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documents. 
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RESPONSIBILITIES  

Controlled Substance Safety Officer (CSSO)
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Shared-Combined Responsibilities 

Some responsibilities are shared among parties in order to ensure proper procedures are 
implemented.  
 

�9 Florida Tech Security Department, the Melbourne Police Department, Brevard 
County Sheriff’s Office, and the DEA are responsible for assisting in investigations and 
enforcement actions pertaining to illegal use or possession of CS. 

 
�9 The Registrant, CSSO, and the Registrant’s Department Head are responsible for the 

implementation of separation procedures, which require the permit holder to obtain 
clearance from EH&S.  

 
�9 The Facilit ies Management Department and the Florida Tech Security Department are 

responsible for assisting departments, researchers, and faculty members in implementing 
physical security controls to prevent theft and 
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CONTROLLED SUBSTANCE SCHEDULES  

Drugs and other substances that are considered CS under the Controlled Substances Act (CSA) are 
divided into five schedules. An updated and complete list of the schedules is published annually.  
Substances within each schedule may also be divided into narcotic and non-narcotic categories.  
 
Federal regulations divide CS into five classifications or "Schedules" based on: 
 

�9 Whether they have a currently accepted medical use in treatment in the United States
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Schedule III/IIIN Controlled Substances (3/3N)  

Substances in this schedule have a potential for abuse less than substances in Schedules I or II and 
abuse may lead to moderate or low physical dependence or high psychological dependence. 
 
Examples (III Narcotics): 
products containing not more than 90 milligrams of codeine per dosage unit (Tylenol with 
Codeine®), and buprenorphine (Suboxone®). 
 
Examples (IIIN Non-narcotics):  
benzphetamine (Didrex®), phendimetrazine, ketamine, and anabolic steroids such as Depo®-
Testosterone. 
 
Schedule IV/IVN Controlled Substances 

Substances in this schedule have a low potential for abuse relative to substances in Schedule III. 
 
Examples (IV):  
alprazolam (Xanax®), carisoprodol (Soma®), clonazepam (Klonopin®), clorazepate (Tranxene®), 
diazepam (Valium®), lorazepam (Ativan®), midazolam (Versed®), temazepam (Restoril®), and 
triazolam (Halcion®). 
 
Schedule V Controlled Substances 

Substances in this schedule have a low potential for abuse relative to substances listed in Schedule 
IV and consist primarily of preparations containing limited quantities of certain narcotics.  
 
Examples:  
cough preparations containing not more than 200 milligrams of codeine per 100 milliliters or per 
100 grams (Robitussin AC®, Phenergan with Codeine®), and ezogabine. 
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LISTED CHEMICALS  

Under the Chemical Diversion and Trafficking Act (CDTA) of 1988, List I and List II Regulated 
Chemical Compounds (Listed Chemicals) require a permit beforehand for ordering from vendors. 
 
Vendors will require this information before issuance of the listed chemical. Each Listed chemical 
has a unique DEA number. Below are links to the listed chemicals.  
 
https://www.deadiversion.usdoj.gov/chem_prog/34chems.html  
https://www.deadiversion.usdoj.gov/schedules/orangebook/f_chemlist_alpha.pdf  
Administrator 1310.02(a) & 1310.02(b) 
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REGISTRATION  (CONTROLLED SUBSTANCES) 

Under the Controlled Substance Act (CSA) of 1970, prior to procuring any controlled substance, 
individuals who order, handle, store, and distribute controlled substances must be registered with the 
DEA and/or state agencies to perform these functions.  
 
STEP 1: Employee Screening 

Submission of the below completed documents to the CSSO (ehs@fit.edu): 

�¾ Appendix A: Controlled Substance Request for Registration 
�¾ Appendix B: Controlled Substance Employee Screening Certification 

NOTE: all individuals who are expected to have access to controlled substances SHALL 
complete this document (including the registrant). 

�¾ Appendix C: Controlled Substance Use Fact Sheet 

 
The CSSO shall evaluate this information (in coordination with Florida Tech’s Human Resource and 
Security Departments) and determine whether continued application to the DEA is permitted. If the 
documents are satisfactory, the registrant will continue the application process by completing Forms 
DEA-225 or DEA-224, as applicable, for submission to the DEA (instructions denoted in the next 
section of this plan).  
 
SPECIAL NOTE: 
Employees with active DEA registrations obtained outside Florida Tech (i.e., from other academic 
or research institutions) that intend to transfer CS into Florida Tech must contact the CSSO before 
bringing any CS on Florida Tech property.    
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https://www.deadiversion.usdoj.gov/online_forms_apps.html
mailto:ehs@fit.edu
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TABLE 1 
 
The CS Schedule information displayed in the below table 
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REGISTRATION (PERMITTING ): DIETHYL ETHER  

Florida Tech does purchase and use ether compounds (e.g. Diethyl Ether) which require a permit 
from the State of Florida. Ether licenses and permits are obtained through the Department of 
Business & Professional Regulation (DBPR). Individuals who need to obtain a permit should be 
prepared to provide specific requirements per the application (e.g. a complete set of fingerprints).   
 
Regarding Applicants & Applications 
Pursuant to 559.79 Applications for License or Renewal, each application for a license or renewal of 
a license issued by the DBPR shall be signed under oath or affirmation by the applicant, or owner, 
or chief executive of the applicant without the need for witnesses unless otherwise required by law. 
 
Pursuant to 559.791 False Swearing on Application; Penalties, any license issued by the DBPR  
which is issued or renewed in response to an application upon which the person signing under oath 
or affirmation has falsely sworn to a material statement, including, but not limited to, the names and 
addresses of the owners or managers of the licensee or applicant, shall be subject to denial of the 
application or suspension or revocation of the license, and the person falsely swearing shall be 
subject to any other penalties provided by law. 
 
Application Process 

Applicants must complete the form DBPR-DDC-233 titled, “Application for Permit as a Diethyl Ether 
Manufacturer, Distributor, Dealer, or Purchaser Form No.: DBPR-DDC-233” . This can be done either 
online or hard copy (instructions for completion and submission are located on the form). A copy of 
the application and granted permit must be submitted to ehs@fit.edu.  
 
  

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0500-0599/0559/Sections/0559.79.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0500-0599/0559/Sections/0559.791.html
https://www.myfloridalicense.com/CheckListDetail.asp?SID=&xactCode=1020&clientCode=3310&XACT_DEFN_ID=14389
http://www.myfloridalicense.com/dbpr/ddc/documents/DiethylEtherManufacturerDistributorDealerorPurchaserPermit.pdf
mailto:ehs@fit.edu
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ACQUISITION  OF CONTROLLED SUBSTANCES 

These procedures describe how CS are to be ordered, received, and handled by individuals who are 
engaged in instructional or research activities at or through Florida Tech. Copies of all documents 
must be provided to the CSSO.  
 
Adding Controlled Substances: Researcher Permit 

The registrant will complete the applicable DEA registration form. 
 
Adding Controlled Substances: Analytical Permit 

Analytical lab permit holders are not required to amend their permit to add a CS, provided their 
current DEA registration already allows for controlled substances of that schedule. Since the 
analytical may be analyzing and researching with several CS, it may not be practical to list them all, 
thus Analytical Lab permit holders are not required to list the codes for all CS. 
 
Ordering Procedures 

The registrant is the only one who can purchase CS and all requests for 
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Storage and Security: Schedule I and II Controlled Substances 

Schedules I and II: Raw materials, bulk materials awaiting further processing, and finished products, 
which are CS, listed in Schedule I or II, shall be stored in one of the following secure storage areas: 

1. Where small quantities permit, a safe or steel cabinet: 
a. Shall have the following specifications or the equivalent: 30 man-minutes against 

surreptitious entry, 10 man-minutes against forced entry, 20 man-hours against lock 
manipulation, and 20 man-hours against radiological techniques; 

b. If i t weighs less than 750 pounds, is bolted or cemented to the floor or wall in such a 
way that it cannot be readily removed; and 

c. If  necessary, depending upon the quantities and type of CS stored, is equipped with 
an alarm system which, upon attempted unauthorized entry, shall transmit a signal 
directly to a central protection company or a local or State police agency which has a 
legal duty to respond, or a 24-hour control-1 (s)2f Tw 0.22(p)10 (e)-ag1]TJ
0 Tw 10.91 0 Td
[ (hou)]TJ
0.02 80 Tw 0.61 0 Td
(o)Tj2 st4 (i)3 (Tc 0 Tw 0.460 Td
[ (h5 0 Td1)11 (e) (p)]TJ
0.004 Tc -0.-20 Tbr)3 ( )
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Storage and Security: Schedule III- V Controlled Substances 

Schedules III , IV and V raw materials, bulk materials awaiting further processing, and finished 
products which are controlled substances listed in Schedules III , IV and V shall be stored in the 
following secure storage areas: 

1. Safe or steel cabinet as described for Schedule I and II CS; 
2. A vault and alarm system as described for Schedule I and II CS; 
3. Building used for storage of Schedules III through V controlled substances with perimeter 

security which limits access during working hours and provides security after working hours 
and meets the following specifications: 

4. Has an electronic alarm system as described in section for Schedule I and II CS; 
5. Is equipped with self-closing, self-locking door
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Storage and Security: Non-Controlled Substances, Multiple Storage Sites, and Accessibility  

Non-CS, and other materials may be stored with Schedule II I through V CS in any of the secure 
storage areas required by 21 CFR 1301.72(b), provided that permission for such storage of non-
controlled items is 
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DISPOSITI ON OF CONTROLLED SUBSTANCES  

CS are not to be loaned or shared with any other researcher or laboratory. They are only to be used 
by authorized individuals. Upon final disposition, an Appendix E: Controlled Substance Chain of 
Custody (COC) or similar, shall be completed for recordkeeping purposes.  

 
Disposition: Loss of Theft of CS 

Any loss of CS or discrepancy in record keeping is to be reported to the CSSO immediately upon 
discovery. If theft or misuse is suspected, Florida Tech Security must also be notified immediately 
(321) 674-8111. Based on the details and amount involved in reported losses, per the DEA 
(Theft/Loss Reporting), the registrant may need to file a DEA Form 106 or DEA Form 107. Florida 
Tech (through Security and EH&S) also reserves the right to impound CS and records pertinent to 
an investigation into inventory or record keeping discrepancies, or potential misuse. 
 
Disposition: Expired or Unused CS 

All expired substances or those left over at the end of the research or instructional activity for which 
they were required, are to be accounted for. 

 
Disposition: Disposal/Destruction e
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RECORD KEEPING PROCEDURES 

The registrants, with oversight of the CSSO, must adequately document all controlled substance 
purchases, shipment, usage, waste, disposition, and damaged material from a “Cradle-to-Grave”. The 
record of receipt (including original invoices from suppliers or the source of acquisition) must be 
maintained. Records should include the date of receipt, the supplier, the quantity and dose of the 
controlled substance received, the expiration date, and the date when the controlled substance was 
exhausted or discarded as expired. 
 
Each time a quantity of a controlled substance is taken from stock, an entry is to be made in the 
registrants CS Usage Log (see example: Appendix F: Controlled Substance Usage Log), which also 
documents the Working Inventory. This form notes the date, quantity used, quantity remaining, and 
the signature of the 
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INVENTORY  AUDIT S 

Federal regulations require an inventory of all CS be performed at least initially  (upon receipt or 
creation) and once every two years (biennially). Inventory audits will be recorded utilizing 
Appendix H: Controlled Substances Inventory Audit Record.  
 
Initial Inventory  Audit 

An initial inventory will be conducted and recorded by the Registrant upon receipt of any CS.  
 
Biennial Inventory Audit 

Only individuals have on file an Appendix B: Controlled Substance Request for Authorization 
Record along with the CSSO may conduct the biennial inventory. No other individual has the 
authority to conduct this inventory. 
 

The total amount of each substance shown as the working perpetual balance is to be audited against 
the actual inventoried amount. If there are any discrepancies, these must be documented and 
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TRAINING  

The registrant shall ensure that they, themselves, as well as any authorized user under their 
Registration is appropriately trained. The training may involve in-person or online curriculum 
regarding CS usage; however, this Controlled Substance Safety Plan MUST also be included in the 
training. 
 
Registrant’s can utilize the Appendix I: Controlled Substance Training Record, for recording such 
trainings.    
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CONTACTS 

Florida Tech EH&S Contacts 

Questions concerning CS may be directed to the Controlled Substance Safety Officer (CSSO) at 
Florida Tech’s EH&S office (321.674-8881) or by emailing ehs@fit.edu.  
 
DEA Contacts 

Headquarters 
Drug Enforcement Administration 
Attn: Registration Section/ODR 
PO Box 2639 
Springfield, VA 22152-2639 
Phone: (800) 882-9539 
Email: DEA.Registration.Help@usdoj.gov  
 
Orlando District Office 
300 International Pkwy 
Heathrow Business Center 
Suite 424 
Heathrow, Fl 32746 
 
Registration Assistance 
571-362 3367  
 
Investigative Matters or Tactical Diversion Squads (TDS) 
407-333 7046 
 
Department of Business and Professional Regulation's (DBPR) 

Customer Contact Center 
2601 Blair Stone Road 
Tallahassee, FL 32399 
Phone: (850) 487-1395 
Account Login 
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