SCOPE OF WORK

CHEROKEE NATION BUSINESSES
Drug and Alcohol Testing And 

Background Check Programs

Cherokee Nation Businesses, LLC (CNB), a wholly owned tribal company of the Cherokee Nation, is soliciting proposals for both drug and alcohol testing and background check programs.  Bidders should be able to provide A) Drug and Alcohol testing for both DOT Safety Sensitive Positions and non-DOT Positions and B) Background Checks. Proposals should include one price for alcohol testing, one price for drug testing, one price for background checks, and one price for all. Background checks and drug testing should be broken into quantities of 2,500, 4,000 and 5,000 and alcohol testing into quantities of 50, 100 and 150.  
DRUG AND ALCOHOL TESTING

A. Drug and Alcohol testing for DOT Safety Sensitive Positions.

1. Contractor must be state licensed and must use only drug testing laboratories that are SAMHSA certified and use only Medical Review Officers (MROs) who are AAMRO certified. All drug tests must be certified by using the GC/MS (Gas Chromatography-Mass Spectrometry) method of testing.

2. Contractor will provide all labor, materials (test kits, forms, mailing bags, and labels), equipment, transportation, and quality control necessary to perform the services as stated under the proposed bid and in accordance with Federal drug testing guidelines and in accordance with the Department of Transportation guidelines as follows.

3. Shipping and handling will be provided by CNB through designated FedEx account with shipping freight collected on CNB account.

4. Tests to Include:

a. Breath Alcohol Testing

ii. To perform Alcohol testing by a qualified Alcohol Technician of the Contractor.

iii. Contractor shall perform alcohol testing for:

a) Random

b) Post-Accident

c) Reasonable Suspicion

d) Return to Duty

e) Follow-Up

iv. CNB may request the test to be performed at the respective Entities’ locations, at any satellite offices, or at the Contractor’s office, except for post-accident or reasonable suspicion testing.  In those instances, the Contractor’s Alcohol Technician must report to the accident or site where reasonable suspicion occurred within the required amount of time specified by the respective Entity’s Prohibited Substance & Alcohol Testing policy.

v. The Contractor shall perform an evidential breath testing (EBT) during normal business hours, which include CNB and its Entities 24-hour operations, except for post-accident or reasonable suspicion testing which will be performed as needed when contacted by the respective Entity.

vi. The results of the alcohol test will be forwarded to the respective Entity’s pre-designated representative in a confidential manner. The Alcohol Technician must show the employee the results displayed on the EBT. The Alcohol Technician will notify the respective Entity immediately of an alcohol concentration of 0.02 or greater. A confirmation test shall be performed according to instruction.

vii. The Contractor shall perform random selection testing as required by DOT and CNB’s Policy and Procedure, upon request. This is provided that the respective Entity provides the Contractor with a list of eligible employees to be tested for the specified time period and perform random selection testing upon request of the respective Entity, and provided that the respective Entity furnishes information to the Contractor on the eligible DOT drivers to be tested.

viii. The contractor shall provide a sample test kit as part of the request for proposal.

b. Urine Specimen Collection

i. Contractor shall perform urine specimen collection to be tested for:
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ii. Specimen collection to be performed by a qualified Contractor representative who has been trained and certified in the specimen collection procedures and Chain of Custody procedures.

iii. CNB may request the test to be performed at the respective Entity’s location, at any satellite offices, or at the Contractor’s office, except for post-accident or reasonable suspicion testing. In those instances, the Contractor representative must report to the accident or location where reasonable suspicion occurred within the required amount of time as indicated in the respective Entity’s Policy and Procedures.

iv. Urine specimen collection will be performed during normal business hours, which include CNB or its Entities 24-hour operations, except for post-accident or reasonable suspicion testing which will be performed as needed when contacted by the employer.

v. The Contractor shall provide secured transportation of the specimen to the laboratory for testing.

vi. Shipping and handling will be provided by CNB through designated FedEx account with shipping freight collected on CNB account.

vii. The Contractor shall forward results of the test to the respective Entity’s pre-designated representative in a confidential manner. The MRO must contact and inform the employee of a positive test result, and then notify the respective Entity of such positive test results.

viii. The Contractor shall perform random selection as required by DOT and CNB’s Policy and Procedure upon the request of the respective Entity, provided the respective Entity furnishes information to the Contractor on the eligible drivers to be tested for the respective time period; and perform random selection upon request of the respective Entity, provided the respective Entity provides information to the Contractor on the eligible DOT employees to be tested.

B. Drug and Alcohol Testing for non-DOT Positions

1. Contractor must be state licensed and must use only drug testing laboratories which are SAMHSA certified and use only Medical Review Officers (MROs) who are AAMRO certified. All drug tests must be certified by using the GC/MS (Gas Chromatography-Mass Spectrometry) method of testing.  
2. Contractor will provide all labor (after original oral swab test is administered at site), materials (test kits, forms, mailing bags, and labels), equipment, transportation, and quality control necessary to perform the services as stated under the proposed bid and in accordance with Federal drug testing guidelines.

3. Shipping and handling will be provided by CNB through designated FedEx account with shipping freight collect on CNB account.

4. Tests to Include:

a. Oral Swab Testing

i. Contractor will perform lab testing of oral swab specimens submitted for:
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ii.
Specimen collection may be administered by Human Resources or Security personnel who have been trained and certified by the certified Contractor in the specimen collection and Chain of Custody procedures.

iii.
CNB and its Entities’ staff may administer tests at their respective sites and submit specimens to the lab by sending them overnight to the lab contracted by the Contractor and using the Contractor’s pre-printed forms and mailing supplies.

iv.
The lab will forward results of all tests to the respective pre-designated CNB or its Entity’s representative in a confidential manner, by using a website-based reporting method.

v.
The MRO must contact and inform specimen donors of positive test results, and then notify the respective CNB Entity Representative of such positive test results.

vi.
The Contractor will provide random selection lists as required by respective CNB Entity’s Policy and Procedure upon the request of respective Entity, provided the respective Entity provides information to the Contractor of all eligible employees to be included during the specified time period.

b. Oral Swab and Breath Alcohol Testing

i. The Contractor will provide all oral swab alcohol test kits.

ii. If positive, the specimen donor will either be transported to a pre-select breath alcohol testing facility or a service contracted by the respective CNB entity which will report to the appropriate entity site (for Cherokee Nation Entertainment the appropriate site will be Catoosa Casino only if the test is to be administered during late hours / weekends when the regular medical facility is closed).  

iii. The Alcohol Technician must show the employee the results displayed on the EBT and must conduct a second confirmation test.

iv. Breath alcohol test results are provided by the testing facility to the pre-designated CNB Entity Representative.  All tests results of an alcohol concentration of 0.02 or greater must be reported to the respective CNB Entity Representative.

v. The contractor shall provide a sample test kit as part of the request for proposal.
c. Breath Alcohol Testing

i. To perform Alcohol testing by a qualified Alcohol Technician of the Contractor.

ii. Contractor shall perform alcohol testing for:

a) Random

b) Post-Accident

c) Reasonable Suspicion

d) Return to Duty

e) Follow-Up

iii. CNB may request the test be performed at the respective Entity’s location, at any satellite offices, or at the Contractor’s office, except for post-accident or reasonable suspicion testing. In those instances, the Contractor’s Alcohol Technician must report to the accident or site where reasonable suspicion occurred within the required amount of time specified by respective Entity’s Prohibited Substance & Alcohol Testing policy.
iv. The results of the alcohol test will be forwarded to the respective Entities’ pre-designated representative in a confidential manner.  The Alcohol Technician must show the employee the results displayed on the EBT.  The Alcohol Technician will notify the respective Entity immediately of an alcohol concentration of 0.02 or greater. A confirmation test shall be performed according to instruction.
v. The Contractor shall perform random selection testing as required by the respective Entity’s Policy and Procedure upon the request of the respective Entity, provided the respective Entity provides the Contractor with a list of eligible employees to be tested for a specified time period.

d. Urine Specimen Collection

i.
Contractor shall perform urine specimen collection to be tested for:
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ii. Specimen collection to be performed by a qualified Contractor representative who has been trained and certified in the specimen collection and Chain of Custody procedures.

iii. CNB may request the test be performed at the respective CNB entity location, at its satellite offices, or at the Contractor’s office, except for post-accident or reasonable suspicion testing. In those instances, the Contractor representative must report to the accident or location where reasonable suspicion occurred within the required amount of time as specified in the respective Entity’s Policy and Procedure.

iv. Urine specimen collection will be performed during normal business hours, which include the respective Entities’ 24-hour operations, except for post-accident or reasonable suspicion testing which will be performed as needed when contacted by the respective Entity.

vi. The Contractor shall provide secured transportation of the specimen to the laboratory for testing.

vii. The Contractor shall forward results of the test to the respective Entity’s pre-designated representative in a confidential manner. The MRO must contact and inform the employee of a positive test result, and then notify the respective Entity of such positive test results.

viii.
The Contractor shall perform random selection as required by CNB’s Policy and Procedure upon the request of the respective Entity, provided the respective Entity provides information to the Contractor on the eligible employees to be tested for the specified time period.

5. The Contractor will act as liaison, when needed, between the lab and MRO and the respective CNB Entity Representative. The Contractor will ensure that all parties (Contractor, MRO or its representatives, and the lab) are available, able, and willing to provide expert advice and testimony in any legal cases presented to Cherokee Nation Businesses by any applicant or employee due to drug testing or drug testing results.

C. Additional Information
1. Tests should include a fatal flaw notification.
2. All results of tests and notifications should be received within 1-3 days.
3. Include pricing for epidermis test for alcohol.  

4. Include pricing for internal testing.   
5. Provide another method of sending Chain of Command forms for out-of-network drug screens other than FedEx, if applicable.
D. Proposals will be evaluated on the following criteria:

1. Location of the bidder and availability of services will be critical due to the multiple locations of employees/prospective employees. The bidder should describe their location and network and the network’s ability to cover testing in all 50 states. Oral swab testing will be utilized in the 14 counties of Northeast Oklahoma. Urine testing will be utilized in all 50 states.

2. Cost for oral swab testing separate from cost for urine testing.

3. The price for testing and supplies with exemption of shipping and handling.  

4. Availability and timeliness of online access to information.
5. Years of experience and years in business.  

6. Normal response time for requests for services and response time for services requested after normal business hours. 

7. Stability of rates and fees over time.
8. Bidders must be integrated with Oracle Recruiting (OR), providing quick, compliant, background screening and drug testing solutions within the talent recruiting workflow.
9. Bidders should provide the names and contact information of five (5) clients with whom you have had a working relationship, as a reference for CNB and its Entities. Preferably, the references should include groups that are comparable in size to CNB and its Entities.  Include two groups that recently terminated services.    
BACKGROUND CHECKS

The requested background reports will consist of designated combinations and individually priced of the following informational elements:

a) Background checks covering the past ten (10) years of background information regardless of location. (Domestic and International)

b) Court activity to identify Felony, Misdemeanor, Criminal Record, and Civil Records.

c) Nationwide Criminal history, to include sex offender and terrorist searches to include all states of record, as made known by applicant-provided history and by other information which surfaces in the credit and address history information. Report shall include description of charges, explanation and sentence for each citation.

d) Employment verification covering the past ten (10) years.
e) Personal address history to identify addresses for the past ten (10) years. 

f) Driver’s license and/or state issued ID verification.

g) Education verification. 

h) Social Security Number (SSN) verification.

i) Lifetime Sex Offender Registry reports (levels 1, 2, & 3).

j) Military, passport and Tribal Membership information verification, to include birth certificate and education verification.
k) Credit Report. 

l) Verification of any regulatory license at any time. 
Bidders will provide screening and other requested background reports in a format that is mutually acceptable to both parties, and will incorporate the following technical elements:

a) The report format may be subject to revision during the contractual period to accommodate administrative requirements. Such revisions must be communicated to CNB in writing at least thirty (30) business days prior to implementation. 

b) A draft modified report will be provided to CNB for review no later than five (5) business days of the revision request and a final, mutually accepted, revised report format will be ready at least 48 hours prior to implementation of the change(s).

c) The report must be available in an electronic format that is convertible to a printable format for imaging and reproduction purposes.

d) Criminal background information will be individually separated from the body of the report by page breaks in order to create a distinct and singular criminal background “sub-report” section. 
e) References to an applicant’s criminal background must not appear in other sections of the report.

f) The report will have a professional appearance, using correct grammar and spelling, with appropriate use of white space to facilitate readability.
g) The report must be well organized with logical groupings of individual topics and information flow containing industry-standard terms and measurements.
h) Bidders must have capacity to provide customized reports as requested by CNB, comprised of designated combinations of the twelve (12) report content elements listed in the above in the interest of economy, expense and time, as needed.  Specifically, the full report that is defined above and criminal background only, including sex offender check, driver’s license (or state issued ID), motor vehicle driving record check, and SSN validation.

i) Bidder will submit a sample report with bid. 

j) Individual pricing for all requirements above, as well as package pricing. 

Bidders must operate a secure website at all times with mechanisms in place to secure information posted to, archived within, and retrieved from the website as well as during transmission via the Internet between CNB and the Contractor.

a) Must have the capacity to transmit application information by using a Contractor supplied and maintained webbased secure form, as well as by facsimile using a Contractor provided hard-copy application and release of information form, in the event that the Internet based system is experiencing technical difficulties.

b) Must have practices and protections in place to ensure that confidential information is handled appropriately from the point at which a request is submitted by CNB, to the receipt of the final report by CNB. Contractor cannot be held responsible for inappropriate use of information after the report has been received and reproduced.

c) Background reports will be posted by the Contractor on their secure website to be accessed by designated CNB Entity representative.  

d) Contractor will immediately notify CNB Entity representative via email using a standard format once completed reports have posted to the website. 

e) Contractor’s website will have capacity to archive information for limited future retrieval (up to 90 days).

Professional Service Expectations

a) The Contractor will have staffing capacity to process approximately 2,000 to 3,000 screening and background reports annually. The average screenings are 200 per month. 

b) There may be additional screenings conducted for or to investigate alleged fraudulent activity, which are not included in the totals above.

c) The actual number of reports may vary significantly and CNB cannot commit to or guaranteed specific volume.

d) The Contractor will endeavor to post completed screening and background reports on its website within two (2) business days of CNB’s report request submission. The two (2) day timeline is intended to be a general timeframe and should not result in limiting or mitigating the quality of information in the individual background reports that may, on occasion, require a longer timeframe to accurately complete. Delays will be communicated to the applicable CNB Entity representative via email as quickly as possible. 

e) The Company will be accessible during regular business hours from 8:00 a.m. to 5:00 p.m. (CST), Monday through Friday, to positively resolve problems and engage CNB representatives in building and maintaining a productive working relationship.

f) The Contractor will provide onsite training to CNB HR in the use of the website interface at the respected location to be determined. Training will be provided one (1) time, for a minimum of three (3) hours.

g) The Contractor will provide written information to CNB Entity representative(s) regarding the interpretation of screening and background reports including industry standard terminology, measurements, and concepts.

h) The Contractor will have a stated position on the ethical obligations associated with the background-reporting industry that acknowledges the Company obligations under law, states the Contractor’s position on the accuracy of reported information, and outlines how the Company will respond to inquiries and complaints.

i) The Contractor will provide qualified personnel (available free-of-charge upon referral from CNB Entity representatives) to advise applicants who request clarification, who may dispute the information that the Contractor has reported about them, or who may simply desire advice about how to manage the problems in their credit report.

Additional Points: 

1) The term of the contract will commence from one (1) year of the contract date, with the option of three (3) one-year renewals.
2) Bidder will provide details regarding baseline security measures, security incident management, and hardware, software, and security policies. Measures in place to protect information. Contractor shall not disclose or use any information concerning CNB members, or any other confidential information obtained in providing services under the Agreement, without prior written consent. 
3) Bidder to describe issue escalation and resolution process.
4) Bidder to list dedicated account manager and contact information.  
BID DETAILS
· Bid responses must be received by 3:00 pm on Tuesday, February 22, 2022.  Please include a signed copy of the Confidentiality and Business Relationship/Non-Collusion Representations, included on the RFP posting. If you have any questions, contact the buyer at charla.boroughs@cnent.com. 
· All proposals should be sent by email only, to our Box account at  Drug_Te.hdcl0id0nj0fhj8g@u.box.com. Please do not include buyer on copy.  All information must be sent as an attachment and not embedded in the body of the email.  Failure to do so may result in bid disqualification. Should you have issues submitting your proposal to the above address, please notify the Buyer as soon as possible.
· No emailed or faxed bid responses will be accepted.
· TERO preference will be provided where applicable.  A copy of the TERO certificate (front and back) must be included.

· CNE reserves the right to make full, partial or no award at all.
