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SUMMARY of CHANGES

Joint Standard Operating Procedures (SOP), Biochemical Urinalysis Drug Testing Joint Testing
Substance Abuse Program (JSAP)

This revision-

1 Replaces all previous editonsof Al abama National Guardés Counterdr
Testing SOP, dated October 2008.

1 Adds Prevention, Education and Training Programs, UPS Requirement

1 Adds Prevention, Training and Outreach (PTO) Program Duties and Responsibilities, Digital
Training Management System (DTMS)

1 Added Deployment Testing, Procurement of Supplies - Deployment

1 Added requirement prevention and education sign-in roster be entered into DTMS, minimum
of 2 hours of prevention education is provided annually, per AR 600-85

1 Defined authorized use of Observer Waivers (Army and Air), Annex O. See also 2-17, para
#3.

1 Grammar and spelling corrections made throughout the SOP
1 Working Copy i Due Back dates
1 AnnexPi Commander 6s ,r€ainredtd He tumedtinavith specimens

1 Annex Q, UPL/DTPAM Checklist, required to be turned in with specimens, and signed by
UPL/DTPAM

I Adds additional guidance for SSN verification after changes to Military ID format.

T Clarifies retesting requirement for SMés who have b
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CHAPTER 1

Introduction

1-1. General. lllegal drug use constitutes serious misconduct and is not compatible
with military service. The Alabama National Guard is firmly committed to the
elimination of substance abuse by its members. Random drug testing is an
important tool for preventing substance abuse and determining readiness of the
Alabama Army and Air National Guard. Proper implementation and management is
crucial to the success of the program. When combined with a strong drug education
and prevention program, random drug testing will help reduce drug abuse.

1-2. References.

a. AR 600-85, Army Substance Abuse Program, dated 2 February 2009/ AFI
44-120, Drug Abuse Prevention and Control, dated 1 July 2000.

b. NGR 600-85 (Currently Under Revision)/1980.
c. NGR 500-2, National Guard Counterdrug Support, dated 29 August 2008.

1-3. Purpose. This JSAP SOP provides guidance for the Joint State Substance
Abuse Prevention Officer (JSAPO), the Substance Abuse Program
Coordinator (JSAPC), The State Prevention Coordinator (PC), ARNG Alcohol
and Drug Control Officers (ADCOs), ANG Drug Reduction Program Managers
(DRPMs), ARNG Unit Prevention Leaders (UPLs), and ANG Drug Testing
Program Administrators (DTPAMS) to execute the state drug-testing program.
It also serves to standardize procedures for chain-of-custody collection and
submission of urine specimens for testing. This joint SOP is a ready
reference for the collection, handling, storage, and submission of urine
specimens to the JSAPC for quality control check and shipment to the
Forensic Toxicology Drug Testing Laboratory (FTDTL). Adherence to the
procedures and guidelines listed herein will ensure a successful drug testing
program.

1-4. Applicability. This SOP applies to the Alabama National Guard Joint
Substance Abuse Program Staff which includes the Prevention Coordinator (PC),
Commanders, certified Unit Prevention Leaders (UPLs), and any other personnel
temporarily or permanently assigned to perform substance abuse prevention
activities or education/training for the Alabama National Guard Military Community.
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1-5. Objective. Urinalysis Drug Testing-The mission of the JSAP is to strengthen

the overall fitness and effectiveness of the Alabama National Guard. Urinalysis drug
testingisthecommander 6 s responsibility and should be 1
unit readiness, maintain safety in the workplace, and deter illegal drug use/abuse.

The ALNG will meet, as a minimum, the quota established by the Office of the

Secretary of Defense (OSD), National Guard Bureau (NGB), and The Adjutant

General (TAG). Each unit will meet the quarterly testing quota established by the

JSAP Office.

1-6._Prevention, Treatment and Outreach (PTO) - The mission is to provide
prevention training, outreach to military families, and treatment resources to military
members in an effort to increase military discipline, individual performance, and
combat readiness.

1-7. SOP Review. The Alcohol Drug Advisory Counsel (ADIC) will review this SOP
annually to ensure regulatory compliance. Constructive comments for improvement
and/or clarity of this document may be submitted to the JSAPO.
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CHAPTER 2
Responsibilities
2-1. Adjutant General.

The Adjutant General will:
a. Provide program management and operational supervision of the AL JSAP.

b. Publ i sh a memorandum that clearly states t|l
abuse policy and drug testing quotas for all AL NG units.

c. Appoint, on orders, the following:
(1) State Joint Substance Abuse Program Officer (JSAPO)

(2) Substance Joint Abuse Program Coordinator (JSAPC) to manage the
state's substance abuse program.

(3) Medical Review Officer (MRO) to review prescription drug positive
reports.

d. Direct the establishment of an Alcohol and Drug Interdiction Council (ADIC).
e. Appoint an ADIC.

2-2. DCSPER (J-1).
Personnel Officer will:
a. Provide necessary personnel data to the JSAP office to ensure that all
members of the Alabama National Guard are included in the random selection
program for drug testing.

b. Suspend Favorable Personnel Actions (flag) for personnel reported as positive
(after the test is confirmed by a MRO if necessary) to prevent favorable
personnel actions until the member is:

(1) Adjudicated and found not to have abused illegal substances, or

(2) Retained by the TAG upon completion of all required terms of suspension
to include rehabilitation or

(3) Is separated from the National Guard.

2-3. Medical Review Officers (MRO).

The MRO determines if positive drug results reported by the Forensic Toxicology
Drug Testing Laboratory (FTDTL) could have resulted from the legal use of
prescription drugs for medical reasons and/or for drugs administered during surgical
or dental procedures. The MRO is required to review only positive tests that may
have a valid legal use.

3
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a. The MRO may be the State Surgeon (Army or Air) or other medical doctors
within the Alabama National Guard provided those appointed have been trained to
perform MRO duties. As many trained MROs as needed may be appointed.
Physiciands assistants, pharmacists, and nurs

b. When a drug test has been reported positive by the FTDTL for a drug with a
possible legitimate medical use as determined by USAMEDCOM, the JSAP Office
will offer the service member (SM) an opportunity (30 days from date of notification)
to furnish medical evidence in the form of a medical prescription and/or statement
from the S M Ophiysician or dentist documenting the drug prescribed or given, date of
medical or dental procedure which required prescribed drugs, and the medical
reason for its use. The prescription must be within the past 6 months. The
documentation wilbemar k ed AConfi dential o and wil |l be fo
evaluation.

c. If the SM provides the necessary documentation within the allotted time,
unfavorable action will not be initiated against the Soldier identified until the MRO
has rendered an evaluation. If the MRO verifies the positive was caused by the
legitimate use of a prescribed drug and there was no abuse, use he/she will
promptly notify the JISAPC. The JSAPC will notify the SM and close the case file.
Under these circumstances, the SM will not require automatic retesting each time
his/her unit tests, random testing will continue. If the MRO confirms illegal drug use
he/she will promptly notify the JISAPC. The JSAPC will notify the unit commander
and the process for separating the SM will be initiated through the appropriate
command channels. If the MRO is unable to make a determination without talking
directly with the Guard member, the JSAPC will schedule an appointment to allow
the member to meet directly (in person or by telephone) with the MRO. In the case
of an Air National Guardsman, the MRO may schedule an appointment with the
member after consultation with the servicing SJA. MROs may interview the SM in
guestion only after the SM has been officially notified. The MRO may consult with
toxicologists at the supporting FTDTL as necessary regarding the effects of any
prescription medications or other substances on urinalysis drug test results.

d. Note: SM must provide documentation of prescription use each time a
positive test is presented.

2-4. Joint Substance Abuse Program (JSAP).

The JSAP Office will manage the drug testing program of the Army and Air NG, to
include random selection of SMs, urinalysis collection training, data management
and tracking the dispositions of positives, and anti-drug education. JSAP also
manages the Prevention, Treatment and Outreach (PTO) Program. This includes
prevention education to military members and military families, providing treatment
referrals as well as the data collection, management of Unit Risk Inventories,
Redeployment Risk Unit Inventories (RURI) and other related functions required.

2-5. State Joint Substance Abuse Program Officer (JSAPO).
The JSAPO wiill;
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a. Be appointed on orders and act as the Adjutant General's principal staff officer
for JSAP matters.

b. Complete the National Guard SA Manager& Training Course.
c. Coordinate the State's JSAP activities to include:
(1) Develop, coordinate, and recommend JSAP policies and procedures.
(2) Allocate State drug testing quotas.
(3) Provide periodic program evaluation to the Adjutant General.
(4) Submit required reports to NGB-J3-CDTT.

(5) Be responsible for management and maintenance of all JSAP records
and reports.

(6) ldentify state certified and/or approved counseling/treatment agencies
and ensure this information is made available to unit commanders for use
in the referral process.

(7) Serve as a member of the ADIC.

(8) Provide continuous assessment of the alcohol and drug environment
within the Stateds community that affect e

(9) Supervise the daily activities of the JSAPC.

(10) Implement and maintain these Standing Operating
Procedures/Operating Instructions (SOP/OI) IAW applicable regulations.

(11) Provi de over 3SARArmyandAirtSARNds.t at ed s
(12) Counterdrug Program Evaluation (CPE).
2-6. Joint Substance Abuse Program Coordinator (JSAPC).

The JSAPC will:
a. Complete the National Guard SA Manager® Training Course.

b. Perform day-to-day management of the s t a tJ®AB GArmy and Air) to include:
(1) Provide oversight and execution of SA funds.
(2) Supervise PTO in the development of prevention training and education.
(3) Manage state's JSAP automation programs.

5
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(4) Prepare random, 100%, and other test lists as necessary for use in
conducting the stateds urinalysis collect

(5) Conduct quality control inspections of urine specimens prior to shipping to
FTDTL.

(6) Prepare and conduct Unit Prevention Leaders (UPL)/ Drug Testing
Program Administrative Managers (DTPAM) training for unit personnel.

(7) Ensure timely submission of required reports to NGB-CD-SA.

(8) Track all separation actions and rehabilitation of drug positive soldiers to
ensure timely processing and completion of required actions.

(9) Counterdrug Program Evaluation (CPE).

2-7. Prevention Coordinator. (PC).

(1) Develop and implement prevention training and education
(2) Conduct and manage URI and RURI
(3) Provide treatment referrals, tracking of treatment progress.
(4) Become certified and maintain certification credentials in PTO duties.
(5) Counterdrug Program Evaluation (CPE) reports.
2-8. MACOM Commanders (ARNG only).

MACOM Commanders will appoint on orders, one full-time officer as the Alcohol and
Drug Coordinators (ADCOs) for each HQs, battalion and higher.

2-9. Alcohol and Drug Control Officers (ADCO) (ARNG only).
The ADCOs will:
a. Be a full-time officer appointed on orders to serve asthe Commander 6 s
principal staff officer for substance abuse issues.

b. Monitor and provide support to subordinate commanders in the processing of
soldiers that test positive.

c. Ensure drug prevention education is an annual requirement for unit members.

d. Provide periodic Substance Abuse Program (SAP) evaluations to the
commander.
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e.

Provide required reports to higher headquarters.

f. Ensure implementation of unit drug testing IAW this SOP.

2-10.

Commanders at brigade, group and battalion level (ARNG only).

Commanders will:

a.

2-11.
only)

Monitor the implementation of drug testing by their subordinate units IAW this
SOP.

Monitor and provide support to company and detachment level commanders
in the processing of Soldiers that test positive.

Appoint two (2) UPLs, an officer or non-commissioned officer (E-5 or above)
on orders as the UPL and ensure they are certified through the AL JSAP UPL
training. Training must be current, within 18 months.

Commanders of companies, detachments, and equivalent units. (ARNG

Commanders will:

a.

f.

Appoint no less than two (2) UPLs, an officer or non-commissioned officer (E-
5 or above) on orders as the UPL and ensure they are certified through AL
JSAP UPL training. Training must be current, within 18 months.

Implement unit drug testing IAW this SOP.

Conduct annual substance abuse prevention education for all Soldiers.

All members must receive a minimum of 2 hours annually. This is required
per AR 600-85. Enter sign-in roster in DTMS. (See Chapter 10 for additional
guidance.)

Ensure all newly assigned Service Members are briefed on JSAP drug testing
requirements and policies, to include the required prevention education.

Select personnel to perform duties as observers. Must be E5 and above.
Should be of high moral character, and trustworthy. Appointment orders not
required for observers.

Complete administrative separation process requirements as requested by the
JSAP in a timely manner.
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2-12. Unit Prevention Leaders (UPL) and Drug Testing Program
Administrative Managers (DTPAM) (Army and Air).
a. UPLs/DTPAMs will:

(1) Be appointed in writing by local unit commanders. At least one UPL or
DTPAM will be full-time (AGR or technician). As many UPLs or DTPAMs
as are necessary to conduct unit drug testing will be appointed and
trained. No less than 2 UPLS/DTPAMS will be appointed for each unit.

(2) Have no record of a positive drug test or civilian conviction for drug abuse
including possession or distribution. Recommend local background
checks on UPLs/DTPAMs. Contact our office for assistance.

(3) Conduct proper collection procedures to include chain of custody and
packaging. Administer the substance abuse program IAW this SOP.

(4) Maintain the unit's SAP records and reports, to include individual test
records.

(5) Advise and assist the unit commander in all aspects of the JSAP.
(6) Be E-5 or above.

b. UPLs/DTPAMs will not act as the UPL/DTPAM on a DD Form 2624 where
they are listed to be tested.

2-13. Wing Commanders (ANG only).

Wing Commanders will appoint, on orders, a full-time officer as Drug Reduction
Program Manager (DRPM) and as many DTPAMs as are necessary to properly
conduct the Wing's drug testing in accordance with AFI 44-120.

2-14. Drug Reduction Program Manager (DRPM) (ANG only).
The DRPM will:
a. Beaful-t i me officer appointed on orders to s
principal staff officer for substance abuse issues.

b. Monitor and provide support to subordinate commanders in the processing of
Soldiers that test positive.

c. Ensure drug prevention education is an annual requirement for unit members.
All members must receive a minimum of 2 hours annually. Submit sign-in
rosters, Annex T, Record Training Form.

d. Provide periodic SAP evaluations to the commander.

e. Provide required reports to higher headquarters.
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f. Ensure implementation of unit drug testing IAW this SOP.

2-15. Commanders of Wings, Squadrons, Flights and Geographically
Separated Units (GSUs) (ANG only).
Commanders will:

a. Direct unit drug testing be conducted IAW this SOP.

b. Ensure all unit members are subject to drug testing.

c. Ensure written orders for member notification are appropriately
acknowledged.

d. Ensure all members who are selected for testing report to the collection site
within the designated collection time.

e. Ensure the appropriate administrative action is taken on personnel who fail to
report for testing without a valid reason.

f. Appoint Trusted Agents possessing unquestionable integrity and
trustworthiness.

g. Appoint local unit level DTPAMs as necessary.

h. Appoint observers as necessary. Appointment orders not required for
observers.

i. Ensure that Operating Instructions (Ol) are prepared and implemented IAW
the Stateds Ol

2-16. Trusted Agents (ANG only).
Trusted Agents will:
a. Be appointed by the commander. (in writing)

b. Receive and maintain rosters of individuals selected for urinalysis testing.

c. Notify individuals selected for urinalysis testing no earlier than 2 hours prior to
the selected collection time.

d. Return the commander 6s notification | etter
annotations of those members notified, those not notified, those in leave
status, TDY, or on quarters (with return dates), and those flying or on crew
rest.
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2-17. Observers (Army and Air NG)
The observer will:
a. Be anindividual of unquestionable integrity, will be credible and, will:

(1) Have no Unfavorable Information File (ANG) or be flagged for adverse
actions (ARNG).

(2) Have no record of a positive drug test or civilian conviction for drug abuse
including possession or distribution.

(3) Be E-5 or above. Observer may be an E-4 only with prior written
approval. (Commander approval ARNG) (JAG approval ANG)
Using an E-4 observer applies to females only when there are no
other E-5 or above females present for duty.

@4 Directly observe the urine | eaving the me
specimen cup/bottle.

b. Read and sign the fAObdoandatéAmnexDResponsi bi l
c. Appointment orders not required for observers.
2-18. Alcohol and Drug Intervention Council (ADIC).

Each state will establish an ADIC.
a. The ADIC will function in an advisory capacity to The Adjutant General.

b. The ADIC will outline the state substance abuse prevention strategies and
evaluate the programbés effectiveness.

c. The ADIC will meet no less than quarterly.

The ADIC will provide the TAG with an ongoing assessment of the drug and
alcohol environment within the Alabama National Guard.

d. ADICs may also be established at MACOM levels to develop drug testing
policies and administrative processes for soldiers that test positive.

e. Cross Functional Oversight Committees will fulfill the responsibilities of the
ADIC at the Wing level, AFI 44-120 4.7.13.

10



ALNG-CD-JSAP 1 OCTOBER 2010
CHAPTER 3
Collection Process

3-1. General. The following steps are the standardized ALNG procedures for
collection, chain of custody and submission of urinalysis samples to the Joint
Substance Abuse Program (JSAP).

3-2. Army NG Procedural Steps. The JSAP will mail a package containing

required collectionformst o t he commander 6s home address at
a scheduled unit test. Included will be the selected list of service members, and

related preprinted drug testing registers, DD Form 2624s, bottle labels, and tamper

seals.

3-3. Air NG Procedural Steps. The JSAP will mail a package containing required
collection materials to the Drug Reduction Program Manager (DRPM) at least 2
weeks prior to a scheduled unit test. Included will be the selected list of service
members, and related preprinted drug testing registers, DD Form 2624s, bottle
labels, and tamper seals.

NOTE: The DRPM will be responsible for preparing letters of notification for
individuals selected for testing. (applies to AIR NATIONAL GUARD ONLY)

3-4. Testing Supplies.

a. A six month supply of testing supplies will be issued to all units at the
beginning of each FY (upon request). Units should request all testing
supplies by completing the online Unit Supplies Request Form at the
JSAP section on www.alabamacounterdrug.com. Allow 2 weeks for
requests to be processed. (Supplies are not sent automatically.)

b. Additional supplies must be ordered NLT 2 weeks prior to the testing
event.

c. The list of supplies is at Annex A.

3-5. Collection Procedures.

a. The unit commander, trusted agent or designated representative will:
AQ)Present the Commandepessnnebri ef to the
identified for testing, recommend doing this at first formation, See
Annex (B).
(2) Designate a collection point/holding area away from the
mainstream of unit activities.

11
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Collection Point is where you (UPL/DTPAM) are administering
the test, normally in the drill hall in close proximity to the latrines.

Holding Area is an area located as close as possible to the collection
area, but not too close to interfere with UPL/DTPAM duties. This area is for
personnel who have made attempts at providing specimens and unable to do so.
Holding Area must be monitored by an E5 or above.

(3) Ensure an adequate number of tables and chairs are
available and provide appropriate fluids to facilitate urination for the individuals
unable to provide a specimen.

(4) Designate observers, must be grade E-5 or higher.

(5) Direct personnel identified for testing to report to the designated
collection area.

b. The UPL and DTPAM will:
(1) Brief observers on their responsibilities, See Annex D.

(2) Brief individuals to be tested, See Annex C.

(3) Secure male/ female | atibDiumes. Pl ace
Testing Onlyodo signs on male/female | atr
supplies (Lysol, Clorox, etc). Items to remain: toilet paper, paper
towels, liquid soap.
(4) Ensure individuals providing urine specimens are directed to
remove excess garments such as uniform jackets, coats or sweat tops (flight suits
will have sleeves rolled up while providing specimen). The individual will then report
to the UPL/DTPAM with his/her military ID card in hand.
B)Take the i ndi vicdrd dfkthéisdividualldoes rtr y | D
have a military ID card an alternate, reliable method for verifying the SSN of the
individual isrequired. Begi nni ng June 2011, SSNo&s will no
Military ID cards. They will instead have a DoD ID number. Until the Drug testing
Port al i's upgraded to use DOD I D numbers on D
and bottl e | ab eslwglyerifyung 5SNwuginD DAFSMMA379 for ARNG
ANG will use Unit Manning Document and picture ID.
(6) SM WILL NOT SIGN THE TESTING REGISTER UNTIL AFTER
PROVIDING THE SPECIMEN.
(7) Remove the appropriate collection bottle from the box in front of the
indi vidual and replace it with the individual

12
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(8) Direct the individual to verify the information on the bottle label is
correct. UPL will write collection date (YYYYMMDD) on bottle label. If the
information is correct, the individual will then print their initials on the bottle label
before it is removed from the sheet of labels. His/her initials are verification that all
data on the bottle label is correct. The bottle label is then attached to specimen
bottle. DO NOT ALLOW SM TO SIGN THE LABEL. (UPL should NOT initial bottle
label in the UPL space until AFTER individual has provided specimen.)

(9) Have the individual visually inspect the inside of the specimen

bottle and collection cup to ensure it is empty, and free of debris. (do not allow
individual to place finger, pen, pencil, etc inside bottle or cup).

(10) Draw a line on the collection cup indicating minimum amount of
urine required (45ml) prior to giving it to the individual.

(11) Give the specimen bottle and collection cup to the individual in the
presence of the observer. EVERYONE GETS A COLLECTION CUP AND
SPECIMEN BOTTLE.

c. The Observer will:

(1) Ensure the individual keeps the specimen bottle and cup in full view
of the observer until it is returned to the custody of the UPL/DTPAM. AT NO TIME
WILL THE OBSERVER TAKE CUSTODY OF THE URINE SPECIMEN (physically
touch or hold the bottle or the cup).

(2) Follow the individual to a secure latrine while keeping the collection
cup and specimen bottle in sight at all times.

(3) Direct the individual to rinse his/her hands with WATER ONLY and
dry hands thoroughly. NO SOAP OR LOTIONS WILL BE USED BEFORE THE
SPECIMEN IS PROVIDED.

(4) Direct the individual to move to the urinal/toilet. Position the
individual to ensure direct observation of the flow of urine from the body into the
collection cup. Ensure the individual fills the collection cup with a minimum of 45 ml
(approximately half full).

(5) Not allow the individual to remove the cap of the bottle until the
urine is ready to be transferred from the collection cup to specimen bottle. If the
individual should drop or otherwise compromise the bottle cap; that cap will be
discarded and a new cap will be taken from another bottle.

Note. If less than 45ml of urine is collected, the entire specimen and the bottle will
be destroyed. The individual will be sent to the holding area until he/she can provide
a full specimen. Procedure will begin at step (8); original entries on the DD Form
2624 and Unit Register may be utilized for the second specimen collection.
However, a new bottle label must be initiated if the original becomes unusable.

13
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HOLDING AREA: This is an area contained immediate to the testing/collection
area. Itis a controlled environment, and must be monitored. The Cdr/1SG will
designate an E5 or above to be the Holding Area NCO to ensure
Soldiers/Airmen are drinking fluids every 30 minutes, and are not attempting
to use the latrine without being observed, which will delay the collection
process. Holding Area should have available fluids and cups to facilitate the
voiding process, i.e. water, coffee etc.

(6) Direct the individual to open the specimen bottle and pour the
urine from the cup into the bottle. The individual will recap the bottle in full view of
the observer. The observer will watch this entire procedure.

(7) Direct the individual to wash his/her hands with soap after
recapping the specimen, setting the specimen aside, but in full view of both the
individual and the observer.

(8) Direct the individual to carry his/her sample back to the collection
table. The individual will hand the bottle containing his/her specimen to the
UPL/DTPAM. The observer is relieved of responsibility when the UPL/DTPAM has
taken custody of the sample from the individual and the observer has signed the
testing register.

d. The UPL and DTPAM will:

(1) Take custody of the specimen; verify that the bottle cap is secure,
and that the bottle does not leak. Observe the specimen6s appearance and
temperature for abnormalities. A cold sample may indicate adulteration. If
adulteration is suspected, secure the specimen, order the individual to stand fast
and notify the commander. See Chapter 4, paragraph 4-5c.

(2) If adulteration is not suspected-Place tamper resistant tape across
the bottle cap and label. Care must be taken not to cover any of the writing on the
label or obscure any portion of the label. See Annex (F) for correct placement of
tamper seal.

(3) Initial the specimen bottle label in the UPL space in full view of the
individual and observer. The UPL/DTPAM initials signify that he/she has received
the specimen from the individual, checked the specimen for adulteration, ensured
the cap was secure, and placed tamper evident tape across the cap. Return the
bottle to the collection box,andr et ri eve the individual és | D

(4) Direct the SM to sign the testing register verifying that he/she
provided the urine in the specimen bottle, and that he/she observed the specimen
being sealed with tamper evident tape, then placed into the collection box. The ID
card will be returned, and the SM is released.
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(5) Ensure the observer signs the testing register verifying that they
complied with collection procedures, and observed the individual during the
collection process. NOTE: OBSERVER MUST SIGN FOR EACH SM OBSERVED.

(6) Repeat this process until all specimens have been collected.

(7) Once all samples are collected, conduct quality checks on DD
Forms 2624, testing registers, and bottle labels. Ensure the DD Forms 2624 and the
bottle labels are completed correctly.

(8) Complete the backside of the DD Forms 2624 detailing custody of
the specimens from the time of collection to the time of delivery to JSAP Office or
until placed in the United States Postal Service (USPS) or other mail carrier to the
JSAP Office. See Annex (G).

(9) If unable to immediately transport specimens to the JSAP Office or
USPS, the specimens, and all drug testing related forms will be placed into safe
storage, as described in Chapter 6 of this SOP.

NOTE: Any correspondence must be addressed to the Joint Substance Abuse
Program (JSAP) at

Mailing address:

AL NG Counterdrug Program
ATTN: JSAP

P.O. Box 3711

Montgomery, AL 36109-0711

Street address:

AL NG Counterdrug Program

ATTN: JSAP

1750 Congressman W.L. Dickinson Drive
Montgomery, AL 36109

Contact Numbers:
334-213-7649 JSAPO
334-274-6301 JSAPC

334-274-6302/6303 JSAPC Assistants
334-274-6316 Prevention Coordinator
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CHAPTER 4
Failure to Produce a Specimen or Adequate Quantity

4-1. General. The toxicology laboratory will only test specimens that contain a
minimum of 45 ml of urine, which is approximately half of a specimen bottle.

4-2. Procedural Steps.

a. Prior to directing the individual to the latrine, he/she should be asked if
they are prepared to provide at least 45 ml of urine. This should eliminate the
majority of problems in producing a quantity sufficient to test.

b. If the individual is unable to produce a specimen after entering the latrine,
he/she must notify the observer. The individual should not UNCAP the bottle until
urine is ready to be transferred from the collection cup to the bottle. (All personnel
will be given a collection cup and specimen bottle). The individual and the observer
will then return to the collection table and the individual will return the bottle to the
UPL/DTPAM. A new collection cup will be issued to the individual each time an
attempt is made until specimen is provided. The UPL/DTPAM will return the bottle
to the batch (box) and retain the individual 6
the holding area (see Chapter 3, para 3-5 ¢ for Holding Area guidance). When the
individual is able to provide a specimen he/she will verify the SSN, initials and date
on the bottle label are correct. Repeat steps in Chapter 3 for collection.

c. If the individual is unable to produce a full specimen (45 ml) after a
reasonable amount of time, the individual will notify the observer. The observer will
direct the individual to pour the urine from the collection cup down the urinal/toilet.
The specimen bottle will then be returned to the UPL/DTPAM to be placed back in
the batch box. Remember, the specimen bottle should not be uncapped until
the cup has been filled with sufficient urine to be transferred to the bottle.

d. The individual will then return to the holding area until he/she can provide a
specimen. When the individual can provide a specimen he/she will continue with the
process, utilizing a new collection cup. The same specimen bottle may be used if it
was not used in previous attempts. Prepare a new label if new bottle is being used.

e. If after a reasonable amount of time the SM cannot or will not provide a
specimen, the UPL/DTPAM will inform the commander of the situation. The
commander will remind each SM in the holding area that they must provide a sample
before they can be released from duty. Commanders should also inform the SM that
failure to provide a sample will result in the initiation of the Administrative Separation
Process based on disobeying a direct order, See Annex B. An_individual will not
be released from duty that day until a specimen has been provided.

16



ALNG-CD-JSAP 1 OCTOBER 2010

f. Ensure SMis drinking authorized fluids (8 0z) every 30-45 minutes to
facilitate the urination process.

4-3. Refusal to Provide a Specimen.

a. If the individual refuses to provide a specimen, the UPL/DTPAM or NCOIC will
remind the individual that during the unit commander's brief, the commander (or
commander's representative) issued a direct order to all SMs to provide a specimen
for the purpose of a biochemical urinalysis drug test.

b. If the individual still refuses to provide a specimen, the UPL/DTPAM or NCOIC
will notify the SMco mmander . The individual s chain of
direct order to provide a specimen in accordance with NGR 600-85/AFI 44-120. If
the individual refuses, it is a violation of a direct lawful order. Violation of a lawful
order is subject to disciplinary action IAW appropriate regulations, for Unsatisfactory
Performance.

c. Individuals should be counseled on DA Form 4856, Developmental Counseling
Form (ARNG) or Letter of Reprimand (LOR) (ANG). The DA Form 4856 or LOR and
a memorandum of record from the commander explaining the situation must be
forwarded to the JSAP Office along with the samples collected. These SMs will be
processed for unsatisfactory performance.

d. If an SM requests to be excused from a drug test due to an emergency, the
commander and or the 1SG must confirm the emergency. If the SM can not provide
a sample before leaving they must provide a sample immediately upon return to
military duty (the very next drill). C o mma n dverificatidn of emergency must be
submitted with specimens.

e. If an SM is unaccounted for at the end of the day without providing a
specimen, the commander must report this to the JSAP office using the
commander 6 s st at.elhseSMtwill betprookssed ok unsatisfactory
performance.

4-4. What To Do About Specimens Identified As Adulterated

The following procedure should be utilized when a specimen is identified as possibly
adulterated by the FTDTL.

a. The JSAPO will inform the commander to conduct an additional drug test
on the SM and the observer in question as soon as possible.

b. If the commander chooses to have further testing of the possible
adulterated specimen, coordination must be made through the JSAP office.
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c. If a SM provides a specimen to the UPL that indicates possible
adulteration during collection, the UPL will immediately notify the commander. This
specimen will be destroyed and the commander must determine if another observer
should be assigned before another specimen is provided.

d. UPL should document all incidents as above on the Incident Report and
submit to the JSAP office, see Annex M.
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CHAPTER 5
Verification / Corrections

5-1. General. After completion of the drug urinalysis collection, and prior to the
packaging of the specimens for shipping, the UPL/DTPAM will review the Drug
Testing Registers, DD Forms 2624 and specimen bottles to ensure all blocks are
completed IAW this SOP, all dates and SSNs match, all signatures and initials are
completed, and that all specimens are sealed with tamper evident tape.

a. The UPL/DTPAM will ensure the ORIGINAL DD Forms 2624 and Drug
Testing Registers are shipped with the specimens to JSAP.

b. The UPL/DTPAM will ensure one completed copy of Drug Testing Program
(DTP) Working Copy (sent to the commander with preprinted forms) is returned
with the specimens to the JSAPC. Transfer attendance codes from DA Form
1379/Attendance Roster onto Working Copy. Do not leave anyone blank.
Commanderd signature (cannot be delegated) is required on this form.

c. The UPL/DTPAM will ensure one completed copy of the Unit Drug Testing
Report/ Commander 6s Certificate is Peturned w

5-2. Corrections.

Correction products such as Liquid Paper, White Out and other items that
cover up errors cannot be used and will not be accepted. If documents or
bottle labels are received with any correction type products, specimens WILL
BE REJECTED.

The following are the ONLY 2 methods of correction.
a. Only the UPL can make corrections on the Drug Testing Register, DD
Form 2624, or the specimen bottle label.

1) Line through (draw a single line) through the
incorrect information. (see figure 5-1)

2) NEVER write over any number or letter.

2) Write the correct information directly above the
incorrect information. (see figure 5-2)

3) Place your initials and the date, close to the
line through. (see figure 5-3)

4) The example in Figures 5-1 through 5-3 shows a correction on a
date. The date was written as 20050929. It was corrected to read
20040929.
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4 4 abg20040929
20050929 20080929 200560929
Fig 5-1 Fig 5-2 Fig 5-3

b. Certificate of Correction.

Certificate of Correction (original) must accompany ALL DD Forms 2624 and
specimen bottle labels that require corrections. (see note below).

1) The certificate of correction will be filled out noting the incorrect
information as it now reads and the correct information as it should read.

2) The certificate of correction will be signed and dated by the
UPL/DTPAM and verified by the commander or his/her representative.

3) The certificate of correction will be used when corrections cannot be
made neatly on the bottle label, DD Form 2624 or drug testing register.

4) A Certificate of Correction is at Annex K.

NOTE: If correction is made as stated in 5-2 a, certificate of correction is not
required.
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CHAPTER 6
Packaging / Specimen Storage /Shipping

6-1. General. After completion of the drug urinalysis collection, the following
procedures MUST be adhered to.

IT IS IMPERATIVE FOR UPLS/DTPAMS TO ENSURE THE JSAP RECEIVE THEIR
SPECIMENS AS QUICKLY AS POSSIBLE AFTER THE COLLECTION DATE.

SPECIMENS RECEIVED TOO LONG AFTER COLLECTION ARE SUBJECT TO
BEING REJECTED.

a. Ensure that each specimen collected is forwarded to the JSAP the first
business day after collection. Specimens should be placed in the mail the first
business day after collection.

b. Specimens may be delivered to the JSAP, but prior coordination is
required. Contact the JSAP at 334-274-6302/6303.

c. Specimens will only be placed in safe storage when absolutely necessary.
The safe storage area will be a restricted access area that meets the regulatory
requirements of AR 600-85, dated 2 February 2009, Appendix E-10.

d. If storage is required, block 12, on the back of the DD Form 2624 will be
completed IAW with this SOP, refer to the forms section of this chapter (DD Form
2624 back). Proper annotation must include the building number or location
as appropriate. (Example:A UPL/ DTPAM pl aced specihAnens
Wallace, Room 128.9

6-2. Packaging and Shipping.

a. STEP 1-Mail to JSAP with specimens:

ORIGINAL-Drug Testing Register, DD Form 2624, Certificate of
Correction (if applicable), DTP Working Copy, Observer Waivers, Discrepancy
Forms, copy of Observer Memorandum.

Retain for unit files (Inspection items):
COPY- Drug Testing Register, DD Form 2624, Certificate of Correction
(if used), DTP Working Copy, Observer Waivers, Discrepancy Forms. Observer
Memorandumes.
b. STEP 2
1) Prepare a #10 business envelope as follows for

each box of specimens:
21
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Annotate Unit/Wing Identification Name on the front of envelope
in large print as illustrated below:

62"° Troop
Command

2) Close envelope after enclosing (do not seal):
(a) ORIGINAL DD Form 2624
(b) ORIGINAL drug testing registers

(c) ORIGINAL Certificate of Correction (if
used)

(d) DTP Working Copy (completed) Original, with cmdr signature
(e) Observer Waivers (if used)
(f) Incident Report Forms (if used)
(g) Observer Memorandums (must have)
c. STEP 3

1) Ensure specimens are placed in the box in the
correct position, see Figure 6-1.

2) If placing multiple batches in the same box then
see Figure 6-2.

3) REMOVE ALL UNUSED SPECIMEN BOTTLES AND KEEP AT
UNIT. Do not turn them in with specimens.

d. STEP 4

1) Prepare an individual box of up to 12 specimen
bottles as follows:

(a) Remove any staples in the box and tape the
bottom closed.
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Specimen
Number 1

1 OCTOBER 2010

DO NOT USE DUCT OR NYLON TAPE

/ﬂ
[ =7/

L

Check & Remove Any Staples

(b) Ensure all specimens are in the box, place at
two (2) absorbent packets in box. Close box (short extensions first).

i"’ L .‘1.
IJ"L. a..
1.

41

Absorbent pouches

4

/

(c) Seal with masking tape or shipping tape around entire length of box
covering center of box over crack left by joining lengthwise flaps of box.

Mailing Tape

i

y

;

e. STEP 5

1) After the box of 12 specimen bottles are properly packaged, continue as

follows:

(a) Place prepared #10 business envelope on top of
box (Original documents enclosed, inside a leak-proof bag).

(b) Tape with shipping or other suitable tape.
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(c) Place box in mail pouch (water proof bag and seal).
2) If more than 1 box, then place in a large shipping box.
f. STEP 6

1) Prepare large shipping box (with individual specimen boxes inside) if
required. There are no specific taping instructions for the larger box.

2) Prepare either the large box or individual small
boxes for shipment. Additional wrapping instructions will depend upon the courier
utilized.

g. If using a larger box to mail smaller boxes, BE SURE to place the
specimen boxes in an UP RIGHT POSITION and mark the outside of the mailing
container which way is UP.

h. Do not place specimen boxes on their sides in larger boxes when packing
them to ship or transport to the JSAP. The specimen containers are subject to

leaking!
i. STEP 7

1) Affix a label in top left corner of box, address box to:

Mailing address:

AL NG Counterdrug Program
ATTN: JSAP

P.O. Box 3711

Montgomery, AL 36109-0711

Street address:

AL NG Counterdrug Program

ATTN: JSAP

1750 Congressman W.L. Dickinson Drive
Montgomery, AL 36109

DO NOT LABEL OR MARK THE OUTSIDE OF ANY BOXES
OR ENVELOPES A CONF | DE N TTHATULSONOT
REQUIRED OR AUTHORIZED.
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FIGURE6-1

NUMBERING METHOD FOR URINE BOXES

Box lid must be marked to reflect the bottles in the box using the specimen number
(lowest to highest). Box will not be sealed until final inspection by UPL/DTPAM. DD
Form 2624 (completed and verified) will be folded and placed in envelope and secured

to the outside of the box. Each box will contain samples as numbered one to twelve.

Subsequent boxes will be labeled as batch number 2, 3, etc.

Box
Flaps

]

!

Box

Flaps

l

Long

Flap

BATCH 01
S ISDIED
[
e | o7
Pp 2]+

Box Flap

Short Flap

NOTE: Numbers on bottle caps
and box flaps are optional.
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FIGURE 6- 2

NUMBERING METHOD FOR URINE BOXES FILLED WITH MULTIPLE BATCHES

Box lid must be marked to reflect the bottles in the box using the specimen number
(lowest to highest). Box will not be sealed until final inspection by UPL/DTPAM.

DD Forms 2624 (completed and verified) will be folded and placed in an envelope

and secured to the outside of the box. Each box will contain samples as designated by
Batch and Specimen number.

Box Box

‘s H BATCH BATCH?| 7o
I 01 02 03 I

01 j 02 03

1111

vy
>
-
@)
I

Long
Flap

9006

Short Flap
a“—

NOTE: Numbers on bottle caps
and box flaps are optional.
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CHAPTER 7
Inventory Management

7-1. General. Units will receive required collection supplies from the JSAP. Initially
units will receive a package containing bottles, cups, gloves, absorbent packs.

7-2. Collection Supplies.

a. Initially, units will receive 6 months worth of testing supplies. Supplies will
not be sent to units automatically. UPLS/DTPAMs must request needed items by
completing the request form at www.alabamacounterdrug.com, UPLS/DTPAMsS may
coordinate picking up the supplies from the JSAP or the supplies may be shipped by
USPS.

b. Quantities will be sufficient to complete the assigned objective.

c. Rotate your inventory using the "First In First Out" (FIFO) inventory
management method.

d. Secure supplies with limited access (UPL/DTPAM/Commander).

e. Store supplies in an environmentally appropriate area (do not store in a
conex or cold/hot/moist area).

f. Compliance inspection by the JSAP will occur during scheduled training
support visits.

g. As supplies deplete, be sure to request additional supplies online at
www.alabamacounterdrug.com at the JSAP page. Allow two (2) weeks for JSAP
personnel to process online requests.
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CHAPTER 8
Forms
8-1. General. All forms for scheduled tests will be pre-printed by the automated
drug-testing software. This will include the Drug Testing Register, DD Form 2624,

Working Copy and the specimen bottle labels.

8-2. Required Forms: In order to complete drug testing, a DD Form 2624, a Drug
Testing Register, bottle label and tamper proof sealing tape is required.

8-3. Manual completion of these forms are the same as the preprinted ones with the
exception of barcodes. For an example of a manually completed Drug Testing
Form, DD Form 2624 and bottle label, see Annex G.
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CHAPTER 9
MANDATORY PERSONNEL TESTING

9-1. General: Mandatory testing is required for all General Officers, AGR
personnel, military police personnel, aviators, aviation maintenance personnel,
counterdrug personnel, and anyone who routinely carries a weapon. All personnel
who are mandatorily tested are not exempt from additional random testing as part
of the ongoing deterrent testing conducted during the year. All personnel in these
categories must be 100% tested by the end of each fiscal year.

9-2. SMs not tested: If any SM cannot be tested during the designated period due
to TDY, medical leave, ordinary leave, emergency leave, deployments etc, the
supervisor/UPL/DTPAM must submit orders or DA Form 31s/Leave to the JSAP
office to justify the SM not being tested. These SMs should be tested immediately
upon returning to duty.

9-3. All specimens and documentation for SMs tested must be delivered or mailed
to the JSAP office the first business day after collection.

9-4. If the UPL is in the group to be tested, they cannot complete any information on
the DD Form 2624 or the drug testing register and bottle label where their name
appears for drug testing. These UPLs must be prepared on separate registers and
DD Forms 2624 and bottle labels using a different UPL.

1 You may test anyone on military duty, i.e., AGR, ADSW, AT, IDT, Title 10, or Title
11, but you must NOT test anyone in a technician or non-military status. If a
technician presents with behavior that the commander feels it is hecessary to
conduct a drug test, immediately place the technician in IDT status and proceed with
testing.

9 If someone is not present, notify and test them when they return to duty.

9-5. Deployment Testing. Per ALARACT Message DTG 0604261303Z "Drug
Testing During Deployments”. ALL COMPANY AND LARGER UNITS WILL
DEPLOY WITH TRAINED UNIT PREVENTION LEADERS (UPLS) AND ENOUGH
DRUG TESTING SUPPLIES TO TEST 100% OF THEIR ASSIGNED STRENGTH.
UNITS SMALLER THAN COMPANY SIZE WILL RECEIVE DRUG TESTING
SUPPORT FROM THE NEXT HIGHER UNIT IN THEIR CHAIN OF COMMAND.
The Army Center for Substance Abuse Program (ACSAP) has a Deployed
Commanders UPL Guide and may be downloaded from their website at
https://sso.acsap.hqda.pentagon.mil/sso/pages/index.jsp.

a. Deploying UPLs should contact JSAP for priority seating on training.
b.  Deploying UPLs should ensure supplies are ordered and received prior
to mobilization.
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Chapter 10
PREVENTION, EDUCATION, AND TRAINING PROGRAMS

10-1. Purpose:

This SOP provides the procedures and responsibilities for establishing and
maintaining a Joint Substance Abuse Prevention Program and establishes the
policies and procedures for educating and training the service members and family
members within the Alabama National Guard Military Community.

10-2. Applicability:
This SOP applies to the Alabama National Guard Joint Substance Abuse Program
Staff which includes the Prevention Coordinator (PC), Commanders, certified Unit
Prevention Leaders (UPLs)/Drug Testing Program Administrative Managers
(DTPAMSs), and any other personnel temporarily or permanently assigned to perform
substance abuse prevention activities or education/training for the Alabama National
Guard Military Community.
10-3. References:

A. AR 600-85, Army Substance Abuse Program

B. DoD Directive 1010.1, Military Personnel Drug Abuse Testing Program

C. DoD Instruction 1010.16, Technical Procedures for Military Personnel Drug
Abuse Testing Program

D. ADCO, PC, EAPC, and IBTC Guidebooks, published by ACSAP

E. Army Center for Substance Abuse Reogr ams
and UPL Urinalysis Collection Handbook.

F. Army Center for Substance Abuse Programs (ACSAP) Standing Operating
Procedures for Installation/Community/Area Support Group Collection, Handling,
and Shipping of Urine Specimens.

G. FORSCOM Reg 600-85, Urinalysis Testing Policy.

H. FORSCOM 600-2, Alcohol and Drug Abuse Prevention and Control Program,
15 June 1994.

I. TAG Policy Letter, dated 1 October 2010.
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10-4. Responsibilities:

The responsibilities listed below are not all inclusive, only the responsibilities
associated with prevention activities are listed.

A. Prevention Coordinator (PC):

1. Promote JSAP services using marketing, networking, and consulting
strategies.

2. Ensure all military personnel are provided prevention education/training
services (that is, a minimum of two hours annually for m-day and four hours annually
for full-time military personnel.)

3. Maintain liaison and coordination with the unit-training personnel to assist in
integrating the preventive education/training and training efforts into the overall
program.

4. Design, develop, and administer target group-oriented alcohol, and other
drug prevention education/training and training programs in coordination with the
JSAP staff and other prevention professionals.

5. Maintain liaison with schools serving military family members, civic
organizations, civilian agencies, and military organizations to integrate the efforts of
all community preventive education/training resources.

6. Oversee the UPL/DTPAM training program.

7. Maintain lists of available continuing education/training and training courses
and workshops.

8. Address military community risk levels, and work toward reducing the risk
factors.

9. Maintain a resource library of lesson plans, presentations, videos,
pamphlets, posters and other promotional and training materials.

10. The PC should interface with the ACSAP public and private portals
(websites) at least weekly to keep abreast of new products, trainings, and news
articles.

B. Unit Commanders:
1. Appoint two officers or noncommissioned officers (E-5 or above) on orders

as the primary and alternate UPLs/DTPAMs who will be certified through the
required UPL/DTPAM training.
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2. Implement JSAP prevention and education/training initiatives addressed in

AR 600-85. All Service Members will receive a minimum of 2 hours of alcohol and

other drug awareness training per yeatr.

3. Ensure all newly assigned Soldiers/Airmen are briefed on JSAP policies
and services.

4. Maintain liaison with JSAP personnel.
5. Maintain JSAP elements while deployed, to the maximum extent possible.
6. Support positive and non-attributional approaches to Soldier risk reduction.

7. Work with the PC in designing and effecting prevention and intervention
approaches.

8. Assess programs and provide feedback to the Prevention Coordinator for
program improvements.

C. Unit Prevention Leaders (UPL)/Drug Testing Program Administrative
Managers (DTPAM):

1. Design, implement, and evaluate the unit prevention plan, and coordinate
withthe PCtointegrate t he unit plan into the community?o:
prevention plan.

2. Assist in briefing of all new unit personnel regardingc o mmander 6 s testin
program and JSAP policies and services.

3. Inform the commander of the status of the JSAP and of trends in alcohol
and other drug abuse in the unit.

4. Develop, coordinate, and deliver informed prevention education/training
and training to the unit.

5. Develop command support for prevention activities by establishing an
open, honest, and trusting relationship with the unit commanders and subordinate
leaders.

6. Advise and assist unit leaders on all matters pertaining to the JSAP.
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10-5. Training and Education
A. JSAP Staff Training

1. Sustaining and improving the skills and proficiency of the JSAP staff
requires continuing professional development training programs that meet the
complex technical needs of the entire staff. The entire staff should seek out
professional development opportunities within the substance abuse community to
include on-line courses, professional workshops, seminars and the ACSAP annual
conference.

2. ThePC(s)wi I I at a mi ni muADCQ/EAPEQ AriedalioB AP 0 s
course and will begin the PC certification process through ACSAP as soon as
possible. PCswillatt end ACSAPOs ann ufduhds &«&€avalable.k s h o p ,

B. UPL/DTPAM Certification and Training

The training and certification of UPLs/DTPAMSs is of paramount importance to
the Alabama National Guard Joint Substance Abuse Program. UPLS/DTPAMSs are
expected to be the Commander 6s subject matter
Substance Abuse Program (JSAP), conduct flawless urinalysis collections, provide
alcohol and other illicit drugs training to the unit, and assist the Commander in
running his/her drug testing and prevention programs. In order for the UPL/DTPAM
to accomplish this mission, he/she must receive the best possible training and
education that the JSAP can provide.

1. The PC has a large role in the training of the UPL Certification Course and
will ensure the course be taught on at least a monthly basis.

2. UPLs/DTPAMs will be re-certified every 18 months.

3. Tracking of UPL/DTPAM certification is the responsibility of the PC.
C. Service Members Substance Abuse Awareness Training

IAW AR 600-85 and TAG Policy Letter, every Soldier /Airman is required to
receive two hours (four hours for full time members) of substance abuse awareness
training each year. The PC is responsible for ensuring that this training is
conducted, recorded, and then reported to the appropriate authority; but the primary
mode of delivery is through the UPLs/DTPAMSs. All training provided will have
objective measures of performance as required by DoD.
D. Other Substance Abuse Awareness Training

1. Newc omer 6 si The UPe/DTIPAN il give the newcomers briefing
each drill as needed at the unit.
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2. Command courses i The PC will coordinate and provide instruction at
command courses if possible. The JSAP staff will ensure that Commanders are
briefed on the JSAP policies, procedures, programs and POCs.

3. Unit/special requests I Commanders may request that the PC conduct a
block of instruction on a particular substance abuse topic as part of their two-hour
requirement. The PC will make every attempt to support special events and unit
trainings, but commanders must also be informed that their UPLS/DTPAMs are the
primary trainers, and that the JSAP is not staffed to provide two hours of training to
each unit each year.

4. Family member training - The commander and UPL/DTPAM will attempt to
have family members included in prevention education events. The Alabama
National Guard JSAP will provide substance abuse training events in coordination
with agencies for spouses and children.

5. All substance abuse awareness training will be recorded on the Training
Record Form (Annex T).

E. Training Calendars

The JSAP will maintain a working long-range calendar. This calendar will list
campaigns, inspections, and scheduled training events. The staff will utilize long
and short-range calendars when planning events to prevent scheduling conflicts.
Campaigns, inspections, and other community events should be submitted to
JSAPC for addition to the JSAP training calendars. Remember that when
scheduling certain activities and training locations reservations may be required up
to six months prior to the event occurring.

F. Training Rosters

The PC will ensure that a record is maintained of all substance abuse training.
UPLs/DTPAMSs will provide the PC with a Training Record Form (Annex T) and
ensure that sign-in rosters will be utilized for all Prevention Education/Training. Sign-
in rosters should be used to upload all Substance Abuse Prevention
Education/Training into the Digital Training Management System (DTMS).

10-6. Prevention Program - Developing a Prevention Plan
A. Needs Assessments

To develop a comprehensive prevention plan, the Alabama National
Guard JSAP must conduct thorough needs assessments. These
assessments will be used to identify priorities and prevention needs, provide
specific information on the nature and extent of high risk behaviors present,
direct effective use of resources, provide data, and determine gaps between
what is and what should be. An assessment should be conducted and
updated when new data becomes available.
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B. Resource Assessment

The best prevention, intervention strategy or plan will not work without
resources. A resource assessment should be completed along with the needs
assessment to identify available funds and personnel to conduct prevention
activities. The assessment should take into account other qualified personnel or
agencies that can provide training or assist in prevention activities.

C. Prevention Goals and Milestones

For each prevention/education need identified, the staff will identify a goal to
meet the prevention/education need. The goals will be achievable, measurable, and
specific enough to drive action or action planning, adequate to meet the issue
addressed, and consistent with the values/traditions of the community. Once goals
are established then strategies and milestones will be developed to assist in meeting
the established goals.

D. Evaluations

Classes and courses will have student critiques and all prevention plan
activities will have established objective measures of performance to determine their
effectiveness. The prevention staff will review the critiques and performance
outcomes and make adjustments to activities and courses if needed.

E. Networking

The JSAP prevention staff will establish working relationships with other
prevention agencies both military and civilian. In addition, the staff will develop
relationships to illicit support for the JSAP with other community organizations.

F. Marketing

It is imperative that personnel know where the JSAP is located, the services
provided, and activities scheduled.

1. The prevention staff will place campaign and substance abuse
posters and pamphlets in centralized locations to provide access by the
majority of the population.

2. In addition, if quantities are sufficient, each company sized unit and
civilian organization will be provided copies of posters and pamphlets for
their common areas and bulletin boards.

3. All posters and pamphlets will have business cards or POC
information on them.
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4. Major activities will be advertised through various means such as
newspapers, messages from the installation commander to all
commanders, posters and other promotional vehicles.

G. Alcohol and Drug Intervention Council (ADIC)

The JSAP staff will be represented at all ADIC meetings and elicit support
and provide support to other agencies in the consolidated effort to reduce high-risk
behaviors in the Alabama National Guard. The PC and JSAPC should attend ADIC
meetings.

10-7. Unit Prevention Plan

1. In order to prevent and/or reduce the problems associated with drug and
alcohol abuse, your unit must have a prevention plan. The Unit Prevention Plan
(UPP) is a well-written, comprehensive document that will address substance abuse
issues in your unit. Given that time is a restricting factor in your duties as a
UPL/DTPAM, it is important to remember the following when working with the JSAP
staff to create the prevention plan:

a. There is no single effective approach to prevent substance abuse.

b. Those who are directly involved with prevention efforts should be included
in developing the prevention strategy (i.e. the commander, the UPL/DTPAM , and
the JSAP staff).

c. Unit prevention programs should be part of a larger effort to create a
healthier community.

2. Unit Prevention Plan Guidelines. In order to make the most of time regarding
prevention efforts, it will be helpful to adhere to the following guidelines:

a. Coordinate and talk with your JSAP staff members for information and
ideas for training about substance abuse. Your installation JSAP office should have
some of the following resources available to assist you with your unit prevention
efforts:

(1) Multimedia prevention and education products can be obtained from the
PC.

(2) Prevention services to assist with early identification and referral of
Service Members before their military careers are in jeopardy.

(3) Social Marketing Giveaways educate and inform Service Members

about problem issues and programs available to address their needs (such as
posters, flyers, buttons, pens, etc.).
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b. Increase knowledge and raise awareness.

(1) You will want to keep Service Members informed about substance
abuse related issues through various means; such as, the unit bulletin board,
newsletters, email messages, and referring soldiers to various materials and
resources available to them.

(2) You may also want to participate in national campaigns such as Red
Ribbon Week or 3D Month in order to increase awareness and have access to
various substance abuse prevention materials.

c. Assist in building social/life skills through training and education. This
training can address areas such as avoiding negative peer influence, DUI education
and decision-making. Remember, a plan is merely a technique used to obtain a
positive outcome or situation. Effective prevention planning requires creativity,
organization, and community-wide commitment and support.

3. How to Write Your UPP

a. The UPP will be part of your Unit Substance Abuse Program SOP. The
UPP should address the following issues:

(1) The minimum amount of required training on substance abuse that will
be provided to all Service Members in the unit, with available resources and SMEs;
(The DA requirement is 2 hours) this is Universal Prevention.

(2) Unit Bulletin Board requirements: such as the location of the bulletin
board and frequency that it must be updated.

(3) Frequency that the UPL/DTPAM will check with the JSAP to obtain new
information and/or pamphlets on substance abuse issues and drug and alcohol-free
activities.

(4) A Risk Reduction Program, or how the commander identifies potential
and real substance abuse trends.

(5) How the commander identifies high risk populations within the unit for
additional training (ex: URIs/R-URIs); Selective Prevention.

(6) Minimum unit urinalysis collection requirements.

(7) Minimum unit rehabilitation testing requirements and procedures;
Indicated Prevention

(8) How the unit will support the local JSAP during prevention campaigns
etc.
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(9) De-glamorization of alcohol and/or alcohol alternatives at unit events.

(10) The UPP must include all MACOM and installation substance abuse
requirements.

b. To assist in meeting DA and course requirements ACSAP has developed a
modifiable Unit Substance Abuse Program SOP that includes a modifiable Unit
Prevention Plan. To download a copy of the SOP, go to the ACSAP website at
www.acsap.army.mil.

10-8. EXAMPLE UNIT PREVENTION PLAN:
A. Training.

1. The Primary UPL/DTPAM in coordination with the commander and the
training NCO will ensure that a minimum of 2 hours of substance abuse awareness
training is scheduled and delivered to all Service Members. The UPL/DTPAM will
discuss training subjects with the commander and the JSAP prior to training dates.

2. The UPL/DTPAM will assist the commander in briefing each n