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	Pre-Employment  Testing
How to Establish Testing
Methods & Policies


This lesson will explore the following test method groups:

· Psychological and Aptitude

· Skills

· Drug and Medical 

Pre-employment testing is not for everyone. Companies that typically use one or more of the basic test groups are generally large companies, or involved in sensitive areas such as government contracts or public safety. But that’s not to say that any small firm shouldn’t consider skills or aptitude testing as part of its company hiring policy. 

Compliance with ADA

A significant factor to consider when establishing a company’s pre-employment testing policy is to make sure your tests are in compliance with the Americans With Disabilities Act (ADA).  To avoid claims of discrimination, make sure the testing procedures measure job skills and abilities, not test-taking abilities. Not accommodating an applicant who is disabled, but whose disability will not affect job performance, is opening the door to a potential lawsuit. For example, if a position does not require reading, make sure an applicant who is sight impaired or dyslexic is given a chance to take the test orally or with assistance.   

The discussions on each of the testing groups will mention other tips for complying with ADA, when appropriate.

Psychological and Aptitude Testing

Aptitude and personality tests are meant to provide you with significant insight about the nature of and abilities of the applicant, but are also useful in screening.  Psychological testing as a screening method has been in use for a long time.  Commonly known as “the pencil and paper test,” the initial purpose was to identify applicants who are prone to theft.  Over time, the creators of these tests developed surveys designed to provide employers with more tools.  Now, tests can be used to determine characteristics such as loyalty, attendance, work ethic, drug avoidance and congeniality.  There are now tests to help identify candidates who learn quickly, while others rate an applicant’s verbal skills and specific job expertise. Often times, tests reveal that applicants are better suited for positions they haven’t even thought about or applied for.  On the other hand, a candidate may think they want a job not knowing that they would actually hate it and, therefore, their improper placement would make their performance less than stellar, which would make both the employee and the employer unhappy.  

Today, psychological testing can be accomplished with the aid of computers or by telephone, depending on the provider used.  These tests have become so sophisticated that their results appear to reveal qualities and traits that employers cannot detect during interviews.   And, depending on the test and method selected, the cost may be lower than $2.00 per applicant.

Do be aware that the manner in which a psychological or aptitude test is given may screen out people who have physical or mental disabilities, and is therefore a violation of the Americans with Disabilities Act (ADAxe "ADA").  As such, your company’s best bet is to establish a logical need for such tests, to recognize when an applicant may give a false impression because of impairment, and to use an experienced and qualified vendor with proven testing techniques. 

Using the Internet for Personality Testing

The Internet offers a wealth of useful and often fun sites that can allow an employer or an applicant to check out their own personality. There are also sites that are more serious and obviously want a company to use their services. One goes so far as to offer the viewer a free personality test that requires the answering of about 300 questions online.  When the test is complete, the complete results are emailed.  The type of tests range from general aptitude testing to programmers testing to communication skills and pretty much anything one could think about.

Three Recommended Web Sites

One site, www.employeeselect.com, allows you to take a really innovative but lengthy test. At www.saterfiel.com, if you add legality.htm the legal issues from case law are presented.  Another good site one that offers an array of different types of tests is www.test.com. 

If you want to look for more go into your search engine and look for "personality testing."  You will get better results if you use “testing” versus just “test.”

A Study by Reid Psychological Systems

Researchers at Reid London House (formerly Reid Psychological Systems),xe "Reid Psychological Systems" a national leader in the development of pre-employment screening programs for almost 50 years, found that over 95% of college students surveyed were willing to make at least one false statement to get a job, and 41% say they have already done so.

In conducting this survey, Reid researchers found ten areas in which participating students most frequently misrepresented themselves when competing for a job.  The ten false statements include:

· Exaggerating involvement in school activities

· Exaggerating interpersonal skills

· Exaggerating the title of past business positions

· Exaggerating personal knowledge or impressions of prospective employer’s corporate culture and history

· Exaggerating demeanor

· Exaggerating problem-solving skills

· Exaggerating computer experience

· Claiming untruthfully that one was well-respected by past employers

· Minimizing moodiness

· Exaggerating future goals

The results of the study revealed that participants were more likely to make false statements about qualities that employers could not readily prove.  Qualities such as personality, hobbies and competence were the areas most often misrepresented.  In general, people conceal or minimize undesirable acts and qualities while exaggerating desirable behaviors and traits.

Skills Tests

Skills test can come in many sizes and shapes. Some companies utilize written examinations that test an individual’s knowledge of a subject or his or her intelligence level. If you hire someone to work at a hardware store, you want this person to know what PVC is, or how to use copper fittings, etc. Skills tests may involve clerical tasks such as writing a letter or using a word processor. Also, some tests may involve demonstrations of one’s ability to handle physical labor, i.e. lifting objects that will be lifted often on the job.  Certainly, if you were looking for someone with special skills, such as experience with a computer program, you would be remiss not to submit the prospect to some testing.

Your company’s policy on skills testing should match the type of job or skill to the test used. Otherwise you open the door to ADA violations and possible lawsuits.

Drug and Medical Testing

In the public sector, pre-employment and random drug testing have been legal for many years.  A number of employees in safety-sensitive positions have caused accidents and been found to be impaired by alcohol or drugs.  Many railroad accidents, airline crashes, and the Exxon Valdez Oil Spillxe "Exxon Valdez Oil Spill" were drug or alcohol-related.  The demand to protect the population and environment has compelled government agencies to develop policies and procedures designed to prevent such catastrophes.  The policy of drug testing has expanded to include pre-employment, random, and post-accident.  In fact, the first question after an accident is, “Were they tested?”  It has become standard practice across North America to test any involved party for drugs or alcohol after an “accident.”  Operators involved in auto, construction or job-related accidents very often have blood samples taken at hospitals or doctors’ offices, and are routinely tested for drugs or alcohol.  In some cases, if an accident occurs in a public place, law enforcement personnel may make the request.  If they don't, or if the accident occurs within your workplace, you may have to ask for the test, following the legal guidelines.  If medical treatment is required, it may be necessary to perform a drug test to avoid adverse reactions.  

In any event, the results can impact the involved parties.  If an employee is found to have an illegal substance, a traffic or criminal charge may follow.  If the employee is the only one injured, then an employer’s insurance rates are sure to increase.  On the other hand, when third parties are injured, the employer’s liability increases automatically and litigation is sure to follow.

The following brief segments are provided as an overview for employers’ examination.

Importance of Drug Testing to Business Today

The United States Department of Labor estimates that 75% of drug users are employed.  Employment of drug abusers has been shown to increase health care costs as well as create a loss in productivity.  The National Institute of Drug Abusexe "National Institute of Drug Abuse" reports that nearly one in four employed Americans, between the ages of eighteen and thirty-four, used drugs in the past year, and that 3.1 million employed Americans, between the same ages, used cocaine in the past year.

According to the Psychemedics Corporation, government studies reveal that one out of six workers has a drug problem, and show that drug abusers, on average:

· Cost an employer $7,000 to $10,000 annually (National Institute of Health Statistics)

· Cost companies 300% more in medical costs and benefits

· Are absent up to 16 times more often

· Are 1/3 less productive

In surveys of drug abusers themselves:

· 44% admitted selling drugs to co-workers

· 18% admitted stealing from employers

While the statistics vary, it is a given by all companies comparing their operations before and after implementing drug testing, that the following occur:

· Substance abusers have many more on-the-job accidents than non-abusers.

· They use up to six times more sick leave.

· Have three times as many injuries and their utilization of workers’ compensation claims can be as high as five times that of the non-abuser.

The issue of drug testing should become part of risk management. Drug use has notoriously resulted in problems that include higher insurance premiums, accidents, litigation costs, and other factors adversely affecting the bottom line of many companies. According to the American Management Association, 87% of major US firms now test employees, job applicants, or both for drug use.  While many of the known statistics come from larger companies, it stands to reason that all companies, no matter what their size, should compare the additional costs of hiring a drug abuser versus the cost of drug testing.  

How to Establish a Drug Testing Policy

Throughout this book we emphasize that all stages of pre-, ongoing, and post-employment procedures should be established in writing.  Drug testing is no exception.  No business should institute a drug testing program without first establishing a comprehensive policy and set of procedures. 

Many vendors who provide drug-testing services can assist employers by furnishing basic policies, which can then be adjusted to an individual company’s needs. They can offer answers to your questions about which tests to perform during the employment process, before an applicant performs a covered function, and when an employee is being transferred.

The following topics should be considered when a company establishes its drug testing policy:

· When drug testingxe "Drug Testing:When it may be administered" may be administered for pre-employment.

· Types of drug tests to be used.

· Which substances are prohibited.

· What if a prospect, or employee, tests positive or refuses to submit to testing.

While there are various methods for drug testing, and the statistics in support of drug testing are noteworthy, the overriding consideration for having a solid drug policy may well be the financial impact of not having one.

How to Establish a Drug and Alcohol Abuse Policy 

Not every company needs to test prospective employees for drug use. In fact, many companies feel this is an intrusive procedure when there is not a safety risk factor. However, it is still very important to establish a policy that drugs and alcohol abuse are not permitted in your workplace. The following text is suggested as a guide or basis for material that should be included in the orientation process.

The American Widget Company strictly prohibits the use of drugs or alcohol in the workplace. The company will take disciplinary action against any employee found using prohibited drugs or alcohol during working hours. Also, if an employee arrives at work under the influence of such drugs or alcohol, this person will be immediately sent home for the day, without pay. Repeated instances will result in a written warning, suspension or termination.

Of course, how you word the statement depends on the nature of your business. 

When Drug Testingxe "Drug Testing:When it may be administered" May Be Administered

for Pre-Employment

Pre-employment test drugs are permitted based upon federal and state laws as long as the testing is non-discriminatory.  Companies having fifteen or more employees are regulated by the ADA and must follow their rules.

One primary reason to administer a drug test is to comply with federal regulations.  Typical compliance regulations are propagated by a company’s business with the Department of Transportation, the Department of Defense, the Nuclear Regulatory Commission, and the Department of Energy. Also, there are specific laws that affect railroad and public transportation companies.  Any company who receives a federal grant or contract in the amount of $25,000.00 or more has specific rules to follow. Under these regulations, contractors, individuals, or sub-contractors are required to test for drugs and alcohol.  A company that falls within any part of these guidelines should verify the laws that are applicable to their business.  In certain industries, insurance carriers require these tests for specific types of employees, such as drivers or those employees handling dangerous machinery.  The general rule of thumb is to offer employment after obtaining a negative drug test result.  

In any event, when testing is considered, it is beneficial to notify all applicants that successful candidates will be asked to take the test prior to an offer of employment.  

Administer Tests Uniformly

Employers will get into big trouble if a policy of testing only “certain people,” such as people with long hair or just men or people with tattoos, is established. Do not approach drug testing with a border patrol mentality and open yourself to discrimination suits.

Other times Drug Tests are Administered:

Post-Accident:

· Chemical tests may be performed after an accident.

Random:

· Testing of employees by random selection and in a manner that provides that all employees have an equal chance of being selected.

Pre-Promotion Test:

· Testing candidates prior to promotion can decrease the opportunity of advancing someone who is currently abusing drugs. 

Annual Physical Test:

· When companies routinely test employees on an annual basis this is also the time drug testing may be administered (so long as it is included in the policy).  

For Reasonable Suspicion and For Cause:

· Testing of any employee who, because of their behavior or performance, can be reasonably suspected of having a drug or alcohol in their system.

Treatment Follow-Up Test.  

· Testing employees periodically who have returned to work after participating in an alcohol or drug rehab program.

Drug Tests Used in Pre-Employment Screening

Urine testing is the most common way to test for most drugs, and this method appears to be the least expensive. In most cases, urine testing will only detect drug usage within the past two or three days. However, some drugs, including marijuana, are stored in fatty tissues and may register as positive for up to a month. 

Blood testing is probably the second most popular method and is close to urine testing for accuracy and cost.

Saliva specimens are easy to collect and don’t pose the troubles of privacy and intrusion that urine testing does.  This type test is relatively new, and the full potential is not yet completely understood. Quantitative analysis shows this is not yet as accurate as urine or blood.

Adhesive sweat patches that can collect drugs and metabolites present in sweat. They can be worn for long periods before being removed.

Hair testing is not invasive and currently provides the longest window for the detection of drug abuse, estimated at 90 days. Psychemedics Corporation (www.psychemedics.com) had the first patent for hair testing. They recently were approved for a hair analysis to detect heroin use.

A recent US District Court decision, Western District of Missouri, declared that conducting pre-employment tests for Carpal Tunnel Syndrome does not violate ADA rules. This was based on the tests administered for specific job functions, as opposed to an overall group of physical demands or specific physical positions.   

The Substances Tested for Usage 

Below is a list of substances that are commonly tested for usage.

Alcohol:  Liquor, Booze


Cannabis:  Marijuana, Pot, Grass, Hash


Amphetamines:  Speed


Ecstasy:  XTC, Doves 


Cocaine:  Coke, Charlie, Snow, Crack


Opiates:   Heroin, H, Smack, Stuff   


Benzodiazepines & Barbiturates:  Benzos, Downers, Valium


Hallucinogens:  LSD, Magic, Tabs 

If a Candidate or Employee Tests Positive or Refuses to Submit to Testing

If a test comes back positive, indicating the presence of a substance, a candidate may be rejected (without the employer’s fear of a discrimination suit) IF a drug testing policy is in place and the candidate or employee has been notified in writing of this policy. The same holds true if the candidate or employee is asked to take a test and refuses.  

If the issues are more complex, several good places to seek advice are listed at the end of this lesson. 

The Other Side—Beating the Drug Tests

As employers have spent time and money to make the workplace a safer environment, the other guys have been busy too.  It’s just like “cops and robbers;” every time the cops come up with a way to catch the crooks, the crooks eventually figure out a way to counteract those methods.  Once again, like the fake ID problem, books can be found that are written specifically on the subject of drug testing and how to beat it.  Not only do they define ways, from the simple to the elaborate, to try to beat a drug test, these books also specify the detection times for each drug and how long it stays in one’s system.  Details of how to substitute another’s urine for your own, where to get the containers, and what to put in them are spelled out.  They even provide specific brand names, 900 telephone numbers and opinions on which products work the best.  As with Fake IDs, one only needs to go to the Internet, type in “drug testing,” and everything necessary can be obtained in minutes.  The Internet even offers a product called Clean’n Clear.  It comes with a double-your-money-back guarantee and guarantees passing of drug tests.  The advertiser boasts that this product is undetectable, confidential, and has free same-day shipping — all for just $19.95. 

Before we close this lesson, we should mention one testing mode that lately has been out of favor…

A Few Words About Lie Detector Testsxe "Lie Detector Tests"
Most employers are prohibited from administering lie detector tests as a condition of employment under the federal Employee Polygraph Protection Actxe "Employee Polygraph Protection Act".  The exceptions to this act include occupations that involve pharmaceuticals, national security, private security or defense.

The most common type of lie detector test measures the subject's level of stress when pertinent questions are intermixed with non-pertinent questions.  However, it has been demonstrated that these tests can be manipulated or beaten with muscle control.

Lesson Summary:

· There are three prominent testing method groups used in pre-employment screening today:

1. Psychological and Aptitude

2. Skills

3. Drug and Medical 

· Companies that typically employ drug and medical tests or psychological and aptitude tests are generally large companies or involved in sensitive areas such as government contracts, or public safety. But that’s not to say that a small firm shouldn’t consider skills or aptitude testing as part of its company hiring policy. 

· Your company’s policy on skills testing should match the type of job or skill to the test used; otherwise you open the door to ADA violations and possible lawsuits.

· The following topics should be considered when a company establishes its drug testing policy:

· When drug testingxe "Drug Testing:When it may be administered" may be administered for pre-employment.

· Types of drug tests to be used.

· Which substances are prohibited.

· If a prospect or employee tests positive or refuses to submit to testing.

· If a drug test comes back positive, a subject can be rejected (without the employer’s fear of a discrimination suit) IF a drug testing policy is in place and the candidate or employee has been notified in writing of this policy.

Recommended Resources:

The following sites provide excellent information related to drug testing and abuse:
www.drugfreeworkplace.org

The Institute for a Drug-Free Workplace is an independent, self-sustaining coalition of businesses, organizations and individuals dedicated to preserving the rights of employers and employees in drug-abuse prevention programs.

www.health.org/wpkit

Making Your Workplace Drug Free:  A Kit for Employers.  This site is geared toward helping employees establish a drug free work environment.  Both employee and employer fact sheets are included.

The following sites provide computer-assisted employment products and services:

www.pstc.com

www.aspentree.com

www.telserve.com
www.wonderlic.com

The following sites provide psychological or aptitude testing direct on the Internet:

www.employeeselect.com

www.saterfiel.com

www.test.com










