Appendix A:  

Glossary of Terms

This glossary is designed to give basic familiarity with the terms used in Drug-Free Workplace settings (by employers and employee assistance providers), the workforce investment system, and the substance abuse treatment system, as well as general terms related to disabilities and a key to relevant acronyms.  

A.1
Drug-Free Workplace Terms
Drug-Free Workplace: an employment setting where all employees adhere to policies and programs designed to provide a safe workplace; discourage substance abuse; and encourage treatment, recovery and the return to work of those employees with substance abuse problems. 

Drug or alcohol testing: analyzing a biological sample from someone (such as breath, hair, saliva, or urine) for evidence of alcohol or other drug use. 

EAP: an employee assistance program operated or contracted out by an employer.  

Employee assistance: services provided at the worksite to help employees deal with personal problems that may affect their job performance.  

Follow-up drug testing: periodically conducting drug or alcohol tests of an employee who returns to work after participating in a substance abuse treatment program..  For employees who entered drug treatment after violating a Drug-Free Workplace policy, their continued employment may be conditional on their passing these follow-up tests.    

For-cause testing: drug or alcohol testing of a current employee whom management has reason to believe may be engaging in substance abuse.  Management's belief must be based on specific objective facts and reasonable inferences, such as excessive absences or poor job performance.    Also called reasonable suspicion testing.  
Periodic testing: drug or alcohol tests of current employees that are announced ahead of time and occur at regular intervals.   

Post-accident drug testing: drug or alcohol tests of employees who were involved in accidents at work, which are required in many safety-sensitive occupations such as transportation.   

Pre-employment drug testing: test of a job applicant that must have a “clean” result in order for a job offer to be made.  This testing may accompany other pre-offer procedures, such as a criminal background check.  

Prevention: social, economic, legal, medical, and/or psychological measures aimed at minimizing the use of potentially addicting substances, lowering the dependence risk in susceptible individuals, or minimizing other adverse consequences of psychoactive substance use.

Random drug testing: unannounced drug or alcohol tests of randomly selected current employees, without evidence of use or impairment.  

Reasonable suspicion testing: drug or alcohol testing of a current employee whom management has reason to believe may be engaging in substance abuse.  Management's belief must be based on specific objective facts and reasonable inferences, such as excessive absences or poor job performance.  Also called for-cause testing.   

Return-to-work opportunities: when an employee who violates a Drug-Free Workplace policy, such as by failing a workplace drug test, has a chance to receive treatment or other assistance for substance abuse problems and return to work instead of being fired.   

Safety-sensitive: term used to describe occupations or job positions which are deemed acutely sensitive to safety considerations, such as airline pilots, nuclear reactor operators, train crews etc.  
A.2
Workforce Investment Terms 
Employed: working, either as a paid employee, in one’s own business or profession, on one’s own farm, or as an unpaid worker in an enterprise operated by a family member.  
Local Workforce Investment Areas (LWIAs): local areas within each State, designated by the Governor under the Workforce Investment Act (WIA), in which workforce activities are to be administered, considering factors such as consistency with labor market areas. Governors can designate communities with populations of 500,000 or more, and locations with populations of less than 200,000 as Local Workforce Investment Areas. Local Workforce Investment Areas have replaced Service Delivery Areas (SDAs), which was used to describe JTPA programs. 

One-Stop Career Centers: local, neighborhood centers where access to a wide variety of job training, education and employment services is available to job seekers and employers. To date, there are over 800 Centers operating across the country.  

One-Stop partners:  the various agencies and programs that collaborate to provide their workforce development services together in the One-Stop system.  

One-Stop system:  the delivery system for providing workforce development services under WIA; it is designed to be “seamless” to the customer even though the various programs may be operated by separate agencies and supported by separate federal funding streams.  

Soft skills: workplace standards of behavior needed to interact and cooperate effectively with co-workers and the general public.  
Unemployed:  not working, and either looking for employment or waiting to be recalled to a job from a layoff.  

Workforce: everyone in the civilian, non-institutional population, age 16 or older, who is either employed (working) or unemployed (looking for work).  

Workforce development or workforce investment:  the full range of activities devoted to enriching and enhancing the nation’s workforce, which includes training the workforce to ensure the development of marketable skills.  Although these terms are interchangeable, workforce development is more often used to describe services, while workforce investment is more often used to describe the system.  

Workforce Investment Act (WIA):  first enacted in 1998, WIA reformed Federal employment, adult education and vocational rehabilitation programs and created an integrated "One-Stop" system of workforce investment and education activities for adults and youth. Working with the US Departments of Education, Health and Human Services, Housing and Urban Development and other Federal agencies that oversee training and employment programs, the US Department of Labor created WIA, the first major reform of the nation’s job training system in more than 15 years.  WIA, which replaced the Job Training Partnership Act (JTPA), first became effective in 2000 and is scheduled for reauthorization by Congress during 2003.  

Workforce Investment Board (WIB):  group established under WIA for every State and Local Workforce Investment Area that oversees workforce development policies and activities.  WIA requires WIB representation from certain sectors, including education, labor, community-based organizations, economic development agencies and each One-Stop partner.  WIA also requires the majority of WIB members to be representatives of the business sector.  

A.3
Substance Abuse and Treatment Terms 

Addiction: as defined by NIDA, the repeated, compulsive seeking or use of a substance despite adverse social, psychological, and/or physical consequences.  A wide range of substances, both legal and illegal, can be abused addictively.  The characteristics of this addiction are the same as those of addictions to other substances.)  Addiction is often, but not always, accompanied by physical dependence, a withdrawal syndrome, and tolerance. 

Alcoholism: addiction to or dependence on alcohol.  As a disease, alcoholism is primary, chronic, progressive and fatal, but treatable.
At-risk alcohol use, as defined by NIAAA: consumption of more than 7 drinks per week or more than 3 drinks per occasion for women and more than 14 drinks per week or more than 4 drinks per occasion for men. A positive response to one or more questions on the four-item CAGE questionnaire also may indicate at-risk use. 

Binge alcohol use: Consuming five or more servings of alcohol on the same occasion. 

CAGE: a widely used brief screening questionnaire for alcoholism, composed of the following four questions: (1) Have you ever felt you should Cut down on your drinking?; (2) Have people Annoyed you by criticizing your drinking?; (3) Have you ever felt Guilty about your drinking?; and (4) Have you ever had a drink first thing in the morning to steady your nerves or to get rid of a hangover (Eye opener)?

Co-occurring or co-existing disabilities: disabilities that occur in a person who also has a substance use disorder.  

Dependent alcohol use: as defined by NIAAA, either three or four positive responses to the CAGE questionnaire and/or evidence of one or more symptoms of alcohol dependence (i.e., compulsion to drink, impaired control over drinking, withdrawal symptoms, drinking to relieve withdrawal, and increased tolerance to alcohol).

Drug court or treatment drug court:  programs within criminal justice system that integrate substance abuse treatment into the adjudication process for defendants in drug-related criminal cases.  Drug courts make treatment a court-monitored requirement; review and supervise the defendant's progress in treatment; and hold defendants accountable through a series of graduated sanctions and rewards.  

Dual diagnosis or dual disorders: the co-existence of two independent medical disorders; term most often describes co-occurring mental illness and substance use disorders.  

Hangover: unpleasant physical and mental symptoms that occur after binge alcohol use.  A hangover typically begins within several hours after the cessation of drinking, when a person’s blood alcohol concentration (BAC) is falling.  Symptoms usually peak about the time BAC is zero and may continue for up to 24 hours thereafter.  

Heavy alcohol use: Binge alcohol use on at least 5 of the past 30 days.

Illicit drug use: using an illegal drug (marijuana, cocaine, heroin, hallucinogens, inhalants, and non-medical use of prescription-type pain relievers, tranquilizers, stimulants, and sedatives) in the past 30 days.  

Long-term residential treatment: type of substance abuse treatment that offers around-the-clock, drug-free treatment in a residential community of counselors and fellow recovering addicts. Patients generally stay in these programs several months or up to a year or more. Some of these programs are referred to as therapeutic communities. 

Moderate alcohol use or low-risk alcohol use: as defined by NIAAA, consumption of no more than two standard drinks per day for men and no more than one standard drink per day for women and people over age 65.  A standard drink is defined as one 12-ounce beer or wine cooler, one 5-ounce glass of wine, or 1.5 ounces of distilled spirits.  Each of these standard drinks contains approximately 0.5 ounce, or 14 grams, of pure alcohol.  

Outpatient drug-free treatment: type of substance abuse treatment that uses a wide range of approaches including problem-solving groups, specialized therapies such as insight-oriented psychotherapy, cognitive-behavioral therapy, and 12-step programs. As with long-term residential treatment programs, patients may stay in these programs for months or longer. 

Outpatient methadone treatment: type of substance abuse treatment administers the medication methadone to reduce cravings for heroin and block its effects. Counseling, vocational skills development, and case management to help patients access support services are used to gradually stabilize the patients functioning. Some patients stay on methadone for long periods, while others move from methadone to abstinence. 

Physical dependence: as defined by NIDA, a physiologic state of adaptation to a substance; the absence of the substance produces symptoms and signs of withdrawal.  

Problem alcohol use: as defined by NIAAA, one or more positive responses to the CAGE questionnaire and evidence of alcohol-related medical or behavioral problems. 

Problematic use: another term for substance abuse. 
Psychoactive: affecting the mind, especially mood, thought, or perception.  
Relapse: recurrence of substance-dependent behavior in an individual who previously achieved and maintained abstinence for a significant period of time beyond withdrawal.  

Short-term inpatient treatment: a type of substance abuse treatment that keeps patients up to 30 days.  Most of these programs focus on medical stabilization, abstinence, and lifestyle changes. Staff members are primarily medical professionals and trained counselors.  Once primarily for alcohol abuse treatment, these programs expanded into drug abuse treatment in the 1980s.  

Stages of Change model:  a theory, often used in substance abuse treatment settings, that conceptualizes the change process as a sequence of stages through which people typically progress as they think about, initiate, and maintain new behaviors.  In this model, the five stages of change are: pre-contemplation, contemplation, preparation, action, and maintenance.  Most substance users progress through the stages of change in a non-linear fashion; they may relapse and cycle through the different stages several times before achieving stable, successful recovery.  

Substance abuse: the use of a substance to modify or control mood or state of mind in a manner that is illegal or harmful to oneself or others is considered problematic use, or abuse.  Examples of the potential consequences of harmful use include accidents or injuries, blackouts, legal problems, and sexual behavior that increases the risk for HIV infection.

Substance dependence disorders:  based on meeting at least 3 of 7 criteria:

· Tolerance 

· Withdrawal 

· Greater use than intended 

· Unsuccessful efforts to control use 

· Excessive time spent in substance-related activities 

· Impaired social, occupational or recreational functioning 
· Continued use despite recurrent problems 

Substance induced disorders: disorders that are caused by consumption of psychoactive substances, characterized by:

· Intoxication 

· Withdrawal 

· Substance induced mental disorders (e.g., delirium, dementia, etc.) 

Substance misuse:  problematic use of psychoactive substances; it is not a diagnosable disorder.

Substance-related disorder:  a diagnosable condition, as defined by the American Psychiatric Association’s Diagnostic Statistical Manual (DSM-IV).  Categories of substance-related disorders include substance use disorders, substance dependence disorders, and substance-induced disorders.    
Substance use:  consumption of a psychoactive substance, including alcohol or other drugs.  Drugs or alcohol may be used in a socially accepted or medically sanctioned manner to modify or control mood or state of mind.  Examples include having a drink with a friend or taking an anti-anxiety agent for an acute anxiety state in accordance with a physician’s prescription. 

Substance use disorders: substance use behaviors that meet at least 1 of 4 criteria:

· Recurrent use despite impaired work, school or family functioning

· Recurrent use despite physical hazards

· Recurrent substance-related legal problems

· Continued use despite recurrent social problems

Tolerance: as defined by the National Institute on Drug Abuse, a state in which a substance produces a diminishing biologic or behavioral response; in other words, higher doses are needed to produce the same effect that the user experienced initially.  

Treatment: any service utilized to reduce or stop drug or alcohol use.  Addiction treatment, as defined by the American Society of Addiction Medicine (ASAM), is an application of planned procedures to identify and change patterns of behavior that are maladaptive, destructive, and/or injurious to health; or to restore appropriate levels of physical, psychological, and/or social functioning.  Addiction treatment can include behavioral modification, medications, or their combination. 

Withdrawal syndrome: as defined by NIDA, a predictable group of signs and symptoms resulting from abrupt removal of, or a rapid decrease in the regular dosage of, a psychoactive substance.  

A.4
General Disability Terms

Accessible: easy to approach, enter, operate, participate in, or use safely, independently and with dignity by a person with a disability (i.e., site, facility, work environment, service or program).

Accommodation, accommodated: see reasonable accommodation.  

Affirmative action: proactive action to accomplish the purposes of a program which is designed to increase the employment opportunities of certain groups, which may involve goals, timetables, or specifically outlined steps to be undertaken to assure that objectives are reached. The Americans with Disabilities Act does not mandate affirmative action for persons with disabilities, but does require that covered entities ensure nondiscrimination. Title 5, Section 503 of the Rehabilitation Act requires that affirmative action be taken in the employment of persons with disabilities by Federal contractors.

Americans with Disabilities Act (ADA): A comprehensive civil rights law that makes it unlawful to discriminate in private sector employment against a qualified individual with a disability. The ADA also outlaws discrimination against individuals with disabilities in state and local government services, employment, public accommodations, transportation, and telecommunication. The law was enacted in July 1990. The private sector employment provisions (Title I) became effective for employers with 25 or more employees on July 26, 1992, and on July 26, 1994, for employers of 15 or more employees. The public sector employment provisions (Title II) became effective on January 26, 1992.

Auxiliary aids and services: devices or services that accommodate a functional limitation of a person with a communication-related disability. The term includes qualified interpreters and communication devices for persons who are deaf or persons who are hard of hearing; qualified readers, taped texts, Braille or other devices for persons with visual impairments; adaptive equipment for persons with other communication disabilities; or similar services and actions.

Co-occurring or co-existing disabilities: disabilities that occur in a person who also has a substance use disorder.  

Direct Threat: a significant threat of substantial harm to workplace health or safety that cannot be eliminated or reduced with reasonable accommodation. The determination of whether an individual poses a direct threat should be based on the following factors: 1) The duration of the risk; 2)The nature and severity of the potential harm; 3) The likelihood that the potential harm will occur; and 4) The imminence of the potential harm. 

Disability management:  a workplace prevention and remediation strategy that seeks to prevent disability from occurring or, lacking that, to intervene early following the onset of a disability, using coordinated, cost-conscious, quality case management and rehabilitation services that reflect an organizational commitment to continued employment of those experiencing functional work limitations.

Dual diagnosis or dual disorders: the coexistence of two independent medical disorders; term most often describes co-occurring mental illness and substance use disorders.  

Essential job functions: the fundamental job duties of the employment position that the individual with a disability holds or desires; these do not include marginal functions of the position.

Equal employment opportunity: non-discrimination in hiring, firing, compensation, promotion, recruitment, training, and other terms and conditions of employment regardless of race, color, sex, age, religion, national origin or disability.

Individualized Educational Plan (IEP):  a plan, mandated by law, that states the goals and services for a student with disabilities for no longer than one year (it is rewritten each year to reflect changes in the program.  The school system is required to provide all services that are written into the IEP.  

Individual with a disability: a person who has a physical or mental impairment that substantially limits one or more of that person’s major life activities, has a record of such impairment, or who is regarded as having such an impairment.

Major life activity: basic activities that the average person in the general population can perform with little or no difficulty, such as caring for oneself, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning and working.

Qualified individual with a disability: an individual with a disability who satisfies the requisite skill, experience, education and other job-related requirements of the employment position that he or she holds or desires, and who, with or without reasonable accommodation, can perform the essential functions of such position.  

Readily achievable: easily accomplishable and able to be carried out without much difficulty or expense. In determining whether an action is readily achievable, factors to be considered include nature and cost of the action, overall financial resources and the effect on expenses and resources, legitimate safety requirements, impact on the operation of a site and, if applicable, overall financial resources, size and type of operation of any parent corporation or entity.

Reasonable accommodations: (1) modifications or adjustments to a job application process that enables a qualified applicant with a disability to be considered for the position that he or she desires; (2) modifications or adjustments to the work environment, or to the manner or circumstances under which the position held or desired is customarily performed, that enables qualified individuals with disabilities to perform the essential functions of that position; or (3) modifications or adjustments that enable a covered entity’s employee with a disability to enjoy equal benefits and privileges of employment as are enjoyed by its other similarly situated employees without disabilities.

Supported employment: an employment option that facilitates competitive work in integrated work settings for individuals with the most severe disabilities (i.e., psychiatric, mental retardation, significant learning disabilities, traumatic brain injury) for whom competitive employment has not traditionally occurred, and who, because of the nature and severity of their disability, need ongoing support services in order to perform their job. Supported employment provides assistance such as job coaches, transportation, assistive technology, specialized job training and individually tailored supervision.

Title V of the Rehabilitation Act of 1973: federal law which prohibits discrimination on the basis of a disability by the federal government, federal contractors, recipients of federal financial assistance, and federally conducted programs and activities.

Undue hardship: with respect to the provision of an accommodation, significant difficulty or expense incurred by a covered entity, when considered in light of certain factors. These factors include the nature and cost of the accommodation in relationship to the size, resources, nature, and structure of the employer’s operation. Where the facility making the accommodation is part of a larger entity, the structure and overall resources of the larger organization would be considered, as well as the financial and administrative relationship of the employing facility to the larger organization.

Vocational Rehabilitation: programs designed to assist individuals with disabilities enter or reenter gainful employment.

A.5
Relevant Acronyms 

AA = Alcoholics Anonymous 

ADA = Americans with Disabilities Act of 1990 

AFDC = Aid to Families with Dependent Children, replaced by TANF  

AOD = alcohol and other drug 

ASAM = American Society of Addiction Medicine

ASI = Addiction Severity Index 

BAC = blood alcohol concentration 

BJA = Bureau of Justice Assistance, part of DOJ 

BLS = Bureau of Labor Statistics, part of DOL  

CAS = Compliance Assistance Specialist, a job title within OSHA  

CBO = community-based organization

CHIP = Children’s Health Insurance Program 

CSAP = Center for Substance Abuse Prevention, part of SAMHSA 

CSAT = Center for Substance Abuse Treatment, part of SAMHSA 

DATOS = Drug Abuse Treatment Outcome Study

DOD = U.S. Department of Defense 

DOE = U.S. Department of Energy  

DOJ = U.S. Department of Justice 

DOL = U.S. Department of Labor 

DOT = U.S. Department of Transportation 

EAP = Employee Assistance Program 

EEOC = U.S. Equal Employment Opportunity Commission 

FBO = faith-based organization

FBP = Federal Bonding Program 

FDA = U.S. Food and Drug Administration 

FMLA = Family and Medical Leave Act of 1993  

GED = General Equivalency Degree 

HHS = U.S. Department of Health and Human Services 

HIPAA = Health Insurance Portability and Accountability Act of 1996  

HUD = U.S. Department of Housing and Urban Development  

HVRP = Homeless Veterans Reintegration Project, operated by VA 

IEP = Individualized Educational Plan 

ITA = Individual Training Account  

JOBS = Job Opportunities and Basic Skills Training, replaced by TANF 

JTPA = Job Training Partnership Act, the predecessor of WIA  
LAAM = Levo-alpha-acetyl-methadol, a drug used to treat opiate addiction.  
MAP = Member Assistance Program 

MOE = Maintenance of Effort 

MRO = Medical Review Officer 

NA = Narcotics Anonymous 

NASA = National Aeronautics and Space Administration

NCJRS = National Criminal Justice Reference Service, funded by DOJ 

NHSDA = National Household Survey on Drug Abuse

NIAAA = National Institute on Alcohol Abuse and Alcoholism, part of NIH   

NIDA = National Institute on Drug Abuse, part of NIH  

NIH = National Institutes of Health 

NLRA = National Labor Relations Act

NLRB = National Labor Relations Board 

NRC = Nuclear Regulatory Commission

NSDUH = National Survey on Drug Use and Health

NTIES = National Treatment Improvement Evaluation Study  

OASAS= New York State Office of Alcoholism and Substance Abuse Services 

OJT = on-the-job training 

OMB = Office of Management and Budget, part of the White House 

ONDCP = Office of National Drug Control Policy, part of the White House 

OSH = Occupational Safety and Health 

OSHA = Occupational Safety and Health Administration, part of DOL  

OSPP = OSHA Strategic Partnerships Program

PRWORA = Personal Responsibility and Work Opportunity Reconciliation Act of 1996 

RRTC = Rehabilitation Research and Training Center

RSA = Rehabilitation Services Administration, part of the U.S. Department of Education

SAMHSA = Substance Abuse and Mental Health Services Administration, part of HHS  

SAP = Substance Abuse Professional

SAPT = Substance Abuse Prevention and Treatment block grant from SAMHSA 

SBA = Small Business Administration  

SBDC = Small Businesses Development Center

SCHIP = State Children’s Health Insurance Program

SSA = Social Security Administration 

SSDI = Social Security Disability Insurance  

SSI = Supplemental Security Income 

TANF = Temporary Assistance for Needy Families

TCE = Targeted Capacity Expansion program, operated by SAMHSA 

UI = Unemployment Insurance 

VA = U.S. Departments of Veterans’ Affairs
VETS = Veterans’ Employment and Training Service, part of DOL 
VPP = Voluntary Protection Programs, operated by OSHA 

VR = Vocational Rehabilitation 

WIA = Workforce Investment Act of 1998, or a Workforce Investment Area  

WIB = Workforce Investment Board 

WtW = Welfare-to-Work 
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