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1
DOT HR receives 
return from leave 

form 
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Hiring & Staff Retention

5
Check status in 

Lawson and TIMS

6
Has leave been 

60 days or 
longer?

Yes

7
DOT physical 

still valid?

8
Is employee 
still COMAR  

certified?

10
Is the BTW 

current?

11
Send email to 

leave office, depot 
staff, employee 

clear to work

2
Has employee 
been cleared 
from doctor?

Yes

No

3
Send email to 

leave office and 
depot 

End

4
Complete leave 

form
End

14
Send for updated 

physical
No

15
Does employee 

obtain DOT 
card?

16
Send email to 
depot staff and 

leave office, 
employee cannot 

return to work

9
Send email 

clearing employee

12
Send email 

clearing employee
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No

Yes

YesYes

No No No

13
Is DOT 

physical still 
valid?

No
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Yes



17
Is employee 
still COMAR 

certified?

19
Is the BTW 

current?
Yes Yes

18
Send email 

clearing  employee

No

20
Email cleared to 

work, BTW

No
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22
Explain and sign 

forms

23
Send candidate to 
drug testing within 

24 hrs

24
Candidate brings 

receipt from 
testing to DOT HR

25
Is test a 
Negative   
Dilute?

28
Refer employee to 

HR staff

27
Is drug test 
positive?

26
Retest 

immediately
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Yes

32
Transaction 
completed 
returning 

employee back to 
work

33
Send email 

clearing employee 

End

Yes

No

No

Yes

21
Email depot staff, 

leave office 
employee is 

cleared to work

End

29
Does employee 
obtain a DOT 

card?

30
Has leave been 

60 days or 
longer?

Yes Yes

31
Send email to 
depot staff and 

leave office 
employee cannot 

work

No

End
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