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Introduction 

The products and procedures included below have been selected to achieve consistency 
with student specific requirements. The practical assignments can be completed using the 
below equipment or other equipment as directed by your Trainer / Assessor. 

Procedure items covered in this component of the course are: 

 Urine testing procedure & product specific information. 

 Oral fluid testing procedure & product specific information. 

 Breath alcohol testing. 

 Chain of custody for the above. 

 

 

1.0 Oral fluid testing procedures & product instructions. 

 

For the purposes of this certified course the preferred oral fluid drug test product to be used 
is the Drager DrugCheck 3000. 

Every drug testing product will have its own manufacturer instructions or product insert.  It 
is important to review the manufacturers information before using any drug testing 
product. The manufacturers information provides the foundation for a specific workplace 
procedure using that product. 

Below is the Drug Testing Business Success specific procedure for saliva drug testing.  
Students are encouraged to review both the manufacturers insert and the procedures which 
accompany it. 

 

Oral Fluid (Saliva) Testing Procedure: 

 

EQUIPMENT:                                   Drager DrugCheck 3000 

TASK:                                               DRUG TESTING 

PERFORMED BY:                          ACCREDITED TECHNICIAN 

WHEN PERFORMED:                      ON REQUEST 

TIME ALLOCATED PER TEST:       10 - 15 MINUTES 
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 Protective (latex) gloves must be worn throughout the entire drug testing 
process. All oral specimens should be handled as potentially infectious so  
effective handling and disposal methods should be established. 

 Drager DrugCheck 3000 test devices should be stored at room temperature 
of between 4 and 25 Celsius. Do not freeze. It is important to maintain this 
temperature range when transporting devices to and from test sites and 
whilst onsite. Do not open test pouch until test is to be performed. 

 Do not use the test device beyond the expiration date indicated on the kit.    
Test device kits must not be used if the package is ripped or torn. Expired or 
torn kit/s should be returned to your Operations Manager. 

 Prepare a waste disposal bag. 

 Greet and explain general testing procedure to the test subject. 

 Complete all relevant details on the test record form.Photographic 
identification of each test subject is desirable but not mandatory. In some 
cases it may be necessary for the site contact to identify each test subject. 

 Should a subject refuse to sign their consent to the collection and analysis of 
a saliva sample you should advise them of their obligations under their 
company’s AOD policy. You must not commence the testing process unless a 
consent signature is obtained. The client representative (contact) must be 
advised of the employee’s refusal to undertake the test. 

 It is important that you ensure that each test subject has not consumed any 
food or drink, or tobacco product in the 10 minutes prior to testing. Should 
this have occurred you must wait 10 minutes before commencing test. 

 Remove the test device from the sealed pouch. 

 Carefully separate the saliva collector from the test kit and display it to the 
test subject. 

 Explain to the subject how to actively swab the collector inside the mouth to 
provide a sample and point out the pink adequacy indicator. (A 
demonstration of how to do this is recommended.) 

 Hand the collector to the test subject and ask them to commence sample 
collection. 

 Maintain observation of the collection during this time and correct the 
technique being used if required (no chewing, sucking or rough movements 
of the collector). 

 Approximately 15 seconds later ask the test subject to display the collector 
and confirm whether the pink adequcy indicator is now white. If not yet 
white, continue collection for another 5-10 seconds or until pink line is no 
longer visible. 

 Once the sample has been collected successfully extend the test kit towards 
the test subject and ask them to place the collector into the funnel/tube.  

 Now proceed with next steps as required for the Drager DrugCheck3000. 
Refer to the manufacturers instructions and/or proceed as below: 
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a) Push the collector firmly down into the test kit funnel until it breaks into 
the internal ampule. A twisting motion whilst pushing down may assist.  

b) Ensure the collector is fully inserted then observe the pink indicator ring 
below. Commence shaking the test kit for approximately 15 seconds and 
then check whether the pink colouring has largely disappeared, turned 
white. (A small amount of pink remaining after 15 seconds will not affect 
the result). 

c) Place the test kit on an even surface and commence the “incubation 
period”.  

i. 60 seconds further wait time = “sensitive” mode for 
maximum detection of THC (15ng/mL). 

ii. 10 seconds further wait time = “fast” mode for normal 
detection of THC (25ng/mL). 

d) Drug Testing Business Success recommends technicians use “fast” mode 
due to the capability of the product and reduced risk of THC detection 
being below reportable levels at the laboratory when samples are 
confirmed. 

e) Once the desired timeframe has elapsed break off the blue plastic seal to 
expose the results window.  

f) Press the test kit forcefully downwards to the limit stop then tap the base 
of the kit onto the table surface gently.  Saliva will shortly be visible 
flowing up the test strips. (If the saliva does not flow in one or both strips 
tap the kit again onto the table surface to remove potential obstructions / 
air pockets). Timing of the test commences now. 

 Monitor progress of the saliva along the test strips and ensure the control 
lines are indicated.   

 Read the results at 5 minutes or in the case of a negative result as soon as all 
test lines and control lines are visible. 

 Do not read results after a period of 10 minutes has elapsed. 

 Technicians are reminded that a non-negative / presumptive positive result 
requires total absence of a test line. An extremely faint or broken line is still 
negative and is not indicative of recent use of drugs. 
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INTERPRETING TEST RESULTS 

 

Negative Results: 

For each drug test line - red coloured lines should be observed. One line will appear at 
control region (C). A line will also appear against the specific drug abbreviation (e.g. COC, 
MET, AMP, THC and OPI plus BZO if 6 panel kit used) in the test region. 

 

Do not compare the colour intensity of one line to another. A faint red line for a specific 
test is still considered a negative result. 

 

Presumptive Positive Results: 

When the control line is visible in control region (C) and a line does not appear against a 
specific drug abbreviation in the test region the result is deemed a Presumptive Positive for 
that particular drug type. 

 

Invalid Results: 

Where no line appears in the control (C) region, the test is invalid regardless of the results 
that appear in the test regions. When the test is invalid repeat the test using a new device. 

 

Refer to example images on following pages from the manufacturer’s instructions. 
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Manufacturer’s Product Instruction – Drager DrugCheck  
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2.0 Urine Testing Procedure: 

 

Preparation of the Test Area 

 Ensure you have a suitable location such as a private room to conduct the test. 
furniture should include a table or desk and two chairs. 

 Bathroom access must be available, ideally in close proximity to the testing room 
that is selected. 

 Prevent dilution or adulteration of samples. Preparation here will include removing 
access to water sources (use tape or plastic wraps if necessary) and add blue dye to 
the toilet bowl/cistern. 

 

Equipment Required 

 Permanent record system (A test record form unless a single document isused for 
both chain of custody form and test record form) 

 Stationery as needed 

 An under pad (absorbent mat) is recommended 

 Urine test cup (Wondfo T-cup is provided in your practical kit) 

 Watch or timer 

 Gloves for yourself (You may choose to use a fresh pair of gloves for each collection 
with a new donor) 

 One large biohazard bag for disposal 

 

Additionally, for a non-negative/presumptive positive test you will need: 

 Chain of custody form 

 2x urine specimen tubes/containers (or 3 if a third is required) 

 1x biohazard bags for the filled specimen containers. 

 2x tamper evident security seals (or 3 if a third is required). 

 1x laboratory specimen box & security seal. 

 A chain of custody bag. 

 A lockable refrigerator or esky to place the sample in while waiting for courier pick 
up (or alternatively a secure or supervised location). 

 Courier bag or mailbag if required for transport to the laboratory. 
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CONDUCTING A URINE DRUG SCREENING TEST–ASSESSMENT PROCEDURE 

Below procedure is indicative of the typical chronological order of events. In practice the 
exact order of the steps may vary depending upon test kits used, design of the test record 
form and other factors. 

1. Greet the donor and advise they are about to undergo a urine drug test. 

2. Confirm identity unequivocally, ideally with photo ID or via a manager/supervisor. 

3. Complete the relevant sections of the Test Record Form including donor details. 

4. Depending upon the drug policy and procedure you may ask the donor whether they 
have consumed any prescription or over the counter medications, or illicit drugs in 
the past several days. 

5. Obtain a signed consent. (Should a subject refuse to sign consent and thus undergo a 
test you may advise them that this action MAY be considered a breach of their 
employer’s AOD policy and some policy/procedures will consider this refusal 
“positive” result. Continued non co-operation may require you to refer the subject to 
the Company contact) 

6. Prepare to collect the sample by putting on gloves. 

7. Check the urine drug test packet for evidence of damage. 

8. Record relevant drug test kit details on Test Record Form including batch number and 
expiry date. 

9. Open the drug test package and check the contents also to ensure there is no 
damage of loss of integrity of the kit. 

10. Explain to the donor that they need to provide a urine sample to quantity required as 
per the indicator line on the cup. 

11. Escort donor to the toilet and ensure they wash their hands. 

12. Individual privacy should be allowed and you do not have to observe the donor 
urinating into the cup. 

13. Retrieve the urine test cup from the donor which now contains the specimen. 

14. When the donor returns sit them down and place the test cup on the under pad. 

15. Activate the urine test cup to commence flow of urine into the testing chamber.  

16. Check the temperature indicator which for a urine sample should be between 33-38 
degrees Celsius. If temperature suggests the sample may have been adulterated or 
substituted, ask the donor to provide another sample. Keep the original sample. If the 
new sample provided is still suspected of being adulterated or substituted proceed to 
send both samples to the laboratory for confirmation. 
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17. Check the adulterants are within the normal range. If not, ask the donor to provide 
another sample. Keep the original sample. If the new sample provided is still 
abnormal proceed to send both samples to the laboratory for confirmation. 

18. For a valid test the urine must fully absorb along the test strips and a line should 
appear in the “C” area to indicate the control level has been reached. 

19. If the Control line is not evident then the test is invalid and should be conducted 
again using a new Wondfo T-cup drug test kit and a new specimen collection. 

20. Peel off the paper covering the test strips. 

21. Wait the time allocated by the manufacturer of the device prior to reading the result 
from the test strips and note the results on the test record form. In the case of the 
Wondfo T-cup urine test cup this wait time is 5 minutes. 

22. If all results are negative advice the donor the test is complete and they may 
continue with their duties. 

23. If any drug type produces a non-negative/presumptive positive then the chain of 
custody process should be commenced with specimens being prepared for transport 
to a laboratory for confirmation testing. 

24. For negative test results empty the urine specimen into the toilet and dispose of the 
cup in the biohazard disposal bag. 

25. Under no circumstance should a urine cup be re-used. 

 

Manufacturer’s Product Instructions – Wondfo T-cup 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 11 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 12 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 13 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 14 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 15 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 
 
     

 
 
 
 
 
 
 

Page 16 of 27 
© MTO Group Pty Ltd 2018 

 
File Name: HLTPAT005 PSP.docx 
Revision Date: 22 June 2018 
Version:  1.0 
No of Pages: 27 
 

 MTO GROUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.0 Breath testing procedure & equipment 

 

Breath Testing Procedure: 

 

Refer to product and procedure information in the Alcohol Breath Testing Training 
Powerpoint 
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4.0 Chain of Custody Procedures 

Chain of custody procedures require additional equipment for collection and transport of a 
sample to a laboratory and a chain of custody form.   

 

Packaging Oral Fluid Sample for Laboratory Testing: 

 

For the purposes of this certified course the preferred oral fluid drug testing confirmation 
equipment to be used is Quantisal. 

Below is the Drug Testing Business Success specific chain of custody procedure for oral fluid 
drug testing. 

 

EQUIPMENT:    QUANTISAL CONFIRMATION KIT 

 TASK:                                          CHAIN OF CUSTODY 

 PERFORMED BY:                     ACCREDITED TECHNICIAN 

 WHEN PERFORMED:                  FOLLOWING NON-NEGATIVE RESULT 

 ALLOTED TIME:                          10-15 MINUTES 

 

Once an unconfirmed positive initial test result has occurred the following steps must be 
complied with to ensure the integrity of the test sample. 

 Advise the nominated Client representative of the unconfirmed positive result 
briefly and proceed with this procedure (Telephone is preferred and keep it brief. 
Further discussion can be conducted with the Client representative after Chain of 
Custody is completed). 

 Explain the Chain of Custody process to the test subject. Do not offer any comments 
or opinions regarding the test result. 

 DO NOT LEAVE THE TEST SUBJECT UNATTENDED ONCE YOU HAVE COMMENCED THE 
BELOW PROCEDURE UNTIL IT IS COMPLETE. 

 Ensure the subject has not had any food or drink for 10 minutes prior to this 
collection. 

 Open a Quantisal drug confirmation kit containing two collectors, two collection 
tubes (both containing buffer solution), evidence/biohazard bag, two ‘chain of 
custody’ seals, two identifier labels and a white chain of custody bag. Confirmation 
 kits should be maintained at room temperature of between 2 and 25 Celsius. 

 Consumables are to be checked to ensure expiry dates are valid. If the consumables 
are out of date replace with a new kit with a valid expiry date. Expired consumables 
must be returned to your Operations Manager  
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 Open both collector packets at the top exposing the collector stems. Request the 
subject to take hold of both collectors and gently insert the swab pads inside their 
mouth, below the tongue. Wait until the volume adequacy indicator turns blue on  
both collectors. This collection process may take an extended period of time in some 
cases due to nervous test subjects and/or factors affecting saliva production such as 
recent drug or medication use. 

 The subject must not chew or suck on the collector pads. 

 Once the blue adequacy indicator is observed in each collector, request the subject 
place each collector, pad first, into the collection tubes containing the buffer 
solution. Ensure the collector is completely submersed in the solution and replace 
the caps. These samples will now be referred to as primary sample A and secondary 
sample B. 

 The date, time, test record number and subject’s date of birth must be noted on the 
donor identifier labels and placed over existing labels on both the primary and 
secondary collection tubes. 

 Request the subject to date and initial both red security seals and place them over 
the top of the lids on both collection tubes. This process ensures that the samples 
cannot be tampered with. Complete each security seal with all required information. 

 The Chain of Custody form (form DTBS 006) should now be completed using the 
State code and the test record number as the subject’s identification. The 
identification number (chain of custody number) on the white colored chain of 
custody bag must be recorded along with the security seal numbers on the chain of 
custody form. Request the subject to sign the Chain of Custody form. 

 Both collection tubes must now be placed into the front pouch of the 
evidence/biohazard bag containing the absorbent pad which should now be sealed. 
The Chain of Custody form can now be placed into the back pouch of the same bag. 
Photograph the chain of custody form prior to sealing or if duplicate chain of custody 
booklet is in use ensure one copy is retained.  

 The evidence/biohazard bag should now be placed into the white chain of custody 
bag and sealed in the presence of the subject.  

 Remove the label with the identification number from the chain of custody bag and 
attach to the subject’s test record form. 

 Using a priority paid mail envelope or courier service the chain of custody bag must 
be forwarded to a NATA accredited laboratory for confirmation.    

 If a chain of custody sample is unable to be sent to the laboratory due to an  
overnight / weekend initial test the sample MUST be refrigerated. 

 All testing perishables must be removed from site when you leave. 
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LABORATORY INORMATION 

VIC/TAS SAMPLES 

URGENT 

Racing Analytical Services 

Attention: Victoria McCombe 

400 Epsom Road 

Flemington VIC 3031 
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Below is a photographic guide to the chain of custody process for oral fluid. 
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Packaging Urine Sample for Laboratory Confirmation Procedure: 

 

For the purposes of this certified course the preferred urine drug testing confirmation 
equipment to be used is a Urine Laboratory Confirmation Kit. 

Below is the Drug Testing Business Success specific chain of custody procedure for urine 
drug testing. 

 

CHAIN OF CUSTODY – PREPARING URINE TO SEND TO A LABORATORY FOR 
CONFIRMATION 

 

1. Advise the donor that the test has returned a non- result and that negative 
specimens must be sent to a laboratory for confirmation.  

2. The chain of custody kit provided includes three specimen tubes/containers, a 
collector cup (not needed for this procedure unless a further collection of urine is 
needed in addition to the Wonfo T-cup initial collection), four security chain of 
custody seals, a biohazard bag and a chain of custody bag.  

3. Decant half of the original specimen into one container and another half into the 
second container. (If you need a third sample to comply with specific policy or 
procedure requirements and need greater quantity of urine provide ask the donor to 
a further sample.) 

4. The quantity of each specimen should ideally be at least 20-25ml. Absolute minimum 
is 5ml each specimen (this is approximately half of the specimen tubes provided with 
the course materials) 

5. Tighten the lids securely to avoid spillage. 

6. Complete the required details on the labels for each specimen container. These 
labels should include the test record number, date of birth, date and time of 
collection. Ask the donor to sign and date the 2 security seals (or 3 if using a third 
specimen). 

7. Place a security seal on each container. Record the security seal reference numbers 
or letters on the relevant section of the chain of custody form. 

8. Place both (or all three) of the specimen tubes/containers into the biohazard bag 
provided. 

9. The Chain of Custody form should now be completed using the test record number 
(from the initial test documentation) as the subject’s identification. For the purposes 
of this course use the reference DTS002014. 

10. The chain of custody number on the chain of custody bag must be recorded along 
with the security seal numbers on the chain of custody form. 
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11. Review the chain of custody form to ensure all relevant sections are now complete, 
including the tick beside the GCMS analysis requests once the specimens are for 
urinalysis.  

12. Ensure the donor has assigned the declaration and consent section. This outlines 
that the specimens are being referred for laboratory confirmation. 

13. Ensure you as the collector have signed the certification section. 

14. Place the completed chain of custody form into the biohazard bag provided which 
includes a second pouch in the same bag containing the urine specimen 
tubes/containers. 

15. Dispose of the initial urine test cup in the disposal bag followed by your gloves. 

16. Fold up the biohazard bag and seal. No security seal is required due to the tamper 
proof nature of the seal. 

17. Place both (or all three) samples in the laboratory specimen box. Use a third (or 
fourth) security seal across the opening if required. A box seal is not essential. 

18. Place the box inside the chain of custody bag and seal. 

19. Proceed to follow the relevant policy and procedure of the testing location, client or 
employer. This may include contacting a nominated person to manage the donor 
through the remainder of the process. 

20. Store the laboratory samples in a locked or supervised refrigerator until a courier 
arrives to pick them up or keep them in an esky if you need to transport them from a 
remote location. Ensure they are not exposed to heat and stored at low 
temperatures. 

21. Send to the laboratory via a courier approved to transport biological specimens or by 
mail following IATA650 packaging Guidelines (this procedure complies with all IATA 
requirements). Alternatively, if you have a laboratory nearby you can deliver it 
yourself. 

22. You can use one courier or mail bag for multiple donor specimens inside their boxes. 

23. Turnaround time for laboratory confirmation will usually be 24 to 48 hours from 
when specimens are received by that laboratory. 

24. Review the chain of custody form to ensure all relevant sections are now complete, 
including the tick beside the LCMS analysis requests once the specimens are saliva. 

 

Note: 

A Positive confirmed by the Laboratory verifies the presence of a drug metabolite. This does 
not determine the level of impairment or extent the donor is affected by the drug. 
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Sample Testing Record form and Chain of Custody Forms: 
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