
o^«iovee Whose immediate work demands require 

SSiSei?Jrte5 cIntiSSation in accordance with Section IX.A.6 
S S I I S P Plan? Approved requests for deferral shall be 
l l c ^ l n l Z In S r i t i S I as soon as P ? " i ^ ; ^ , f f 
to defer i s made. Such documentation shall be sent to the 
Dmg P ^ L coordinator for follow-up action to schedule 
thS eSloyee for unannounced testing within 60 days. 

E. ponision Lev^l f?r R'^asonahle Suspj^lpn Testing 

Tf an employee i s suspected of using i l l e g a l dmgs based on 
JSe Son3it?ons described in Section IX. of ^ e EOP Plan, the 
Jacts and circumstances of that case shall be Presented to 
the Director, Personnel Management Division, who shall 
decide whether to proceed with testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in VPR i s required pursuant to 
and in accordance with Section IX. of the EOP Plan. 

G. Decision Level for Administrative and DiPClPllnarY ftgtiffn 

The OA Director w i l l receive a l l verified positive test 
results and w i l l detemine appropriate administrative and 
disciplinary action in accordance with Section V I I I . of the 
EOP Plan. 

H. Decision Level for Accident or Unsafe Practice Testing 

The OA Director w i l l receive a l l reports on the facts and 
circumstances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



THE WHITE HOUSE OFFICE 

Appendix A. 

A. pt^^^'^ent rf ̂ T'n^Y Mission 

Tho White House Office provides advisory and administrative 
I S p p ^ i direclly to the President in perfomance of the many 
5 ?^??!d i c ? i v i t i e s incident to his immediate office. This 
m S i m s Tmnge':? pm^essional and support staff. 

Ktaff advise the President on national 
^ c u ? I ? J Issues' domestic and economic policy, legislative 
issS^s! Presidential appointments to positions throughout the 
Executive Branch, and on communication by researching and 
pmpaJing remarks to be delivered by the President. 

In addition. White House staff oversee a l l communication 
activities, including the interaction between the White ^ 
House and the national and international news media, and the 
interaction with a l l media outside of the White House press 
com. The staff further assist the President in perfoming 
liaison activities with Federal government agencies, various 
public groups and constituencies, local and State 
governments, and the general public. 

The President i s also supported by staff providing legal 
advice to the President and White House staff; and 
coordinating the activities of the Cabinet and overseeing 
the Domestic Policy Council and Economic Policy Council. 
Staff support i s also provided to the F i r s t Lady. 

Other activities in the White House consist of managing the 
President's correspondence; the President's schedule of 
activities and appointments; a l l White House operating 
units, the Military Office, and the Office of 
Administration; and planning the participation and movement 
of the President to scheduled activities and events. 

B. Toci-ing Desi«n„ted Pos.itions Listing And JystifjgfltiPn 
Stiatement 

A l l of the positions in the White House Office have been 
identified as testing designated positions (TDPs). .... 
Positions have been deterained to be sensitive as provided in 
section 7(d) of Executive Order 12564 and under one or more 
of ^ e following criteria adopted by the Executive Office of 
the President (EOP) Dmg-Free Workplace Plan. The White 
House Office has considered the extent to which the 
positions considered give employees access to sensitive 



information; require employees, as a.condition of employment, 
<-ft obtain a security clearance; or give employees access 1:0 
^?e!s ?J;at am fregiented by the President or Vice President 
or a?eas to Shich I^cess is'^controlled by the United States 
seem? lerSice in i t s role of protecting the work environment 
of the President and the Vice President. 

C. Administra^^^ve Relief 

« .»«̂ <<-ion i s being newly designated as a TDP and an 
^SS^y^e'^ol'S^rwiltf H S S S Office brieves that his or her 
pSli?ioS has been wrongly designated as a TDP, the employee 
Say suSSit an administrative appeal through his or her 
?J£edia?e supervisor to the Assistant to the President for 
M^agement aSd Adminis^ation in accordance with the 
provisions of Section VII.D. of the EOP Plan. 

D. po..i.ion Level f-r n̂ ^̂ '̂-rrai of Random Testing Pggavpg pf wor); 
Demands 

The Assistant to the President for Management and 
Administration may authorize deferral of random testing for 
an employee whose immediate work demands reguire ^ ^ 
uninterrupted continuation in accordance with Section IX.A.6. 
of the EOP Plan. Approved reguests for deferral shall be 
documented in writing as soon as Possible after a decision to 
defer i s made. Such documentation shall be sent to the Drug 
Program Coordinator for follow-up action to schedule the 
employee for unannounced testing within 60 days. 

E. Decision T^vel for Reasonable Suspicion Testing 

I f an employee i s suspected of using i l l e g a l dmgs based on 
the conditions described in Section IX. of the EOP Plan, the 
facts and circumstances of that case shall be presented to 
the Assistant to the President for Management and 
Administration who shall decide whether to proceed with 
testing. 

F. Applicant Testing 

Preappointment dmg testing of a l l applicants tentatively 
selected for a l l positions in the White House Office 
i s required pursuant to and in accordance with 
Section IX. of the EOP Plan. 

G. Decision Level for Administrative and Disciplinary Action 

The Assistant to the President for Management and 
Administration w i l l receive a l l verified positive 
test results and w i l l detemine appropriate administrative 
and disciplinary action in accordance with Section V I I I . of 
the EOP Plan. 



H. po^i.ion Level f " r ̂ ^^'i'^ent or Unsafe Prartice Testing 

The Assistant to the President for Management and 
I ^ i n I r t ? a S o n w i l l receive a l l reports on the facts and 
ci?cSirtances of an accident or unsafe practice and shall 
decide whether to proceed with testing in accordance with 
Section IX. of the EOP Plan. 



Life Insurance Intormation 
Acknowledgement Form 

Basic Life Insurance coverage is effective on the first day you enter pay and duty 
status unless you waive this coverage before the end of your first pay period. 

You must complete a Life Insurance Election form, SF-2817, to waive insurance. . 
If you do not complete the form, you will automatically be enrolled for Basic Life 
and withholdings will be made from your pay. 

All employees who have the basic insurance are eligible to elect optional insurance. 
An SF-2817 must be completed and returned to the Human Resources 
Management Division within 31 days after employee becomes eligible, unless an 
SF-281 7 remains in effect from an earlier employment. 

Your completed SF-2817 should be returned to room 4013 NEOB prior to: 

( ^ ( ^ 1^ , M i l 

If you have any questions regarding the Federal Employees' Group Life Insurance 
(FEGLI) program, please contact the Office of Administration, Human Resources 
Management Division on 395-1088. 

pinployee l^igpafure J Date 

Attachments: 
FEGLI Pamphlet 
SF-2817 Life Insurance Election Form 
SF-2823 Designation of Beneficiary 
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EXECUTIVE OFFICE OF THE PRESIDENT 
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EXECUTIVE OFFiCE OFTHE PRESIDENT 
1999 LEAVE CALEl 

Pay 
Pertod 
Codas 

B 

1999 
LEAVE 

PERIODS 

Jan 3 - Jan 16 

SUN MON TUE WED THUR FRI SAT SUN MON TUE WED THUR FRI SAT 
ANNUAL 

LEAVE BALANCE 

SICK 
LEAVE BALANCE 

Pay 
Pertod 
Codas 

B 

1999 
LEAVE 

PERIODS 

Jan 3 - Jan 16 

SUN MON TUE WED THUR SUN MON TUE WED THUR FRI SAT 
EARNED USED 

BALANCE 

EARNED 

4 

USED 

BALANCE 

C Jan 17 - Jan 30 H 4 

D Jan 31 - Feb 13 4 

E Feb 14 - Feb 27 H 4 

F Feb 28 - M a r i s 4 

G Mar 14 - Mar 27 4 

H Mar 28 - Apr 10 
t 4 

1 Apr 11 - Apr 24 
1 
1 i 4 

J April 25 May 8 1 4 

K May 9 - May 22 
1 

1 
4 

L May 23 - June 5 ] H 4 

M June 6 - June 19 
j \ 4 

N June 20 - July 3 4 

0 July 4 • July 17 H ! 
i 

4 

P July 18 - Jul 31 
j 1 4 

Q Aug 1 - Aug 14 4 

R Aug 15 - Aug 28 4 

S Aug 29 - Sep 11 H 4 

T Sep 12 - Sep 25 4 

U Sep 26 - Oct 9 i 1 
4 

V Oct 10 - Oct 23 H 4 

w Oct 24 - Nov 6 4 

X Nov 7 • Nov 20 1 H 4 

Y Nov 21 - Dec 4 H 4 

z Dec 5 - Dec 18 j 4 

A Dec 19 - Jan 1 ! H 4 

LEAVE HRS-PAID 
LA - Annual Leave 
LB - Advanced Annual Leave 
LC - Court Leave 
LG - Advanced Sick Leave 
LH - Holiday Leave 
LIul - Military Leave 
LN - Administration Leave 
LR - Restored Leave 
LS - Sick Leave 
LT - Injury 
LY - Time Off Award 

LEAVE CODES 
LEAVE HRS-NONPAID 
KA - Leave Wittiout Pay 
KB - Suspension 
KC - Absense Wittiout Leave 
KD - OWCP 
KF - Nonduty Hours 

COMPENSATORY HRS 
CE - Comp. Earned 
CT - Comp. Taken 
CA - Religious Taken 
CR - Religious Earned 

FAIVIILY & MEDICAL LEAVE 

DA - Birtfi 
OB - Adoption/Foster Care 
DC - Serious Healtti Condition of 

Spouse, Son, Daugfiter. Parent 
DD - Serious Health Condition of Self 

(Family leave codes wiirbe reported VKith 

the applicable leave codes of LS, LA, LB, 

LG, KA, LR, and CT) 

HOLIDAYS 
Martin Luther King's B'day ..January 18, 1999 

President's Day February 15, 1999 

Memorial Day May 3 1 , 1999 

Independence Day July 5, 1999 

Labor Day September 6, 1999 

Columbus Day October 11 , 1999 

Veterans' Day November 11 , 1999 

Thanksgiving Day November 25, 1999 

Christmas Day December 24, 1999 

New Year's Day Decennber 3 1 , 1999 

Martin Luther King's B'day .January 17, 2000 

OA Form 60. May 1998 



This Report contains Information subject to tfie Pnvacy Act of 1974 as Amended 

Personal 
Intormation 
•Bank Inlb 

•Ta,x Exemptions 

DEPARTMENT OF DEFENSE 
CIVILIAN LEAVE AND EARNINGS STATEMENT 

06/20/98 

PAY DAfE 

06/26/98 

. S l t l l l M K l l ' . ' \ 
VV.ii^cv IX-.lllClHUl'. 

: H U ! \ . - | I ' . U 

n u r r L i l l .111.1 V T D l 

3 N A M E 

• SMITH JOHN M. 
• P A T P L > W N 3 B A 0 6 / S I E P 

GS 14 4 
S t < X j B I . Y i T ) A J L ' H A T E 

34.86 
S S A S t C o r R A T E 

25 70 

• i A S C P A T L O C A U T V A O J A O J U S T E O B A S i C P A ' 

57821 1931 72752 
S S O C I A L SEC N O 

123-45-6789 

1 L O C A U T Y 

7 27 

10 F L S A C A T E G O n v 

E 

I I OCD L E A V E 

09/12/63 

i j L E A V E C A R R Y Q V e S 13 L L A V E Y E A R E I * 

240 01/02/99 
14 F l K A N C I A l . i f i S T i n j n O N • N E T PAY 

FIRST NATIONAL BANK 

IS P i f W f A i . i ^ i S r i T U T I O * * U . O T » * E N r i i 

WHITE HOUSE CREDIT UNION 

a ^HAwCLAL'MsnnjTiON • AUOTUENT r i 

OMB CREDIT UNION 

17 TAX U A n i T A i . E X E U P T i O N S A O O ' L 

3 r A r \ j G 

FED S 2 

MO S 2 

l a TAX M A R I T A L E X E M P T I O N S * 0 D L T A X I N G A U T H O R I T I E S 

S T A T U S 

' 1 C U M U A T I V E n t T l H E U E N T 

FERS: 

33 47 

; i C U B O E N T Y t A O r o D A T E 

GBo^p.y -1198.50 6987 30 
TAAA.Lt^AGEi 4198 50 6987 30 
M O M T A J L A S L E W A C C % 

TAX OEFEDHFOWAGES 418.32 697 20 

oeoucTWNs 2657 40 3202 40 
A C C 

NETPAT 1541 10 3784 90 

10% EARNINGS FOR TSP CALC (CURRENT) 

GFUNO 35% •1183 20 

F FUND 5% EARNINGS FOR TSP CALC (YTD) 

C FUND 10% 6972.00 

Current and Pnnr 
Pay Penod Hours 

llic Eamin!£S 
(Curreni & f T D ) 

CURRENT EARNINGS 

I 11! rL. ll( Mill 

I i c i l i i u i i ' i K . ( ^ , | • u • ^ l 
. i i u l -1 Tl 1. 

^ O u R S J O A » 5 A M O . ~ , r v p g « D i J H S . ' 0 * ' S A M O U N T --^t • * O u R M J A A i J O U N T 

REGULAR SO 2788 80 

R E T R O A C T I V E E A R N I N G S 

• O U P U - O A ' J ^ U H S , O A Y 3 AMOUNT - • •** • < J U W S O A 

•^•^ 
REGULAR 40 1394 .10 4 15 30 

D E D U C T I O N S 

C C D E < F . * R r o DAT f rvpg CODE C U R R G N F E A P r o O A T E 

RETIRE FERS K 33 17 33 47 ALLOTMENT. SV »1 '2 200 00 400 00 
OASDI 360 31 520 52 MEDICARE 60.83 121 76 
rSP SAVINGS 418.32 24 76 TAX FEDERAL 1301 20 2602.40 
FEHB 104 23 22 46 44 TAX STATE MD 360 00 720 00 

L E A V E 

o o i O O > a A C C u P P F n A C C U P t O U S E D L j j f D O O N A - ^ L . C u R R f N T u s e LOSE. ' 

aAu«w:£ PA, - 1.0 ftA L A N C E C R M D A T E 

ANNUAL a 3 4 4 290 178 

SICK 508 4 4 512 

RESTORED •10 3 8 32 01/99 

REMARKS 

l'a> Hono.l 

Inlonnaiu'n 

TSP Wages 
and 

Distnbuiion 

1 
Current and Pnor 
Pay Penod Leave 

l(Cun-eni and YTD) 



^̂Ŵ "̂ ** 1999 GENERAL SCHEDULE — ANNUAL PAY RATES 
(Net Increase: 3.68%) 

1 2 3 4 5 6 7 8 9 10 

GS-1 $14,414 $14,894 $15,374 $15,850 $16,332 $16,613 $17,084 $17,562 $17,582 $18,034 

2 16,205 16,590 17,128 17,582 17,779 18,302 18,825 19,349 19,872 20,395 

3 17,682 18,271 18,860 19,449 20,038 20,627 21,216 21,805 22,394 22,983 

4 19,849 20,510 21,172 21,833 22,494 23,155 23,817 24,478 25,139 25,800 

5 22,208 22,948 23,688 24,428 25,168 25,908 26,648 27,388 28,128 28,868 

6 24,754 25,579 26,404 27,230 28,055 28,880 29,705 30,530 31,356 32,181 

7 27,508 28,425 29,342 30,259 31,176 32,092 33,009 33,926 34,843 35,760 

8 30,465 31,480 32,495 33,510 34,525 35,540 36,555 37,570 38,585 39,600 

9 33,650 34,772 35,894 37,016 38,137 39,259 40,381 41,503 42,625 43,747 

10 37,057 38,292 39,527 40,762 41,997 43,232 44,467 45,702 46,937 48,173 

11 40,714 42,071 43,428 44,785 46,142 47,499 48,856 50,213 51,570 52,927 

12 48,796 50,423 52,049 53,676 55,303 56,929 58,556 60,183 61,810 63,436 

13 58,027 59,961 61,895 63,829 65,763 67,697 69,631 71,565 73,499 75,433 

14 68,570 70,855 73,141 75,427 77,713 79,999 82,284 84,570 86,856 89,142 

15 80,658 83,346 86,034 88,722 91,410 94,098 96,786 99,474 102,163 104,851 



U.S. GOVERNMENT SALARY SCALES 
JANUARY 1999 

OFFICE OF ADMINISTRATION 
Special Salary Rates for 

General Schedule Employees 

* * 

Series: 0312 Clerk Steno, 0322 Clerk Typist, 0326 Office Automation Clerk, 0356 Data Transcriber 

1 2 3 4 5 6 7 8 9 10 
GS-2 $18,422 $18,907 $19,392 $19,877 $20,362 $20,847 $21,332 $21,817 $22,302 $22,787 

GS-3 19,668 20,214 20,760 21,306 21,852 22,398 22,944 23,490 24,036 24,582 

GS-4 20,853 21,466 22,079 22,692 23,305 23,918 24,531 25,144 25,757 26,370 

GS-5 22,646 23,332 24,018 24,704 25,390 26,076 26,762 27,448 28,134 28,820 

GS-6 24,478 25,243 26,008 26,773 27,538 28,303 29,068 29,833 30,598 31,363 

GS-7 26,351 27,201 28,051 28,901 29,751 30,601 31,451 32,301 33,151 34,001 

Series: 0510 Accountant, 0511 Auditor 

1 2 3 4 5 6 7 8 9 10 

GS-5 $24,018 $24,704 $25,390 $26,076 $26,762 $27,448 $28,134 $28,820 $29,506 $30,192 

GS-7 28,901 29,751 30,601 31,451 32,301 33,151 34,001 34,851 35,701 36,551 

GS-9 34,315 35,355 36,395 37,435 38,475 39,515 40,555 41,595 42,635 43,675 

Executive Schedule (EX) Senior Executive Service (ES) Senior Level (SL & ST) 

Level 1 $151,800 
Level II 136,700 
Level III 125,900 
LevellV 118,400 
Level V 110,700 

ES 
ES 
ES 
ES 

1 
2 
3 
4 

E S - 5 
E S - 6 

$110,351 
115,529 
120,814 
125,900 
125,900 
125,900 

Minimum $96,790 
Maximum 125,900 



THE WHITE H O U S E 

W A S H I N G T O N 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 
EXECUTIVE OFFICE OF THE PRESIDENT 

The President i s committed t o ensuring equal employment 
o p p o r t u n i t y f o r a l l Executive O f f i c e of t h e President (EOP) 
employees. Equally as importeint, the Presi d e n t i s committed t o a 
government t h a t i s f r e e o f d i s c r i m i n a t i o n and which r e f l e c t s the 
d i v e r s i t y of t h i s n a t i o n . 

This statement r e a f f i r m s the p o l i c y of t h e EOP p r o h i b i t i n g 
u n l a w f u l d i s c r i m i n a t i o n and sexual harassment. The EOP does not 
condone nor t o l e r a t e d i s c r i m i n a t i o n based on race, c o l o r , 
n a t i o n a l o r i g i n , sex ( i n c l u d i n g sexual harassment), r e l i g i o n , age 
(over 40), d i s a b i l i t y or sexual o r i e n t a t i o n , i n any of i t s 
personnel p o l i c i e s , p r a c t i c e s , and oper a t i o n s . 

A l l EOP agency heads and employees have a r e s p o n s i b i l i t y t o 
uphold t h i s p o l i c y . Each employee must be p e r s o n a l l y accountable 
f o r h i s or her performance i n ensuring and promoting eq[ual 
o p p o r t u n i t y p r i n c i p l e s and i n rec o g n i z i n g d i v e r s i t y as a source 
of s t r e n g t h f o r the EOP. Moreover, managers and employees a l i k e 
must work t o g e t h e r t o ensxire a workplace f r e e of d i s c r i m i n a t i o n 
and sexual harassment. 

I n general terms, u n l a w f u l d i s c r i m i n a t i o n i n v o l v e s improperly 
making employment decisions or c a r r y i n g out act i o n s based on the 
f a c t o r s l i s t e d above. D i s c r i m i n a t i o n on t h e basis of sex 
includes sexual harassment. Sexual harassment, as d e f i n e d by the 
Equal Employment Opportunity Commission and f o r the purposes of 
the EOP, i s : unwelcome sexual advances, requests f o r sexual 
f a v o r s , and oth e r v e r b a l or physical'conduct of a sexual nature 
when: (1) siibmission i s made e x p l i c i t l y o r i m p l i c i t l y a term or 
c o n d i t i o n of em i n d i v i d u a l ' s employment; (2) submission t o or 
r e j e c t i o n o f such conduct by an i n d i v i d u a l i s used as t h e basis 
f o r employment decisions a f f e c t i n g such i n d i v i d u a l ; or (3) such 
ccpnduct has the purpose o r e f f e c t of vmreasonably i n t e r f e r i n g 
w i t h an i n d i v i d u a l ' s work performance or c r e a t i n g an 
i n t i m i d a t i n g , h o s t i l e , or o f f e n s i v e working environment. 

While every EOP employee may r a i s e claims o f d i s c r i m i n a t i o n 
and/or sexual hcirassment, employees' r i g h t s , r e s p o n s i b i l i t i e s , 
appeals, and remedies may vary. I f you b e l i e v e t h a t you have 
been d i s c r i m i n a t e d a g a i n s t or se x u a l l y harassed, you may pursue 
an equal employment o p p o r t u n i t y claim. You should be awsore t h a t 
the timeframes f o r r a i s i n g claims vary f o r EOP employees from 45 
t o 180 calendar days from the all e g e d d i s c r i m i n a t o r y event. 



I f you have any questions about t h e process and timeframes f o r 
r a i s i n g a c l a i m or would l i k e more i n f o r m a t i o n , please c o n t a c t 
Sharon Solomon, Equal Employment O p p o r t u n i t y Mamager, O f f i c e of 
A d m i n i s t r a t i o n , Executive O f f i c e o f t h e President, a t (202) 395-
3996/TDD: 395-1160. 
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information 1(b)(4) of Ihe FOIAj 
b(6) Release would constitute a clearly unwarranted invasion of 

personal privacy 1(b)(6) of the FOIA| 
b(7) Release would disclose information compiled for law enforcement 

purposes 1(b)(7) of the FOIA| 
b(8) Release would disclose information concerning the regulation of 

financial institutions 1(b)(8) of Ihe FOIA| 
b(9) Release would disclose geological or geophysical information 

concerning wells |(bK9) of the FOIA) 



IMPORTANT PHONE NUMBERS 

Emergency (WH, OEOB, NEOB) - DO NOT DIAL 9 

[ooil 

911 or 0 
Emerqencv (Winder. 750 I7th. Jackson PI.) 7nR- i i i 

(b)(7)(e) 

wHCA customer service 71234 
IS&T/OA computer Help Desk 57370 
Press Office 62100 
OEOB Health unit 56024 
NEOB Health unit 55064 
Employee Assistance Program (24 Hours a Day) 888-243-5744 
EOP Security Office 56206 



SECURITY REMINDERS 

Display your pass at all 
times when inside the 
complex. Remove your 
pass when exiting the 
complex. 

volunteers and Interns 
are not allowed to clear 
appointments of any 
type, nor should they 
be asked to do so. 

All appointments 
require both a date of 
birth and social security 
number. This 
Information must be 
sent to the WAVES 
Center AT LEAST 48 
hours in advance. 

DO not leave any 
classified materials 
unsecure and 
unattended at any time. 
Be sure to secure all 
classified materials at 
the close of business. 

Do not load 
unauthorized software 
onto your computer. 

Make sure all packages, 
bags, mail, etc. are 
screened by the usss. 

Letterhead Is only to be 
used for official 
business. 

Do not give out your 
computer passwords to 
anyone. Change your 
passwords every month. 
Do not use obvious 
selections such as 
nicknames, birthdates, 
or addresses, etc. 

The Internet is for 
official business. 

The White House 
Communications 
Agency (WHCA) can 
provide users with 
secure phone and fax 
information. 

Never discuss classified 
or transmit classified 
information over an 
unsecure phone line, 
cellular phone, or 
through a pager 
system. 

CLINTON LIBRARY PHOTOCOPY 



t EXECUTIVE OFFICE OF THE PRESIDENT 
OFFICE OF ADMINISTRATION 

WASHIN( ;T( )N. D C. 20503 

MEMORANDUM FOR ALL EXECUTIVE OFFICE OF THE PRESIDENT EMPLOYEES 

FROM: ADA L. POSE 
DIRECTOR J 
OFFICE OF ADMINISTRATION 

SUBJECT: Employee Assistance Program 

The Employee Assistance Progreim (EAP) helps employees and their 
dependents deal with a variety of personal issues, including ones 
which negatively affect job performance. From time to time, 
employees may need help managing l i f e and work s t r e s s . The EAP 
offers help with a wide variety of l i f e concerns, at no cost to 
you. 

We have a contract with The Sand Creek Group, Ltd., a national 
behavioral health care corporation to provide comprehensive EAP 
services to the Executive Office of the President (EOP). 

Convenient, Easy Access to Service; The new EAP counselor i s 
Sandra Bayne. She w i l l be available to see you and/or your 
family members on-site, by appointment or on a walk-in basis, in 
the New Executive Office Building (NEOB), Health Unit, 
Room 6101, from 1:00 - 5:00 p.m. each Wednesday. You may also 
see the EAP counselor o f f - s i t e by c a l l i n g for an appontment. To 
schedule an appointment, c a l l 1-888-243-5744. 

24 Hour Telephone C r i s i s Intervention: Assistance i s available 
at any time by c a l l i n g 1-888-243-5744. 

Confidential: High professional standards w i l l be used to guard 
your c o n f i d e n t i a l i t y . 

Professional; A l l of The Sand Creek Group counselors are highly 
trained, experienced, and licensed employee assistance counselors 
holding at l e a s t a masters degree in psychology, s o c i a l work or a 
related behavioral health f i e l d . 

Family Coverage: Dependents of EOP employees are e l i g i b l e to use 
the EAP services. 

To help you remember EAP a c c e s s i b i l i t y , we are enclosing a small 
refrigerator magnet for your use. 



Facility Information 

3,500 square foot fitness facility 
Locker facilities and showers 
Full line CYBEX weight equipment 
CYBEX Power Rack 
Freeweights 
3 Treadmills 
7 Stationary cycles 
3 Stairmasters 
2 Concept II Rowers 
1 Nordic Track Ski Machine 
Sauna 

Membership Information 

Temporary Memberships: 
1 month $42.00 
2 month $78.00 
3 month $99.00 

Regular Memberships: 
Initiation Fee $40.00 

Plus 
Yearly Fee $312.00 

Payable as: 
$312.00 flat rate 
$156.00 bi-annual installments 
$12.00 payroll deduction 

(Cash, check, and charge accepted) 

Register at the WHAC and start your 
membership today! 

Ted Vickey, Director 
Ted, who holds a degree in Exercise and 
Sport Science from Penn State University, 
has been Director at the WHAC since 
1995. Prior to the WHAC, Ted was 
employed as a fitness specialist at the 
Department of Housing and Urban 
Development (HUD); after which, he 
moved into a management position with 
international fitness consultant PKI's 
Information Technology Division. Having 
interned with the WHAC in 1991, Ted 
returned to the WHAC as Manager in 
1994, and has since been promoted to his 
current position. In addition, he is certified 
through the American Council of Exercise 
(ACE) as a Personal Trainer and is 
involved on a local, regional, and national 
level with the Association of Worksite 
Health Promotion. 

Tracey Hill-
Tracey, who-joined the WHAC in June 
1995, has degrees in Health Science and 
English/Jourhalism from James Madison 
University. Prior to joining the WHAC, 
Tracey was a Fitness Specialist and 
Assistant Director for the General 
Services Administration Fitness Center, 
and then moved to a Director position at 
the Judiciary Fitness Center in the 
Thurgood Marshall Federal Judiciary 
Building. She is an ACE certified Aerobic 
Instructor, and American Red Cross 
certified CPR and First Aid Instructor. 

White House 
Athletic 
Center 

New Executive Office Building 

Room 2008 

Washington, D.C. 20503 

Phone: (202) 395-5688 

Fax: (202) 395-5689 

Men. - Thurs. 6:30 am - 8:30 pm 

Fri. 6:30 am - 8:00 pm 

Sat. 11:00 am - 3:00 pm, 

Oct. - Apr. 



Why join the 

White House 

Athletic Center? 
In a society where sedentary 

lifestyles are predominarit and health 

care costs are skyrocketing, it is im­

portant to fight debilitating, diseases 

in a proactive manner. By adopting a 

healthy and active lifestyle, one can 

increase his or her energy, control 

stress, maintain an ideal body 

weight, and keep the. heart strong 

and healthy, The White House Ath­

letic Center (WHAC) fitness and well­

ness program is available to assist 

the employees of the Executive Of­

fice of the President in achieving 

these goals. The WHAC is an 

employee-financed health and fit­

ness facility serving all staff of the 

EOP complex. 

Membership Available To: 
0 EOP employees 

0 EOP Detail employees 

0 EOP Contract employees 

0 EOP Interns 

0 USSS employees 

Exercise Classes: 
A wide range of exercise classes 
for all fitness levels offered daily 
include: 

0 Step Aerobics—Power Step, 
Step & Pump, Beginner, and 
Express 

0 Low Impact Aerobics 
0 Strength and Conditioning 
0 Abdominal and Back 
0 Stretching—Morning ^tretch 
0 Yoga, Hapkido and Self-

Defense 

Call the Aerobics Hotline (x55687) 
for daily schedules. 

Services: 
• Fitness Evaluations 
• Personal Exercise Programs 
• Certified Exercise Specialists 
• Biometrics Weight Loss Program 

Wellness Seminars: 
0 Stress Management 
0 Weight Management 
0 Nutrition 
0 Low Back Care 
0 Strength Training 
0 Heart Health 
0 Freedom from Smoking 
0 Injury Prevention 
0 and many more. . 

WHAC 
Pro Shop Items: 

Short Sleeved T-Shirts; $12.00 
100% cotton / White, Navy 
and Gray 

Long Sleeved T-Shirts $15 00 
100% cotton / White, Navy 

Tank Tops $10.00 
100% cotton / White, Navy 

Polo Shirts $28.00 
100% cotton / Tri-colors 
Forest green, Wine 

Polo Shirts $25.00 
100% cotton / White 

Sweatshirts $37.00 
95/5 Blend / Embroidered 

Additional Items: 
Gym Bags $30.00 
Shorts $12.00 
Golf Towels $11.00 
Hats $11.00/$10.00 
Mugs $ 6 00 
Water Bottles $ 5.00 



A Child Development 
Center 
Sponsored bv: 

• 
E.xecutive Office ofthe President 

• 
Export-Import Bank 

• 
Department ofthe Treasurv 

• 
Department of Veterans Affairs 

Programs tor children three months to five years of age. 
7:00 am - 7:00 pm 

1425 New York Avenue, NVV 
• 

For information and applications, call U.S. Kids at (202) 233-4623. 



r r Ot-lico of Achninistration 
Customer Information Bulletin 

mm 

Februnrv 19̂ -̂5 Facilities Management Division, E.xt. 5-2335 

Notice tc all Executive Office of the President Employees 

Recycling 
I N T H E E O P C O M P L E X 

The Office of Administration, Facilities Management Division administers a recy­
cling program for alimriinimn cans, newspapers, and office wastepaper in the EOP 
complex, which includes the White House East and West Wings, Old and New 
Executive Office Buildings, Winder Building and Jackson Place Townhouses. For 
this program to be successful, we need your cooperation. 

Uncontaminated office wastepaper collected in the complex is recycled and used to 
produce new paper products. To assist in the recycling program, please use a sep­
arate wastebasket in your office for non-paper waste, such as plastic, styrofoam 
products, paper chps, damps, pens and pendls, etc. Custodial persoimel wi l l keep 
non-paper waste separate from the recyclable office wastepaper. If necessary, addi­
tional wastebaskets are available from the supply stores. 

Newspapers and aliuninum cans should be deposited in collection containers des­
ignated for these items. Collection containers are located in common areas such as 
restrooms or corridor vestibules. 

Tliank you f o r par t ic ipat ing in the EOP's recycling program. 

Office of Administration, Facilities Management Division 


