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SCOPE:

These policies/procedures/guidelines on the CONDUCT OF RANDOM DRUG TESTS shall be applicable to both the Manila and Quezon City campuses of the Philippine Women’s University. 

POLICIES

1) Pursuant to and as provided in Article IV, Section 44 and Article V, Section 47 of R.A. 9165, otherwise know as the “Comprehensive Dangerous Drugs Act of 2002”, the Philippine Women’s University has declared itself as a drug-free institution. As such, the University will not tolerate the presence of dangerous drugs or users and purveyors within its campuses and affiliated facilities as well as its immediate surroundings. In view of this declared policy, the University shall administer regular drug screening tests to all students, administrators, faculty members, non-teaching personnel, service maintenance staff and security guards, primarily for prevention and rehabilitation purposes.

2) The drug screening tests shall be conducted in accordance with the provisions of CHED Memorandum Order No. 19, Series of 2003 and the general guidelines approved by the Dangerous Drugs Board through their Board Resolution No.6 dated August 1, 2003.

3) Random drug testing involves testing students, administrators, faculty members, non-teaching personnel, service maintenance staff and security guards without prior notice. However, in the case of students, the parents shall be duly notified in writing on the process and manner by which the random drug tests shall be conducted.

4) The Random Drug Tests may be conducted for either all or a certain number of students only.

5) In the conduct of the random drug tests, the personal privacy and dignity of the students should be guaranteed and respected. The drug test results shall be treated with utmost confidentiality.

6) Whereas the drug test may not be used to deny admission of students in the school, a positive drug test result will result to interventions that the University will require for continued enrollment or retention purposes.

7) Students who yield positive results in the use of dangerous drugs are required to undergo the University’s Out-Patient Recovery and Post Recovery Care Programs if they wish to continue their studies in the University.
8) a)   Students who sign the contract but fail to register for the Out-Patient Recovery Program 

at the designated Recovery Center, within the trimester when the student was found positive for drug use, shall not be allowed to enroll or be re-admitted to the University for the next trimester.

b) Students who register but fail to complete the Out-Patient Recovery Program shall not be allowed to enroll or be re-admitted to the University until he/she has completed the required Program.
c) All students who complete the Out-Patient Recovery Program are required to submit a copy of the Certification of Completion, issued by the designated Recovery Center and duly signed by the Substance Abuse Counselor, to the SDO for clearance and enrollment purposes.
d) Students who fail to undergo and complete the requirements of the Post-Recovery Care Program during a trimester shall not be allowed to enroll in the University for the next trimester.
PROCEDURAL GUIDELINES

	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	1.Student Discipline Office Director (SDO Director)


	1. Send written notice to all parents regarding the conduct of the random drug tests.

	

	2. Discipline Officer (DO) in charge of the Random Drug Tests


	2.1 Set the schedule for the random drug tests in coordination with the MSCEd Director and the MSDC. 
This schedule is NOT announced to the students.


	SDO Director

MSCEd Director

DSA

MSDC



	3. Discipline Officer (DO) in charge of the Random Drug Tests


	ON THE DATES SCHEDULED FOR THE CONDUCT OF THE DRUG TESTS:

3.1 Proceed to the classes (1 class at a time) to fetch the students with the concurrence of the respective faculty members.


	Faculty members

	
	3.2 Accompany the students to the MSDC.

	

	
	3.3 Instruct the students to form separate lines, one for the male students and another for the female students.


	

	
	3.4 Instruct the students to fill up the MSDC Drug Testing Form.


	

	4. MSDC’s Laboratory Technician.
	4.1 Calls the students, one by one, for the drug test.


	DO in charge of the Random Drug Tests


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	
	4.2 Gives the student the urine sample bottle and instructs the student to:

· Write his/her name, student no. and the control no. of the Drug Testing Form.

· Submit the accomplished Drug Testing Form to the Laboratory Technician.


	

	
	4.3 Accompanies the student to the Comfort Room and instructs the student on how to collect the urine sample.

N.B.

To avoid any contamination of the urine sample, the Laboratory Technician closely supervises the

collection of the urine sample while the DO keeps watch over the students waiting for their turn.


	

	5. MSDC’s Laboratory Technician.
	5.1 Gets the bottle containing the urine sample from the student.

	

	
	5.2 Seals the bottle containing the urine sample.

	

	
	5.3 Asks the student to countersign the label of the bottle containing the urine sample.

	

	6. MSDC
	6.1 Tests the urine samples in coordination with the DOH.
	DOH

	7. MSDC
	For students with NEGATIVE results:
7.1 Issue the Drug Test Clearance Slip.


	SDO

	
	7.2 Submit a list of all the students with negative results to the SDO.


	

	
	For students with POSITIVE results:
7.3 Submit a list of all the students with positive results to the SDO.

N.B. Students with positive results are not issued the Drug Test Clearance Slip.

	

	8. Discipline Officer (DO) in charge of the Random Drug Tests 
	For students with NEGATIVE results:

8.1 Issue the SDO Clearance for the issuance of Exam Permits and/or registration purposes.

	MSDC


	RESPONSIBILITY
	ACTIVITY
	INTERFACE/COORDINATION

	9. Discipline Officer (DO) in charge of the Random Drug Tests
	For students with POSITIVE results:

9.1 “Tag” the names of the students with positive results in the SDO Data base.


	MSDC

Registrar’s Office

	
	9.2 Submit a copy of the list of students with positive results to the SDO Director


	

	10. SDO Director
	10.1 Call the student and his/her parents and/or guardians for a meeting.


	

	
	10.2 Inform the student and his/her parents and/or guardians re: the University’s policy for students yielding positive results in the Drug Test.


	

	
	10.3 Ask the student and his/her parents and/or guardians to sign the contract with the University stating their agreement to the University’s requirement for the concerned student to undergo the University’s Out-Patient Recovery and Post-Recovery Care Programs as a precondition for the student to continue his/her studies in the University.


	

	
	10.4 Once the contract is signed, refer the concerned student to the Motivational Counseling Center for the Out Patient Recovery treatment.


	

	In the event that the student denies or refuses to accept that his/her drug test yielded POSITIVE results:

	
	

	11. SDO Director
	11.1 Informs the student and the parents/guardians that they could contest the positive results of the drug test with the DOH in coordination with the MSDC. 
In the meantime, the student will not be allowed to continue his/her studies in the University unless the contract is signed.
	MSDC

DOH
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