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5 December  2003

STANDING OPERATING PROCEDURES

MILITARY URINALYSIS DRUG TESTING PROGRAM

1.  PURPOSE:  This SOP provides the protocol and responsibilities for the secure handling of urine specimens by commanders, ASAP IBTC, Asst IBTC, certified UPLs and observers. 

2.  APPLICABILITY:  This SOP applies to all qualified personnel assigned to Fort Benning or tenant units who utilize the ASAP.  This SOP does not, however, create any entitlement in personnel tested and deviating here from will not render any testing invalid except as determined by law.  Deviation from or modification of the procedures set forth in this SOP is not authorized without the approval of the ADCO and SJA.  Requests for authority to deviate from, supplement, or modify any procedure set forth in this SOP may be submitted for consideration to the ADCO. 

3.  REFERENCES:

a.  AR 600-85, Army Substance Abuse Program, 1 October 2001.


b.  Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001.

c. Army Center for Substance Abuse Programs (ACSAP) SOP for Installation/Community/Area Support Group Collection, Handling, and Shipping of Urine Specimens, 15 November 2001.

d.  TRADOC Supplement 1 to AR 600-85 Army Substance Abuse Program, 29 July 2003.
4.  RESPONSIBILITIES:

a.  Unit Commander 



(1)  Has overall responsibility for the urinalysis-testing program including the selection and training of personnel.


(2)  Establishes a Unit Urinalysis SOP.

          

(3)  Assigns NCO (E-5 or above) or officer as UPL on unit appointment orders with  Local background check and a copy on file with IBTC.

          

(4)  Determines personnel for testing.

                

(a)  Ensures notification roster is used to verify that each soldier identified for testing provides a specimen.

                

(b)  Ensures their UPLs track soldiers unavailable for testing due to leave, TDY, etc.


     

(c)  Assigns one or more soldiers (E-5 or above) to act as observer (s).
          

(5)  Ensures testing facilities are available to include an appropriate number of latrines, a work area for the UPL and a holding area for soldiers until the collection process is complete.

          

(6)  Ensures an NCO (E-5 or above) or officer is present in the holding area to supervise any soldier(s) unable to complete the testing process.

          

(7)  Orders unit to take test at unit briefing (See ANNEX S)

          

(8)  Will use computer software that is designed to randomly select personnel (DOD Drug Testing Program), units, or parts of units to be tested (See ANNEX I).  Commanders retain the right to conduct additional testing for probable cause, reasonable suspicion, and mandatory requirements set forth in MSC policies letters. 

          

(9) Will randomly select 15 to 20 percent of authorized strength each month for urinalysis testing.   A testing goal of two random samples per soldier per year will be achieved by testing at 15 to 20 percent rate.  100 percent unit sweeps can be conducted but do not count as a Random test IAW AR 600-85.  

(10) Ensure permanent party soldiers who test positive during random urinalysis testing are handled in accordance with AR 600-85. 

(11) Institute aggressive and unpredictable urinalysis testing ("Smart Drug Testing"), to include varying days and times of testing; testing on Friday afternoon and again on Monday morning; testing on occasional non-duty days and testing in the field

(12)  Make testing and elimination of drug and alcohol dependence a priority for students and permanent party soldiers.  Drug and alcohol abuse is a readiness issue.

Commanders of some FORSCOM units have made it their policy to test each soldier randomly once each quarter, which requires testing of 30 to 40 percent randomly of, assigned strength each month to achieve 100 percent every quarter.

The 11th Infantry Regiment ensure all Officer Career Courses, Officer Candidate Course and Non Commissioned Officer Academy students undergo Army Substance Abuse Program (ASAP) urinalysis testing within 72 hours of arrival at school. Include students in courses longer than 5 weeks in the installation's random drug testing program at a testing rate of 15% to 20% a month.  Urinalysis testing is not required for students in courses shorter than 5 weeks resident training, unless the Mission Commander or NCOA Commandant deems it necessary. Ensure any student attending a TRADOC school that test positive on a urinalysis test is dropped from the course in accordance with current applicable disenrollment procedures and processes found in TRADOC Reg 350-10.

Infantry Training Brigade (ITB) Ensure Initial Entry Training Phase IV, V, and V+ trainees fully participate in each installation's required random urinalysis testing program.  IAW TRADOC Regulation 350-6 and TRADOC Supplement 1 to AR 600-85, Initial Entry Training Soldiers in phase IV week (10-13) will be included in random drug testing.

All soldiers enrolled in the ASAP rehabilitation treatment will be drug tested by urinalysis in their unit as part of their rehabilitation treatment.  This test is coded RO (Annex K).  This is the essential hard proof for the command that drug use has stopped.  Soldiers enrolled in rehabilitation are also subject to testing as part of a random selection unit test.

          

(13)  Selects observer(s).

           

(a)  Must be E-5 or above.

           

(b)  Must be the same sex as personnel being observed. 

          


(c)  Must select no more than 3 observers per UPL.




(d)  Will ensure that all soldiers receive 4 hours of Alcohol and Drug Prevention training each fiscal year.




(e)  Will brief each new soldier assigned to the unit with in 90 days of arrival on the Alcohol and Drug Prevention Program to include all local policies.


b.  ADCO

          

(1)  Coordinates all activities in the area of substance abuse to include education, prevention, training, identification, referral, follow-up, and program evaluation to include biochemical testing.

          

(2)  Allocates testing quotas and coordinates urinalysis testing requirements for the installation.


          (3)  Ensures that all results are forwarded to appropriate commanders.


c.  IBTC

          
   
(1)  Coordinates, administers, and monitors all aspects of the biochemical drug testing program for the installation.

          
   
(2)  Coordinates with UPLs and arranges for the collection of specimens.

          
   
(3)  Serves as technical expert on biochemical testing requirements.

          
   
(4)  Interprets DOD, DA and MACOM program guidance, regulations, and technical bulletins and develops local policies and procedures for implementation by unit commanders and the ADCO.

          
   
(5)  Reviews all documentation and chain of custody documents associated with the collection procedure prior to the shipment of specimens to the Forensic Toxicology Drug Testing Laboratory  (FTDTL).



(6)  Prepares and ships specimens to the servicing FTDTL by mail or commercial carrier.

          
   
(7)  Assists in developing a comprehensive training course for UPLs to ensure adherence to regulations, policies, and SOPs (See ANNEX L).

          
   
(8)  Serves as an instructor in presenting biochemical testing regulations, policies, and other pertinent information.

          
   
(9)  Reports all verified positive urinalysis results through the ADCO to the appropriate authority (See ANNEX J).


   
(10)  Collects, maintains and reports statistical data on the biochemical testing program.


   
(11)  Procures and maintains a 90-day urinalysis testing supplies to support the biochemical testing program.


   
(12)  Coordinates and conducts at least semi-annual inspections of unit collection procedures to ensure regulations, policies, and SOPs are adhered to during collection (See ANNEX M)


d.  UPL



(1)  Serves as the unit commander’s primary advisor and point of contact for all ASAP matters to include biochemical testing.

         

(2)  Briefs observers (See ANNEX Q).

         

(3)  Establishes specimen collection point and holding area for personnel to be tested.

          

(4)  Designates a collection and holding area that can be controlled at all times.  The collection area should be quiet and away from the mainstream activities of the unit.

NOTE: Once soldiers have been selected for testing they will be placed in a controlled holding area with a non-testing NCO (E-5 or above) or officer as overseer. Soldiers should not be released from this holding area for any reason until after they have provided an adequate specimen (45 ml).

          

(5)  Ensures adequate number of tables and chairs are available for the collection team.

          

(6)  Ensures materials are received from IBTC, and are on hand and organized at the collection test site. 

(7) Prepares materials in advance and ensures all aspects of the urine collection process are IAW this SOP.

(8) Ensures all forms are complete, correct, and that all specimens are secured and stored properly until submitted to the IBTC.

(9)   Advises the commander of any soldiers refusing to provide a specimen, attempting to contaminate the specimen, or any other irregularities or discrepancies (See this SOP, 5A(26) or ANNEX E).

          

(10)  Ensures all observers follow guidance in section e below.

          

(11)  Briefs unit personnel prior to conducting drug testing (See ANNEX R).


          (12)  Serves both as observer and the UPL if necessity dictates.

     
e.  Observer

         

(1)  Each observer will receive a briefing from the UPL and sign the Observer Statement prior to conducting a drug urinalysis test (See ANNEX Q).

         

(2)  Directly observes soldier voiding urine from the body into the bottle.

         

(3)  Ensures the chain of custody is not broken.

         

(4)  Advises the UPL of any soldier attempting to contaminate a specimen or otherwise trying to avoid proper procedures.

         

(5)  Observers will be an NCO/officer (E-5 or above grade or civilian equivalent).

         

(6)  Observers will only observe soldiers of the same gender.

         

(7)  Observers will work only for the assigned UPL.

         

(8)  There will be no more than three observers per UPL.

         

(9)  Observers will observe only one soldier at a time.

5.  Procedures: 

    
a. SUPPLIES: The supplies listed below are given to the UPLs by the IBTC unless otherwise indicated by source.

         

(1)  Bottle urine collection with boxes   

        

(2)  Optional wide mouth collection cup (females)    

         

(3)  DD Form 2624 or preprinted using the DTP (computer generated)

         

(4)  Unit Urinalysis Ledger or preprinted using the DTP (computer generated)

         

(5)  Tamper resistant paddles/tape 

         

(6)  Bottle label – preprinted or Avery 5163 labels for use with the DTP (computer generated)

         

(7)  Black ballpoint pens – 2 ea

        

(8)  Gloves latex – small, medium, large, or extra large

         

(9)  Observers Memos – see ANNEX Q

     
b. Pre-collection

         

(1)  A unit commander may direct urinalysis testing at any time on all or part of his/her unit.  The testing may be based upon rehabilitation, fitness for duty, probable cause, or as part of a military inspection.

              

(a)  The primary method of selection is the DOD Drug Testing Program (DTP) and this method will be utilized whenever possible.

             

(b)  When the DDTP cannot be utilized, another method will be incorporated (see ANNEX I).  (The method utilized will be annotated on each unit ledger by the UPL)

NOTE:  Requesting volunteers or substituting one soldier for another to meet the quota is not authorized and will invalidate the random testing procedures.




(c)  Personnel to be tested are notified preferably less than 2 hours, but no more than 6 hours, prior to reporting time.




(d)  Commander selects observers, E-5 or above, same sex as soldier being tested. UPL will orally brief observers on their duties and responsibilities and have them sign an Observer’s Memo, (see ANNEX Q)

and assign a holding area NCO/officer to maintain control of personnel waiting to be tested. 

     
c.  Set up Collection Area, Holding Area, and Latrines

         

(1)  The latrines, preferably one each for male and female, will be inspected by the UPL, who will remove all items that can be utilized as adulterants.  The latrines will then be placed off limits to all personnel, except those obtaining and providing specimens.

         

(2)  The UPL will ensure that the holding area:




(a)  is large enough to hold all personnel required to test.

               

(b)  provides limited access to non-testing personnel.

              

(c)  has plenty of water and/or other liquids available for personnel to drink.

              

 (d)  is supervised by an NCO or officer that understands that all personnel MUST remain in the holding area until they have given a complete specimen.

              

(e)  has training materials available to do “hip pocket” training.

         

(3)  The UPL will set up the collection table and will:

              

(a)  ensure he/she has sufficient supplies available for the testing.

              

(b)  ensure he/she has a list of all personnel to be tested.

              

(c)  ensure he/she has a copy of the unit alpha roster.

              

(d)  ensure the table and surrounding floor are made of non-absorbent materials or cover it with protective material.

     
d.  Commander’s briefing: The commander will brief all personnel to be tested on the specific procedures that will be followed (see ANNEX S).

     
e.  Urine specimen collection process. 

CAUTION: The UPL and anyone handling urine specimens (except the donor) MUST always wear protective disposable rubber gloves. There will be NO smoking, drinking or eating at the collection site.  Drinking will be allowed in the waiting area.


(1)  Soldier approaches the UPL station with military identification card (DD FORM 2.) when prepared to give a urine specimen.  If the soldier does not have his/her military ID card, a current driver’s license or other picture ID may be used or the 1SG or commander can verify the person’s identity. The 1SG or other designated person will use the Alpha Roster to verify the soldier’s SSN.



(2)  Soldier will remove excess outer garments such as BDU Jacket, coat, or sweat top.



(3)  UPL initiates all required paperwork (if pre-prepared forms and labels are used the UPL will verify all information with the military ID Card).  If a clerical mistake is made while filling out entries; on the DD Form 2624, on the bottle label, or the unit ledger prior to the discrepancy inspection required by the IBTC, the mistake may be corrected by its maker by lining through (single line) the mistake, initialing and dating the correct entry.  No other method of correction is authorized except by memorandum, titled “Certificate of Correction,” as described in paragraph E-7b.




(a)  UPL prepares label with the following information (See ANNEX D): 

        



1).  Date (YYYYMMDD)





2.)  Base/area code  (TC02)
3.) Soldier’s SSN

4.) SM _____________

5.) UPL _____________




(b)  UPL prepares a DD Form 2624 with the following information. (See ANNEX T and U).  If less than 12 specimens are collected then leave the remaining blocks blank.





1.)  Blocks 1-6. 





2.)  Soldier’s SSN (block 8).





3.)  Test Basis (block 9).





4.)  Test Information (block 10).




(c)  UPL prepares the unit ledger with the following information

 (See ANNEX C):

            


1.)  Calendar Date. (YYYYMMDD)





2.)  Batch and Specimen number (blocks 5 and 7 from DD Form 2624).





3.)  Soldier’s printed name (Soldier will sign later).





4.)  Soldier’s SSN.





5.)  Soldier’s Rank.





6.)  Test basis.





7.)  Printed Name of Observer (Observer will sign later).





8.)  Remarks.



(4)  The UPL directs the soldier to verify the information on the bottle label, unit ledger, and DD Form 2624.  The soldier will then initial the bottle label.  His/her initials are verification that all data is correct. 



(5)  The UPL will remove a new collection bottle from the box in front of the soldier and replace it with the soldier’s military ID Card.  The UPL will then affix the label to the bottle, in full view of both the soldier and the observer, and hand it to the soldier.



(6)  The soldier will ensure that the observer has full view of the bottle at all times until the UPL takes custody of the specimen.  At no time will the observer take custody of the urine specimen.



(7)  If the soldier is female the optional wide mouth collection cup will be issued to the soldier at this time.



(8)  The soldier and observer will move to a secure latrine, the bottle will be held by the soldier above his/her shoulder as to keep it in full view of the observer.  The observer will keep the collection bottle in sight at all times.



(9)  Once in the latrine, the observer will direct the soldier to wash his/her hands without the use of soap.  The soldier will then move to the appropriate facility to collect the specimen.

            
(10)  The soldier will remove the cap of the bottle in full view of the observer, and will hold it or place it face up on a clean surface. The bottle and cap must be in full view of the observer.



(11)  The soldier will then fill the bottle with at least 45mL of urine (approximately half the specimen bottle). The observer MUST SEE urine leaving the body and entering the bottle.  The soldier will recap the bottle in full view of the observer.



(12)  The following procedure applies to female soldiers who utilize the wide mouth collection cup:




(a)  The soldier will remove the cap from the collection cup, and provide the specimen.  The observer will keep the collection cup and the bottle in full view and directly observe urine leaving the body and entering the cup.




(b)  The soldier will then open the specimen bottle, and pour the urine from the cup into the bottle.  The soldier will recap the bottle in full view of the observer.  The observer will watch this entire procedure.  The bottle must contain at least 45mL of urine.


NOTE:  If less than 45mL of urine is collected, the entire specimen and the bottle will be destroyed as outlined in ANNEX O.  The soldier will be sent back to the holding area until he/she can provide a full specimen.  Procedure will begin at step e(3)(b); original entries on the DD Form 2624 and unit ledger may be utilized for the second specimen collected.



(13)  The soldier may wash his/her hands with soap after recapping the specimen as described in steps (11) and (12) above, but the soldier and observer must keep the specimen in full view.



(14)  The observer and the soldier will return to the UPL’s station.  The soldier will walk in front with the bottle held above his/her shoulder.  The observer will keep the bottle in sight at all times.



(15)  The soldier will hand the bottle containing his/her specimen to the UPL; both the soldier and observer will continue to keep the bottle in sight at all times until the UPL places the specimen in the collection box. 



(16)  The UPL will take the bottle, verify that the cap is secure, and inspect the specimen for possible adulteration.  If adulteration is suspected, the UPL will secure the specimen and order the soldier to stand fast and ensure that the commander is notified.


NOTE: If adulteration is suspected, secure the specimen bottle and contents, escort the individual to the unit commander or his/her representative, and explain the circumstances.  The Commander may order a command directed (PO) specimen be collected under separate chain-of-custody and the soldier held in a holding area until such time as a specimen is provided.  Commanders should check with installation SJA and CID for further guidance on adulterated specimens.



(17)  The UPL will then place tamper resistant tape across the bottle cap.  The tape will be one continuous piece that touches the label on both ends without obscuring any information, running across the top of the bottle.



(18)  The UPL will then initial the bottle label.  The UPL’s initials signifies that he/she has received the specimen from the soldier, checked the specimen for adulteration, ensured the cap was secure, and placed tamper resistant tape across the cap.



(19)  The UPL will place the specimen in the collection box, removing the soldier’s ID card.



(20)  The observer will then sign the unit ledger in front of the UPL and soldier to verify he/she complied with the collection process and directly observed the soldier provide the sample and maintained eye contact with the specimen until it was placed in the collection box.



(21)  The soldier will then sign the unit ledger in front of both the observer and UPL verifying that he/she provided the urine in the specimen bottle and that he/she observed the specimen being sealed with tamper resistant tape and placed into the collection box. 



(22)  The ID card will be returned to the soldier at this time, and he/she is released from testing.


f.  Post-Collection Procedures    

After all specimens have been collected the UPL will:



(1)  Verify that all SSNs on the unit ledger, DD Form 2624 and bottle labels match.



(2)  Ensure that all required information, signatures, and initials are on the bottle label, unit ledgers, and DD Form 2624.



(3)  Place each DD Forms 2624 into the corresponding specimen

container(s). 



(4)  Will transport all specimens to the Installation Biochemical Collection Point (IBCP), Miller Hall, Building 241 as soon as possible (normally the same duty day).



(5)  If unable to transport to the IBCP immediately, the specimens, DD Forms 2624, and unit ledgers will be placed into temporary storage, as described in ANNEX F. 

    g.  Receipt of Specimens at IBCP:


(1)  At the IBCP, the unsealed specimen containers will be opened by the IBTC or the IBTC’s designated representative.  The IBTC’s designated representative may perform the actions of the IBTC outlined below.  If there is no IBTC, the actions will be performed by the person designated by the ADCO or MACOM ADCO.  The IBTC will:




(a)  Review the DD Forms 2624, unit ledger and bottle labels for completeness.  He/she will ensure that the information contained on the front side of the DD Form 2624 is correct and corresponds with the information on the bottle label:





1.)  Complete address of submitting unit. 





2.)  Base/area code.





3.)  Social Security Number.





4.)  Test Basis (Correct code for the type of urinalysis i.e. command directed, inspection, medical, rehabilitation).





5.) Test Information.





6.)  Initials of UPL and soldier.

                        

7.)  Date Specimens Collected.


                    
(b)  Ensure that, at a minimum 45mL of urine is contained in each bottle and that an unbroken piece of tamper resistant tape is correctly placed on each bottle.




(c)  Ensure the chain of custody portion of the DD Form 2624 is complete and accurate.  Specific issues he/she should address are:

                
                 
1.)  Signatures accounting for any change of custody are properly annotated. 





2.)  Correct dates.





3.)  The “Purpose of change/remarks” column clearly explains each change of custody.



(2)  If a discrepancy is found during the check, the IBTC shall initiate appropriate action to correct the discrepancy or error, if possible.  All discrepancies that can be corrected must be explained in a memorandum titled, “Certificate of Correction,” which explains:




(a)  The discrepancy.




(b)  The circumstances.




(c)  The corrective action taken.





1.)  All personnel involved including the person(s) who made the error and the IBTC must sign this certificate.  





2.)  If the error is a missed entry or an incorrect entry either on the bottle label or on the DD Form 2624, corrections will not be made on the label or on the form.  The evidence that a correction was made will be the memorandum titled, “Certificate of Correction.”  





3.)  The memorandum titled “Certificate of Correction,” will be appended to the original and all copies of the DD Form 2624.  The memorandum titled “Certificate of Correction,” will be attached to the IBTC’s DD Form 2624 until destruction date.



(3)  If no discrepancies are noted, or all discrepancies have been corrected with a memorandum titled “Certificate of Correction,” the UPL will enter




(a)  The date the specimens were delivered in block 12a




(b)  Print his/her name and sign their payroll signature in block 12b




(c)  Print “Specimens released by UPL to IBTC” in block 12d

Ensure that the IBTC prints and signs their payroll signature in block 12c to document receipt of the specimens.



(4)  After the DD Form 2624 is completed it will be placed in a business size envelope.



(5)  Liquid absorbent pads will be placed in each specimen box (containing up to 12 specimens) to absorb any leakage that may occur. Either the UPL or the IBTC may complete this step.  The specimen box will be sealed with adhesive tape over all open sides, edges and flaps.  The UPL or the IBTC then signs his or her payroll signature across the tape on the top and bottom of each container, and secures the envelope, with DD Form 2624 enclosed, unsealed, to the outside of the specimen container.


h.  Shipping to the FTDTL



(1)  All urine specimens will be forwarded to the supporting FTDTL.



(2)  If the IBTC is going to ship the specimens to the FTDTL on the day received from the UPL then he/she will:




(a)  Sign each DD form 2624 releasing it to one of the authorized modes of transportation, such as, “Released to Federal Express.”




(b)  Prepare the specimen boxes as required for shipment.





1.)  All specimen containers will be wrapped for shipping.





2.)  Ensure that each DD Form 2624 remains inside an envelope taped to the specimen container.





3.)  Place specimen container inside a leak proof bag.





4.)  Wrap the container according to your carrier’s requirements.




(c) Ship containers to the drug-testing laboratory by transportation priority one. One of the following transportation modes will be used:





1.)  Registered mail.





2.)  US Postal Service by First Class Mail.





3.)  Hand-carried by surface transportation.





4.)  Military aircraft transportation system.





5.)  US flag commercial airfreight, air express, and airfreight forwarder.





6.)  When none of the above satisfies the movement required, by foreign flag air carrier.



(3)  If the IBTC is unable to ship the specimens until the next duty day, the specimens must be placed in temporary storage.  The area must be a limited access area. The facility will meet the physical security requirements for evidence storage as described in paragraph E-9.  This will include an annual physical security evaluation by qualified personnel, an access roster, and an access log to annotate all personnel entering the limited access area.


i.  Temporary Storage of Urine Specimens at the IBCP 

The following describe the minimum requirements for temporary storage of urine specimens at the installation level; this is the preferred site for temporary storage.



(1)  Windows to the specimen storage room that are accessible from the exterior of the room will be covered with steel or iron bars or steel mesh as follows:




(a)  When bars are used, they will be at least 3/8-inch thick and vertical bars will not be more than 4-inches apart.  Horizontal bars will be welded to the vertical bars and spaced so those openings do not exceed 32 square inches.  Ends of the bars will be securely embedded in the wall or welded to a steel channel frame fastened securely to the window casing.




(b)  Acceptable steel mesh made from high carbon manganese steel, no less than 15/100-inch thick, with a grid of not more than 2-inches from center to center.  6-gauge steel mesh with a 2-inch diamond grid may be used when high carbon manganese steel is not readily available.  The steel mesh will be welded or secured to a steel channel frame and fastened to the building by smooth headed bolts that go through the entire window casing.  It will be spot welded or branded on the interior, or cemented into the structure itself to prevent easy forced entry.




(c)  Air conditioners may be installed in windows or outside walls provided equivalent security measures are taken.



(2)  Doorways: There must be only one doorway that allows access to and from the specimen storage room.



(3)  Additional Requirements:




(a)  Method 1- allows specimens to be stored inside the interior of the room, when not in full view of person who has custody.





1.)  Construction:  Walls must extend from the floor to the ceiling.  Walls and ceilings may be made of masonry or wood.  Walls or ceiling that are of wooden stud construction must have a combined exterior and interior thickness of at least 1-inch.  Permanently installed flooring (other than masonry) may be used, if the floor cannot be breached without causing considerable damage to the building structure.





2.)  Entrance into the room will require opening two successive doors.





3.) When an interior steel mesh cage is used, the door to the cage will serve as the second door.  In this case, the outer door will be of solid core wood or metal.





4.)  When a steel mesh cage is not used two doors hung one behind the other will be used.  One door may be of steel mesh welded to a steel frame.  The second door may be of solid core wood or steel; or it may be a hollow wooden door with the exterior reinforced with a steel plate not less than 1/8-inch thick.





5.)  If a barred door is used, the vertical steel bars will be at least 3/8-inch thick and spaced no more that 4-inches apart.  Horizontal bars will be welded to the vertical bars and spaced so that openings do not exceed 32 square inches.





6.)  Either door may be hung on the outside of the doorway.  They will be hung so that the doorframe is not separated from the door casing.





7.)  Door hinges will be installed so that doors cannot be removed without seriously damaging the door or door jam.  All exposed hinge pins 

will be spot welded or branded to prevent removal.  This is not required when safety stud hinges are used or when the hinge pins are on the inside of the doors.  (A safety hinge has a metal stud on the face of one hinge leaf and a hole in the other leaf.  As the door closes, the stud enters the hole and goes through the full thickness of the leaf.  This creates a “bolting” or “locking” effect). 





8.)  The outer door will be secured by one high security, key-opened padlock.  These padlocks will conform to military specifications MIL-P43607 (GL) (High Security Padlock).  The changeable combination padlock for the inner door will conform to requirements of military specification FF-P-110, 1969. 





9.)  All locks will be used with a heavy steel hasp and staple.  The hasp and staple will be attached with smooth headed bolts or rivets that go through the entire thickness of the door or door jam.  They will be spot welded or branded on the inside of the door.  Heavy-duty hasps and staples attached so that they cannot be removed when the doors are closed are acceptable.



(2)  Method 2- specimens must be stored within a safe or cabinet, when not in full view of person who has custody.




(a)  One door will be hung that is made of solid core wood or metal or a barred door.  The solid door will, at a minimum, have a high security dead bolt lock.




(b)  Inside the room will be a safe, filing cabinet or metal wall locker that weighs at least 500 pounds or is secured to the structure of the building with a chain.




(c)  If a filing cabinet is used, then a metal bar hasp will be attached to run the entire height of the cabinet.  This bar will be locked with a 200 series padlock.  Note: a hasp may be welded to the top drawer, but then only the top drawer may be utilized for temporary storage.




(d)  All opening/closing of the safe/cabinet will be annotated on a SF 702.


j.  Provisions



(1)  The provisions of this SOP (app. E) are not intended to, and 

do not, provide any rights or privileges as to the relevancy or admissibility of laboratory documents that are not otherwise afforded by the UCMJ, the Manual for Courts-Martial, or regulations governing adverse administrative and disciplinary 

actions.  In no case will failure to comply with the provisions of this SOP be used to invalidate an otherwise valid and legally sufficient adverse administrative or disciplinary action.



(2)  Disposition of Unit Ledgers: The UPL will maintain a unit ledger file 

at the unit in a locked cabinet.  He/she will annotate on the ledger the testing results when received from the IBTC.  The file will be maintained for current year plus 3 previous years.







// ORIGINAL SIGNED//








RICARDO R. RIERA







Colonel, Infantry







Garrison Commander

ANNEX A

IBTC Operating Hours

1.  PURPOSE: Define the operating hours for the Installation Biochemical Collection Point located in Building 241, Fort Benning, Georgia.

2.  APPLICABILITY:  This SOP is applicable to the Installation Biochemical Testing Program

3.  PROCEDURES:
a.  The civilian workday in the Fort Benning, Georgia, ASAP is 0800- 1630. 

b.  The military working hours at the ASAP are 0830 to 1630.  The standard military workday will follow as closely as possible to the guidelines given by the Garrison Commander.  At times, due to changes in the physical training, these hours will be modified.

c.  Hours for scheduled turn-in of specimens are 0800-1600 Monday through Friday. All UPLs will schedule with the IBTC prior to turn-in.  



ANNEX B

Specimen Custody Document-Drug Testing (DD Form 2624)
1.  PURPOSE: It is imperative that the DD Form 2624 be carefully and accurately completed.   One of the most important aspects of collecting urine specimens is maintaining the DD Form 2624.  Attention to detail and the ability to write clearly are imperative.  The most common errors made on the chain of custody documents that result in the specimen being rejected for testing are: non-matching social security numbers, incomplete social security numbers, and improperly made corrections.

2.  APPLICABILITY: This SOP is applicable to the IBTC, UPLs, and observers.

3.  REFERENCE: Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001, ANNEX A-1 and A-2 (two sided form) and examples at ANNEX J-1 thru J-3.
4.  RESPONSIBILITIES:  The IBTC, Asst IBTC, and/or UPL are responsible for completing and/or maintaining the DD Form 2624.

5.  PROCEDURES: Data on the front of DD Form 2624 and label may be typed.  Electronic forms may be used. Chain of Custody on the back of DD Form 2624 should be hand written, except that rubber stamps may be procured to stamp appropriate spaces on Block 12 of the DD Form 2624.  Example stamps are: “placed in temporary storage”, “released to Federal Express”, etc. (see ACSAP Urinalysis Collection Handbook UPL, ANNEX J-3).  The following steps will be used in filling out the DD Form 2624.

NOTE: Only black ballpoint pen should be used in filling out all paperwork associated

with the collection process.  Roller ball, felt tip pens and pencils will not be used!

     a.  Block 1. ASAP address to include street, city, state, and zip code.

     b.  Block 2. Specific unit address to include street, city, state, and zip code. UPL’s name and telephone number should also be placed in this block.

     c.  Block 3. Base/area code for the installation. (Fort. Benning is TC02)

     d.  Block 4. Unit Identification Code (UIC). Every unit has a separate six digit UIC.

e. Block 5. Document/Batch Numbers are assigned locally. Each DD Form 2624 will be 

assigned a separate batch number. The first document batch number will be 01, the second 02, and the remaining numbered sequentially. You may use 01 thru 99. With a new date the batch number will reset to 01. You will use only one document/batch number per DD Form 2624 (see ACSAP Urinalysis Collection Handbook UPL, ANNEX J2 & Q2).
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     f.  Block 6. Date specimen collected (year, month, day). e.g., Collection date: 1 November 1993, 19931101.

     g.  Block 7. Specimen number-leave blank. The pre-printed number on the DD Form 2624 will be used as the specimen number.

h. Block 8. Enter complete SSN of soldier to be tested.

i. Block 9. Test Basis.

	DoD Code
	Explanation and use

	
	

	    IR
	Inspection Random: Commander directed partial unit test.  Used for normal monthly random testing (i.e. 10% unit testing).

	
	

	IU
	Inspection Unit:  Commander directed unit sweep.  Used for 100% unit testing. This is not considered a Random Test.

	
	

	IO
	Inspection Other: Inspections based on command/unit policy.  Used to test individuals based on commander’s policy letter or SOP. (i.e. individuals after 30 days leave, newly arrived personnel, re-tests of rejected previously collected specimens). This is not considered a Random Test.

	
	

	PO
	Probable Cause: Commander directed individual based on probable cause evidence.  Commander should verify that probable cause exists with the local SJA prior to ordering this test.

	
	

	CO
	Command Direct: Commander directs an individual test for fitness for duty.  The commander has a reasonable suspicion that a soldier is using a controlled substance, but does NOT have probable cause.  The Limited Use Policy applies to this test basis.

	
	

	VO
	Soldier Consent:  The soldier voluntarily consents to a urinalysis test without command coercion.

	
	

	RO
	Rehabilitation testing:  The commander directs a soldier to test based on the soldier’s alcohol/drug abuse treatment plan.  The Limited Use Policy applies to this test basis.

	
	

	AO
	Accident/Mishap:  The commander directs a soldier(s) to test based on an accident causing damage of personnel or property. 

	
	

	MO
	Physician/Medical directed:  A physician orders a test based on a medical examination.  This test may or may not be covered under the Limited Use Policy.

	
	

	NO
	Accession Testing:  Used to test individuals for NONDODMERB testing.

	
	

	OO
	Other Testing: Special testing for sports events, or other tests not covered by any other test basis.


NOTE: Each DD Form 2624 is limited to one test basis, e.g., do not record PO, IR, or RO test basis on the same DD Form 2624.

     j.  Block 10. Test Information.

A = E-1 thru E-4

B = E-5 thru O-10

     k.  Block 11. Leave blank; no longer used by Army.

     l.  Block 12. Chain of Custody (see ANNEX V).

         (1) The observer will release his/her specimens to the UPL.

         (2) If errors are discovered while the UPL and observer review the documentation, then the UPL can make corrections on the DD Form 2624 as prescribed by this SOP (see ANNEX H).

         (3) The UPL will release the specimens to the IBTC, who in turn will release the specimens to the courier or temporary storage.

NOTE: Local reproduction (excluding computer generated – ADTP or Form Flow) of DD 

Form 2624 is not authorized.  The DD Form 2624 is a single sheet form, printed front and 

back.  Supplies will be obtained from Publications or post ADCO.  Do not use a copy machine to reproduce this form.

NOTE: Only the original (two-sided) DD Form 2624 will be sent to the FTDTL. The FTDTL will reject all specimens for testing that are accompanied by a copy of the DD Form 2624.

m. Male and female specimens will be maintained on separate DD Form 2624.  However, they may be mailed in the same box.



ANNEX C

Unit Urinalysis Ledger
1.  PURPOSE: Completing the Unit Urinalysis Ledger is mandated by regulation and is

necessary in conducting a urine specimen collection test. 

2.  APPLICABILITY: This SOP is applicable to the Installation Biochemical Testing Program. The Unit Urinalysis Ledger will be secured and retained by the unit.

3.  REFERENCES: 

a.  AR 600-85, Army Substance Abuse Program, 1 October 2001

b.  Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001 , 2-2 and ANNEX I-2
4.  RESPONSIBILITIES: The UPL is responsible for completing the Unit Urinalysis Ledger.  The soldier and observer will sign the Unit Urinalysis Ledger.  The UPL will initial the Unit Urinalysis Ledger in the appropriate block verifying that the data is correct. 

5.  PROCEDURES: The UPL will enter the following information to complete the Unit Urinalysis Ledger:

     a.  The document/batch number, specimen number, SSN, unit identification code,

date specimen collected, and test basis recorded on the Unit Urinalysis Ledger and the DD Form 2624 must match. (e.g., Blocks 4,5,6,7,8, and 9 on the Unit Urinalysis Ledger and DD Form 2624 must match.)

     b.  Block 1. Submitting Unit: Unit designation and address, to include street, city, state,

and zip code.

     c.  Block 2. UPL: Printed name (first, middle initial, last) of the UPL and initials.

     d.  Block 3. Phone number of submitting unit.

     e.  Block 4. Unit Identification Code. 

     f.  Block 5. Date specimen collected (year, month, day) e.g., collection date of 1

November 1993: 19931101.  The date on the DD Form 2624 and the Unit Urinalysis Ledger must match.

    g.  Block 6. Document/batch number. Each batch, box of 12 or fewer specimens, will

be assigned a batch number with the first batch being 01, the second 02, and the remaining numbered sequentially (01 thru 99).  No more than one batch number may be recorded on one Unit Urinalysis Ledger sheet.
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    h.  Block 7. Specimen number. Specimen numbers will be from 1 thru 12. The

specimen numbers on the DD Form 2624 and the Unit Urinalysis Ledger must match.

    i.  Block 8. SSN: Enter complete SSN of soldier to be tested. SSN on DD Form

2624 and Unit Urinalysis Ledger must match.

    j.  Block 9. Test Basis

	DoD Code
	Explanation and use
	

	
	
	

	IR
	Inspection Random: Commander directed partial unit test.  Used for normal monthly random testing (i.e. 10% unit testing).
	

	
	
	

	IU
	Inspection Unit:  Commander directed unit sweep.  Used for 100% unit testing.  This is not considered a Random Test.
	

	
	
	

	IO
	Inspection Other: Inspections based on command/unit policy.  Used to test individuals based a commander’s policy letter or SOP (i.e. individuals after 30 days leave, newly arrived personnel, re-tests of rejected previously collected specimens).  This is not considered a Random Test.
	

	
	
	

	PO
	Probable Cause: Commander directed individual based on probable cause evidence.  Commander should verify that probable cause exists with the local SJA prior to ordering this test.
	

	
	
	

	CO
	Command Direct: Commander directs an individual test for fitness for duty.  The commander has a reasonable suspicion that a soldier is using a controlled substance, but does NOT have probable cause.  The Limited Use Policy applies to this test basis.
	

	
	
	

	VO
	Soldier Consent:  The soldier voluntarily consents to a urinalysis test without command coercion.
	

	
	
	

	RO
	Rehabilitation testing:  The commander directs a soldier to test based on the soldier’s alcohol/drug abuse treatment plan.  The Limited Use Policy applies to this test basis.
	

	
	
	

	AO
	Accident/Mishap:  The commander directs a soldier(s) to test based on an accident causing damage of personnel or property.
	

	
	
	

	MO
	Physician/Medical directed:  A physician orders a test based on a medical examination.  This test may or may not be covered under the Limited Use Policy.
	

	
	
	

	NO
	Accession Testing:  Used to test individuals for NONDODMERB testing.
	

	
	
	

	OO
	Other Testing: Special testing for sports events, or other tests not covered by any other test basis.
	


NOTE: Each DD Form 2624 is limited to one test basis. Do not record CO, IR, or RO test basis on the same DD Form 2624.

    k.  Block 10. Soldier’s rank, e.g., SGT or 1LT, etc.

    l.  Block 11. Soldier prints name (first, middle initial, last) and payroll signature verifying that the ledger information is correct.

m. Block 12. Action taken/remarks.  

    n.  Block 13. Observer prints name (first, middle initial, last) and payroll signature.

NOTE: Do not send a copy of the Unit Urinalysis Ledger to the FTDTL. The Surgeon General’s laboratory SOP directs the FTDTL to reject any specimen that can be identified by name. The Unit Urinalysis Ledger is the only document that identifies the soldier by name.
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ANNEX D

Bottle Label
1.  PURPOSE: It is imperative that the bottle label be carefully and accurately completed.  The most common errors made on the bottle label that result in the specimen being rejected for testing are: non-matching social security numbers, illegible social security numbers, improper corrections, and incorrect testing date.  It is critical that all information is clearly annotated and legible.
2.  APPLICABILITY: This SOP is applicable to all UPLs and the IBTC conducting drug testing.
3.  REFERENCES:
     a.  AR 600-85, Army Substance Abuse Program 1 October 2001

     b. Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook, 15 November 2001, 2-3 and ANNEX C-1.
4.  RESPONSIBILITIES: The UPL is responsible for ensuring the bottle label is filled out correctly. 

5.  PROCEDURES:  The following procedures are necessary to complete the bottle label:

     a.  Use only black ball-point pens. Do not use pencils or roller ball/felt tip pens.

     b.  Do not allow a soldier to fill a specimen bottle unless it has a label affixed to it which includes base/area code, date, SSN and soldier’s initials.

     c.  The following six items will be recorded on the specimen label:

          (1) Date (year, month, day).  The same as on the DD Form 2624 and Unit Urinalysis Ledger, e.g., date collected, 1 November 1993, 1993 1101. Ensure all dates match. 

          (2) Complete SSN.  Must match SSN on the DD Form 2624 and the Unit Urinalysis Ledger.

          (3) Base/Area Code.  Must match base area code on the DD Form 2624.

          (4) Soldier’s initials.

(5) UPL’s initials.
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NOTE:  The use of an “ X” indicating placement of initials will not be used.  Soldiers will use a maximum of three initials on bottle label.  

Hand written or computer generated label.

Orientations of both labels are as they would appear on the bottle.






HANDWRITTEN LABEL
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ANNEX E

Failure to Produce a Specimen or Provide a Complete Specimen

or

Refusal to Provide a Specimen
1.  PURPOSE: Defines the protocol for donors that fail to produce a specimen, fail to provide a complete specimen or refuse to provide a specimen. 

2.  APPLICABILITY: To all donors who fail or refuse to provide a sufficient amount of a specimen to be tested by the FTDTL. 

3.  REFERENCES: Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001

4.  PROCEDURES: 

     a.  Failure to Produce a Specimen:

          (1) If the soldier is unable to produce a specimen after entering the latrine, he/she

will notify the observer;

          (2) The soldier will recap the bottle and give the specimen bottle to the UPL;

          (3) The observer will return to the UPL table with the soldier and give the specimen bottle to the UPL, who will remove and destroy the bottle label. The UPL will destroy the bottle and cap; and

          (4) The soldier will be placed in a holding area until able to provide a specimen.

     b.  Failure to Produce a Complete Specimen:

NOTE: Effective 1 October 1993, The Surgeon General’s Drug Testing SOP requires the FTDTL to test samples that contain a minimum of 30 ml of urine which is approximately half a bottle.  However the Fort Benning policy is 45 ml since there’s not a measurable mark for 30 ml on the specimen bottles.
          (1) If the soldier is unable to produce a full specimen (45 ml) after a reasonable 

time, the soldier will notify the observer. The observer will return to the UPL table with the soldier and partial specimen and notify the UPL.  The UPL will verify that it is a short sample and direct the observer and soldier to dump the specimen in the latrine.

          (2) The observer will direct the soldier to pour the urine from the specimen bottle 

down the urinal or toilet, rinse the bottle with water and pour bottle contents down the urinal or toilet. 
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          (3) The UPL will destroy the bottle (see ANNEX O).

          (4) The soldier will be placed in a holding area until able to provide a complete specimen (45 ml).

          (5) The holding area will be supervised by an NCO (E-5 or higher grade, or an officer as 

directed by the unit commander. After a reasonable time, the unit commander will be advised of the status of any soldier still in the holding area. The commander will take actions as necessary to ensure the process is completed. A soldier will not be released from duty until a specimen has been properly provided or as directed by the command authority.

     c.  Refusal to Provide a Specimen:

          (1) If the soldier refuses to provide a specimen, the appropriate command authority will be notified. 

          (2) The soldier’s chain of command should give the soldier a direct order to provide a specimen. 

          (3) If the soldier then refuses, it will be a violation of a direct order. Violation of a lawful order is subject to disciplinary action under the Uniform Code of Military Justice.
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ANNEX F

Temporary Storage Guidelines
1.  PURPOSE: Proper storage of urine specimens at the unit level is essential to ensure the integrity and security of urine specimens. 

2.  APPLICABILITY:  To all units conducting urinalysis drug testing.

3.  REFERENCES:
     a.  AR 600-85, 1 October 2001, Army Substance Abuse Program.

     b.  Army Center for Substance Abuse Programs (ACSAP) Standing Operating Procedures for Installation/Community/Area Support Group Collection, Handling, and Shipping of Urine Samples, 15 November 2001.

4.  RESPONSIBILITY: Unit commanders, UPLs and the IBTC are responsible for secure temporary storage of biochemical specimens.

5.  PROCEDURES:
NOTE:  Specimens will not be placed in temporary storage unless absolutely necessary. Although transportation of specimens to the IBTC immediately following collection is desired, it is not always possible, especially on weekends, holidays or during field exercises.  Therefore, to preserve proper chain of custody and security of urine samples collected during non-duty hours, the following procedures must be followed:

     a.  Temporary storage of biochemical specimens at unit level can occur if the following requirements are met:

          (1) A safe, secure filing cabinet, or metal wall locker will be used to store specimens.  This container must be in a lockable room or office.

          (2) The safe or filing cabinet must weigh at least 500 pounds or be attached to the structure of the building with a chain.

          (3) If a filing cabinet is used, then a metal bar hasp will be attached to run the entire height of the cabinet.  Note: a hasp may be welded to the top drawer, but then only the top drawer may be used for temporary storage.

          (4) The safe or filing cabinet will have a key type padlock (with only 2 keys), which is used to secure the hasp.

          (5) One key will be issued to the primary UPL, the other key will be secured in a 
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sealed envelope (signed by the key control custodian across the seal) and issued to the commander’s safe.  Both keys will be issued IAW key control SOPs.

          (6) All opening/closing of the safe/cabinet will be annotated on a SF 702.
          (7) The UPL that places the specimens in safe storage  will remove the specimens from safe storage. Under extreme circumstances, when the UPL is not available to remove specimens for transportation to the IBTC office, the alternate UPL may do so by annotating the following in Block 12 of the DD Form 2624 in PURPOSE OF CHANGE/REMARKS section:

               (a) “Removed from Temporary Storage due to unavailability of primary UPL”

(b) Unavailability must be explained in a Memorandum for Record signed by the unit commander and sent with the original DD Form 2624 to the lab.
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ANNEX G

Smart Testing
1.  PURPOSE: Commanders ensure that an active and aggressive urine testing program serves as a powerful tool and an effective deterrent against drug abuse.  Effective deterrence requires a random selection process, which ensures that all soldiers believe that on any day of the year, he or she may be tested.  Smart testing is defined as the process where biochemical testing is conducted in such a manner that it is not predictable to the testing population. Personal involvement by the unit commander is the key to a successful “smart testing” program.  The commander needs to believe in drug testing as a deterrent to drug usage and should possess a general knowledge about all aspects of the urine drug testing program.

2.  APPLICABILITY: All units conducting urinalysis testing on this installation.

3.  REFERENCES: 

     a.  AR 600-85, Army Substance Abuse Program, 1 October 2001

     b.  Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection  Handbook UPL, 15 November 2001 .

4.  PROCEDURE: 

     a.  Recommended “DOs” of smart testing:

          (1) Test personnel on a back-to-back basis, i.e., on a Friday and then again on Monday.

          (2) Perform weekend or holiday sweeps.  These can be easily accomplished at the unit safety briefs prior to holidays or long weekends.

          (3) Pre and post deployment testing.  Should be done prior to any extended deployment and upon return to garrison.

          (4) Test during field exercises.  Extended field time without the threat of testing is an open invitation to the use of illicit drugs.  There are numerous ways that testing in a field environment can be accomplished:

               (a) Chow Line; test every third or fourth individual in the line.

               (b) POL Point; test every third or fourth vehicle’s occupants.

          (5) Test at the end of the duty day. Use the recall formation as a means of 

assemblage.


          (6) Testing throughout the entire month.  Vary the collection days, i.e., not just Thursdays, and not just during the beginning or ending weeks of a month.  Remember the golden rule of smart testing is to be unpredictable in the way your unit tests.

          (7) Commanders can make policies to test all soldiers returning from leave longer than 15 days, test all AWOL soldiers upon their return, or test all newly assigned soldiers within 30 days.

     b.  Recommended “DON’Ts” of smart testing:

          (1) Don’t under any circumstances ask for volunteers.  This may invalidate the randomization of the collection process and could lead to a challenge or defeat if taken into court.

          (2) Don’t post testing dates on the training schedule.  This defeats the entire purpose of testing i.e., unpredictability.

          (3) Don’t let “shy bladders” off the hook.  This is one of the ploys that illicit drug users have used in the past to avoid detection. “ But Sarge I can’t go.”, “ O.K., I’ll catch you next time, ‘cause I’ve got to get these other specimens turned-in for shipment.”  Always provide liquids and a reasonable time limit for the collection process, i.e., four (4) hours.  If a soldier has not been able to provide a specimen, then contact the unit commander for guidance.  A medical evaluation may be needed to determine if a medical condition is precluding the specimen collection.

          (4) Don’t announce testing the day before.  Prior notification allows soldiers to dilute and flush their systems, thus possibly avoiding detection.

          (5) Don’t announce the impending testing of a unit, by having the UPL walk through the unit area with the necessary collection supplies. 

          (6) Don’t stop testing because it is the end of the duty day and you want to go home.
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ANNEX H

How to Make Corrections
1.  PURPOSE: Quality assurance is part of all ASAP operations, but is particularly critical in processing biochemical specimens.  Quality assurance will assure that biochemical testing is properly conducted.

2.  APPLICABILITY: This SOP is applicable to all UPLs and the IBTC conducting drug testing.
3.  REFERENCES: 

     a.  AR 600-85, Army Substance Abuse Program, 1 October 2001.

     b.  Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001.

4.  PROCEDURES:  

     a.  The IBTC, Asst IBTC or UPL will ensure that no urine specimen is forwarded to a FTDTL unless the specimen and accompanying DD Form 2624 are free from errors.  Discrepancies must be corrected as specified below.

     b.  One-Line Corrections:  If the UPL makes a clerical error while completing the DD Form 2624, the bottle label, or the ledger before the quality assurance check, the error may be corrected by lining through (single line) the error, making the correction above the error, then initialing and dating (YYMMDD) close to the correction.  The corrective entry should not interfere with any other entries.

     c.  Certificate of Correction:

          (1) Once at the IBCP, all discrepancies that can be corrected must be explained in a Certificate of Correction which explains the discrepancy, the circumstances, and the corrective action taken (see ACSAP Urinalysis Collection Handbook UPL, ANNEX O). 

          (2) This certificate must be signed by the UPL who made the error and the IBTC. 

          (3) If the error is a missed entry or an incorrect entry either on the bottle label or on the DD Form 2624, a correction will not be made on the label or on the form. The evidence that a correction was made will be the Certificate of Correction. 

          (4) The Certificate of Correction will be attached to the original and all copies of the DD Form 2624, and a copy will also be filed at the IBCP for a period of 3 years for positive specimens and 1 year for negative specimens.

          (5) The Certificate of Correction is not used to correct any discrepancy found in the Unit Urinalysis Ledger.  Corrections in the Unit Urinalysis Ledger will be made in the same manner as on the DD Form 2624.
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ANNEX I

Random Selection Methods
1.  PURPOSE: Random selection ensures a fair and equitable selection process that enhances the deterrent effect of the drug testing program.  

2.  APPLICABILITY: To all commanders responsible for unit urinalysis testing.

3.  REFERENCE: Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001

4.  PROCEDURE: The following optional procedures are recommended for random selection:

NOTE: The method of random selection (primary and alternate) must be written as a company policy or SOP.

     a.  The primary selection method for all units assigned to Fort. Benning will be accomplished by using the Department of Defense Drug Testing Program.  

b.  Use of SSN

          (1) May be done using the last number of the social security number.

          (2) Easily accomplished by using a ten-sided dice or by drawing numbers from 

a hat. For each test event use the numbers zero (0) through nine (9).

     c.  Select by Name

          (1) This method is best used by small units of less than 100 assigned soldiers.

          (2) All members of a unit have their names placed on a card the size of a regular playing card.

          (3) Prior to the selection process, the UPL sits down with a senior NCO or above and verifies against the alpha roster that every member of the unit has a name card.

          (4) The cards are then given to the commander or first sergeant and they are shuffled in front of the command at a unit formation.

          (5) After shuffling, the commander or first sergeant passes among the assembled soldiers and has them select a card from the deck.  Those names selected are then told to report to the collection area for urinalysis testing.

          (6) This process eliminates the old complaint from soldiers that they are being picked on. 

     d.  Random selection of duty section, platoon, or work unit by company commander.


 

ANNEX J
Military Positives
1.  PURPOSE: The Army Biochemical Testing Program is legally intensive and has developed through a system of case law.  The integrity of the system is based on a tightly supervised quality control system that protects the rights of individual soldiers.  It is imperative that Biochemical Testing Program personnel follow correct procedures when a positive result is received.

2.  APPLICABILITY: This SOP applies unit commanders.

3.  REFERENCE: Army Regulation 600-85, Army Substance Abuse Program, 1 October 2001.

4.  PROCEDURE: When a commander is notified of a positive result by the IBTC (see attached flowchart):

     a.  The commander or his/her designated representative will pick up the result from the IBTC and sign the IBTC’s positive log book to indicate receipt of the result.

     b.  If the soldier is positive for opiates, barbiturates, or amphetamines, then the commander will read the soldier his/her rights and contact the Medical Review Officer (MRO) to make the soldier an appointment for determination of legal or illegal use of the drug. 

          (1) If MRO determines that the drug use was legal then:

                (a) The commander will forward a copy of the MRO’s determination to the IBTC.

                (b)  The UPL will annotate the unit ledger with the drug type and “legal use” in the remarks block.

                (c)  No further action is required against the soldier.

          (2) If the MRO determines that the drug use was illegal then:

                (a)  The commander will forward a copy of the MRO’s determination to the IBTC.

                (b)  Continue with step C.

     c.  If the drug positive is for marijuana (THC), cocaine (COC), lysergic acid diethyl amide (LSD) or phencyclidine (PCP) or the MRO determines that the soldier used an opiate, barbiturate or amphetamine illegally then:

(1) The commander will notify CID within 72 hours that he/she has a soldier positive for drugs of abuse.

J-1

(2)  The commander reads the soldier his/her rights and starts UCMJ/legal actions and/or administrative actions against the soldier.

          (3) The commander makes the soldier a screening appointment at the ASAP.

          (4) The UPL annotates the drug on the Unit Urinalysis Ledger in the remarks block and retains it for 3 years. 
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ANNEX K

Rehabilitation Testing
 1.  PURPOSE: To prescribe requirements, guidance and procedures for the rehabilitation testing of soldiers enrolled in ASAP.  Rehabilitation testing is an integral part of the treatment program of soldiers enrolled in ASAP.

2.  GENERAL: Biochemical testing will be used to aid the clinical staff in determining the success of treatment, accuracy of diagnosis, and as a means to highlight needed adjustments to the treatment plan.

3.  APPLICABILITY: This SOP applies to all Unit Prevention Leaders and their commanders.

4.  REFERENCES: 

     a.  United States Army Drug and Alcohol Operations Agency, Installation Biochemical

Test Coordinator Guidebook, January 1996.

     b.  AR 600-85, 1 October 2001, Army Substance Abuse Program.

5.  Rehabilitation testing will be conducted by the soldier’s unit.  The Code of RO will be used on the DA Form 2624.  

6.  Testing during rehabilitation or treatment will be performed for the following categories:

a. While in detoxification – upon entry and then at the discretion of the physician, regardless of age or primary substance of abuse.

b. If detoxification is not required – during the medical evaluation when entering a 

residential rehabilitation program regardless of age or primary substance of abuse.

c. During any phase of rehabilitation, regardless of age or substance of abuse – once a 

week on an unannounced basis for the first month of rehabilitation. After the first month it is at the determination of the rehabilitation team. 

ANNEX L

Qualifications, Certification and Training
1.  PURPOSE: To prescribe requirements, guidance and procedures for the establishment and conduct of Unit Prevention Leaders (UPL’s) and their training program.

2.  APPLICABILITY: This SOP applies to all UPLs and their commanders.

3.  REFERENCE: AR 600-85, 1 October 2001, Army Substance Abuse Program.

4.  PROCEDURES:  

     a.  Qualifications:  Unit commanders must ensure those individuals being considered for appointment as a UPL at all levels meet the following minimum standards prior to class start date:

          (1) Must be in the rank of sergeant (E-5) or above.

          (2) Must possess sufficient skills, integrity, and maturity to carry out the highly sensitive duties of a UPL.

          (3) Must have maximum retention (minimum of 1 year) in assigned additional duty as a UPL.

          (4) Must have appointment orders signed by unit commander. 

          (5) Must have received a favorable local background check. 

     b.  Certification: Once the IBTC has received a copy of a favorable local background check and appointment orders, the following steps will be taken to certify the UPL:

          (1) The unit must submit a memorandum annotating name, rank, SSN, and DEROS date requesting a class allocation from the ASAP for the individual to attend a UPL training course.

          (2) A Fort Benning UPL certification requirement mandates a negative drug test for all course participants.  UPL nominees will be tested prior to the completion of the course.  To maintain their certification UPL’s will be subject to random testing by the ASAP staff.

     c.  Training: The soldier must attend a 40 hour local UPL certification course.  A certification

examination will be required to complete the training and certification process.  Certification training will be offered on a monthly basis.

     d.  After all requirements have been met, the ASAP will certify the individual as a UPL.  UPL will receive a Fort Benning UPL certificate valid for one year.  Upon expiration of certificate, the UPL will contact the IBTC for re-certification.

     e.  A UPL update class on new procedures or policies will be offered on an as needed basis.

ANNEX M

Unit Inspections
1.  PURPOSE: Quality Assurance is part of all ASAP operations.  The Biochemical Testing Program, in order to maintain the integrity of the testing system, requires a constant and consistent review of all facets of the testing process.  Unit inspections are an integral part of this quality assurance program.

2.  APPLICABILITY: This SOP is applicable to all Fort Benning and tenant agency units.

3.  REFERENCES: 

     a.  Army Center for Substance Abuse Programs (ACSAP) Standing Operating Procedures for Installation/Community/Area Support Group Collection, Handling, and Shipping of Urine Samples, 15 November 2001.

     b.  Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001 

4.  RESPONSIBILITIES: The IBTC will maintain an inspection program of units to ensure that collections and maintenance of UPL records are performed IAW regulations and SOPs.

5.  PROCEDURES: The IBTC will conduct a semi-annual unit inspection.

     a.  IBTC will develop a unit Drug Testing Checklist.

     b.  An inspection report generated by the IBTC and signed by the ADCO is transmitted to the unit commander within 10 working days after completion of the inspection.  

     c.  IBTC will maintain unit inspection records for 2 years IAW SOP for Installation/ Community/Area Support Group Collection Handling and Shipping of Urine Samples, 15 November 2001.

ANNEX N

Proper Cleaning and Disinfecting
1.  PURPOSE: The Army Biochemical Testing Program requires the handling of urine samples which could present a biohazard to soldiers. Biohazards are those substances that may produce injury or disease upon contact.  Contact with human urine poses a threat for hepatitis and other serious contagious diseases.  This annex outlines a methodology and procedure for safeguarding soldiers involved in processing biochemical specimens.

2.  APPLICABILITY: This annex applies to all military and civilian personnel assigned to the Fort Benning ASAP and UPLs handling biohazards.  

3.  REFERENCE: Army Center for Substance Abuse Programs (ACSAP) Urinalysis Collection Handbook UPL, 15 November 2001.

4.  SUPPLIES:
     a.  Latex Gloves……………………………….…6515-01-993-0291

     b.  Paper Towels

     c.  Simple Green D (virucidal/disinfectant)……..EAP Reg. No. 56782-1

     d.  Plastic Waste Bags

5.  PROCEDURE:
     a.  All locations where urine is handled will be disinfected.  The disinfectant must be a virucide and germicide.  The table used to process samples will have a working surface composed of a non-porous material that will not absorb fluids in the event of a spill.  Ample paper towels or other absorbent disposable material will be on hand to be used to apply the disinfectant and to mop up spills.  Plastic waste bags for disposal will be available.  Latex gloves will be available to all personnel processing specimens.

     b.  All individuals handling bottles of urine will wear latex gloves at all times on both hands when receiving, processing, or transporting specimens that are not boxed.  The IBTC and/or UPL will wear gloves during the clean-up process.

     c.  Upon completing the specimen collection and quality control check the surface of the working area will be sprayed with the disinfectant and thoroughly wiped up with clean unused paper towels. 

     d.  In the event that a spill or leak occurs, the spill will immediately be cleaned up with paper towels and disposed of in plastic waste bags. The surface area of the spill will be sprayed with disinfectant and cleaned with paper towels and disposed of in the same manner.  Spill procedures clean-up:

          (1) Lay paper towels over the spill ensuring that the spill is totally covered and completely absorbed and dispose same in plastic waste bag.

          

(2) Surface should be thoroughly cleaned of gross contamination.      

(3) Apply disinfectant to surface area and let sit for a minimum of 10 minutes.

          (4) Wipe area with paper towels and dispose in plastic waste bag.

          (5) Thoroughly rinse contaminated surface with water and wipe clean with paper towels and dispose of same in plastic bags.
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ANNEX O

Disposal of Biochemical Waste
1.  PURPOSE: The Army Biochemical Testing Program requires the handling of urine samples which could present a biohazard to soldiers.  Biohazards are those substances that may produce injury or disease upon contact.  Contact with human urine poses a threat for hepatitis and other serious contagious diseases.  This annex outlines a methodology and procedure for safeguarding individuals involved in biochemical waste disposal associated with processing biochemical specimens.

2.  APPLICABILITY: This SOP applies to all military and civilian personnel assigned to the Fort Benning ASAP and all UPLs handling urinalysis biohazards.  

3.  REFERENCE: MEDDAC-AK, Infection Control Manual, Section 5, Page 5.11-2, e (5) and (6) General Waste. 16 November 1999

4.  SUPPLIES:
     a.  Latex Gloves…………………………….….…6515-01-993-0291

     b.  Paper Towels

     c.  Simple Green D (virucidal/disinfectant)……..EPA Reg. No. 56782-1   

5.  PROCEDURE:
     a.  The proper disposal of urine and labeled bottles follows:

          (1) The IBTC and UPL will wear latex gloves at all times on both hands when destroying used specimen bottles.  

          (2) Urine will be disposed of in latrines by the IBTC, UPL or observer.  At the

collection site, when a soldier provides an insufficient specimen; the disposal of the specimen bottle contents and rinse water will be dumped by the donor under observation.

          (3) Urine bottle contents will be emptied into the toilet.

          (4) Bottles will be rinsed with tap water and emptied into the toilet.

          (5) Labels will be removed from the bottle and all information destroyed.

          (6) Bottles will be crushed, made unserviceable and disposed of as general waste in the collection site trash can.


ANNEX P

Scheduling Urinalysis Testing 

1.  Scheduling of a specimen collection will be accomplished by the commander completing and signing the request form and submitting it to the IBTC for approval two days prior to the actual collection date.  (see Figure 1)  Scheduling is done on a “first come first serve” basis.  If the IBTC cannot schedule the unit on the day requested, the IBTC will attempt to schedule the unit on another day that is acceptable to both the unit and the IBTC.  If quota is not available, the requesting unit may be put on a “first serve” waiting list.

2.  The DD Form 2624 with “CO or PO “ codes for probable cause or “ RO “ codes for rehabilitation will be accepted anytime without scheduling.

3.  One hundred percent unit collections are discouraged.  However, if a commander requests a 100% unit collection, the IBTC will schedule the date with care to ensure normal requirements for quotas are not interrupted.

4.  Requests for tests not normally conducted, e.g., steroids, LSD, PCP, must be requested by the commander on a memorandum for record (MFR) explaining the reason for the request.

5.  The MFR must include the social security numbers of the soldiers being tested.

FIGURE 1
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     10 October 2002                    

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  REQUEST FOR SPECIMEN COLLECTION

1. Urinalysis test requests (Figure 1a) will be utilized.

2. The request form is to be completed and signed by the commander only and not a designee. The completed request is to then be hand carried by the Unit Prevention Leader (UPL) to the Installation Biochemical Collection Point (IBCP), to ensure the test date is approved, and make arrangements to pick up supplies.

3. In the event the test cannot be conducted on the scheduled date, the commander must contact the IBTC.

4. Probable cause, Command directed and rehabilitation tests will be taken at anytime on a walk-in basis.

5. POC is Mr. Oskar H. Schlomer, 545-5880.


F. YVONNE WILBANKS


Chief ASAP


DISTRIBUTION:    C

ASAP 200 

FIGURE 1a

ARMY SUBSTANCE ABUSE PROGRAM

URINALYSIS TEST REQUEST

1. When requesting for a Urinalysis test to be conducted by your Unit Prevention Leader (UPL) the following information is needed:

a. Number of Specimen Bottles Needed:______________________

b. Date of Collection______________________________________

c. Time and Location of Collection__________________________

d. Unit Name and Code____________________________________

e. Unit Strength__________________________________________

f. Name of UPL and Phone Number_________________________

g. Commanders Name (Printed)____________________________ 

h. Commanders Signature_________________________________

i. Number of Drug & Alcohol Education Conducted___________

2. The hours of operation for the Fort Benning Biochemical Collection Point 0830-1600 Monday-Thursday and 0830-1500 on Fridays.  Closed Saturday and Sunday.

3.  If unit alcohol and drug prevention education will be conducted in conjunction with urinalysis testing, UPL will provide a copy of the sign in roster to the Prevention Coordinator.

3.  POC is Mr. Oskar Schlomer, IBTC at 545-5880/2123.
ANNEX Q

Observer Briefing

                                               UNIT   

MEMORANDUM FOR OBSERVERS

SUBJECT: Responsibilities of Observers During Drug Testing

General:

1. Observers are a critical link in the process of collecting urine specimens to be tested for substance abuse. Instances have occurred in the past where observers did not follow proper collection procedures and positive drug test were not usable in legal and/or administrative actions. In order to prevent similar occurrences in the future, the observer will read and sign this memorandum. 

2. The testing procedures do not violate a soldier’s Fourth or Fifth Amendment rights, nor does the observation procedure violate the right to privacy. A refusal to produce a specimen is a violation of a direct lawful order.

3. The results of tests may be used in legal proceedings and consequently the urine sample may be considered as evidence. A valid chain of custody is mandatory for a successful prosecution. As an observer, you may be asked to provide testimony at legal or administrative proceedings. You may be subject to UCMJ or administrative action if it is discovered that the specimen was altered in any way while it was under your control.

Criteria for Observer:

 1.  Be in the rank of NCO (Sergeant E-5) or above.

 2.  Be of the same gender as the soldier being tested.

 3.  Possess sufficient maturity and integrity to preserve the dignity of the soldier being observed.

 4.  Not be currently enrolled within the ASAP rehabilitation program or currently be under  investigation for any substance abuse related offenses.

RESPONSIBILITIES:
As outlined in AR 600-85, an observer must follow protocol during urinalysis collection procedures.

Once assigned to a soldier:

1. Observer controls the urine collection process at all times.

2. Maintains visual contact with the bottle at all times.

3. Ensure that the specimen provided is not contaminated or altered.

4. Directly observes the soldier (one soldier at a time per observer) voiding urine into the specimen bottle.

5. Observer must have full, frontal view of the soldier providing the sample.

6. Supervises the soldier tightly capping the bottle.

7. Ensures the bottle is not reopened after the cap is tightened.

8. Escorts soldier back to the processing station/table while maintaining full view of the specimen bottle..

9. Observes the UPL placing tamper resistant tape over the top of the bottle.

OBSERVER IS AFFIDAVIT: I have read and understand this document, I will comply with the responsibilities as stated above, and will report anything out of the ordinary to the UPL.

     Observer’s Printed Name                                   Observer’s Signature                                            Date


     UPL’s Printed Name                                          UPL’s Signature                                                    Date

ANNEX R

               UPL’s Unit Brief for Donors

1. You have three major responsibilities during the collection procedure:

     a. Verify your personal data.

      b. Provide more than 45ml of specimen.

      c. Keep specimen bottle in full sight until sealed with tamper resistant-evidence tape.

2. Your urine specimen will be provided in a labeled plastic bottle (an optional wide mouth

collection cup is available for females).

3. Each bottle will have a label affixed to it with today’s date that identifies you by your

SSN. Do not accept a bottle that does not have a completed label affixed with your

correct SSN and today’s date.

4. Collection of the specimen will be conducted using direct observation in full view of an

observer. Do not go to the control table until you feel you are ready to provide at least

45ml (approximately ½ bottle) of urine. If you are unable to provide a specimen or an

adequate quantity of urine, you will be held in a holding area until you are able to provide

a specimen. You will be provided an adequate amount of liquid to help facilitate the

collection process. You will not be released from duty today until you have provided a

proper specimen.

Your tasks include:

1. Provide your military ID card. If you do not have your military ID card or

another photo identification, the commander will be called to verify your identification.

2. Verify your SSN, full name, and date on the Unit Urinalysis Ledger. On the bottle label, verify the date and your SSN.

4. Document that all information is correct by signing your payroll signature on the Unit Urinalysis Ledger and initialing the specimen bottle label.

Are there any questions? Any questions about the collection procedure will be directed towards

myself or your observer.
ANNEX S

Commander’s Briefing

Today our unit will be drug tested for illegal substance use. The primary purpose of this test is to ensure our unit’s military fitness and that we are maintaining proper standards of readiness.

Individuals in this unit have been selected on a random basis or 100% for drug testing. There is no probable cause or reasonable suspicion that anyone in the unit is using or abusing drugs or a controlled substance.

Everyone selected for testing will be tested. Anyone not present will be rescheduled for testing at a later date. Every sample collected will be tested for marijuana, cocaine, amphetamines, and at least one other drug. This drug will be chosen on a rotational basis from a group which includes LSD, PCP, opiates, and barbiturates.

Collection procedures outlined in AR 600-85, the IBTC Guidebook and the UPL

Handbook will be followed. All verbal orders connected with the collection procedure are lawful and are to be followed as such. A refusal to comply with orders relating to this collection procedure subjects the soldier to punitive or administrative actions under AR 600-85, AR 135-18, AR 135-178, and AR 635-10.

Does anyone have any questions? The UPL will now provide you with details about the collection procedures that will be used today.
ANNEX T

DD FORM 2624 (FRONT)
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ANNEX U 

DD FORM 2624 (BACK SAME DAY TURN IN)
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DD FORM 2624 (BACK TEMPORARY STORAGE)
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ANNEX V

URINALYSIS LEDGER
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ANNEX W

UNIT URINALYSIS COLLECTION

INSPECTION CHECKLIST

UNIT:___________________________   



DATE:_____________________
A.  Pre-Collection Procedures 







  YES
 NO

1.
Did the commander or designated representative determine personnel to be tested?   
     2
  0

2. Did the commander or designated representative ensure personnel are available for

testing?












     2
  0

3. Did the commander or designated representative brief the collection team of their 

duties/responsibilities prior to collection?






     2
  0

4. Did the commander or designated representative select an adequate location for 

testing?   












     2
  0

5. Did the commander or designated representative give the required Commander’s 

briefing to all personnel selected for testing?






     2
  0

6.  Did the UPL properly brief the observers?

     a.  Orally to include demonstration






     1
  0

     b.  In writing and have them sign the Observer’s Memorandum



     1
  0

7.  Is there an adequate holding area supervised by an NCO (E-5 or above)or an officer?
     2
  0

8.  Did the UPL select an adequate latrine(s)?





     2
  0

10. Did the UPL inspect the latrine and remove all required items (bleach, cleansing                           

      powder, etc.)?










     2
  0

10. Did the UPL, place the latrine off limits prior to the collection? 


     2
  0








Total Pre-Collection Procedures points (A.) ________________
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B. Military Collection Procedure 




      

     YES      NO

1.
 Did the soldier provide his/her ID card to the UPL or other identification   

per local SOP?











2
  0

2.
 Did the soldier remove excess outer garments (BDU jacket, coats, etc.)

    
2
  0

3. 
 Did the UPL label the urine specimen bottles with: 


 a.  Date  YYYYMMDD








1
  0


 b.  Base Area Code









1
  0

 
 c.  Soldier's SSN from soldier's ID card or other identification per local SOP

1
  0

4.  Did the UPL initiate and record the appropriate information on the DD Form 2624?


 a.  Block 1 of DD Form 2624 Submitting Unit





1
  0

      b.  Block 2 of DD Form 2624 Additional Service Information



1
  0

      c.  Soldier’s SSN (taken from ID card or other identification per local SOP)

1
  0


 d.  Test Basis










1
  0


 e.  Test Information









1
  0


 f.  Collection Date









1
  0


 g.  Batch Number









1
  0


 h.  Base Area Code









1
  0


  i.  Unit Identification Code







1
  0

5.
Does the UPL maintain a urinalysis ledger documenting the following: 


 a.  Soldier’s Name









1
  0


 b.  Soldier’s Signature








1
  0


 c.  Soldier’s SSN (taken from ID card or other identification per local SOP)

1
  0


 d.  Date












1
  0


 e.  Specimen and Batch Number







1
  0

f. Name and Signature of Observer who is assigned to the soldier in 4.a. &                                   



4.b. above










1
  0


 g.   Soldier’s Rank









1
  0


 h.   Test Basis










1
  0

Questions 7 – 18 must be performed prior to the urine being collected         


6.  Did the UPL record any unusual circumstances (i.e. no ID card, identification                      

verified by 1SG, short sample etc.) in the remarks section of the unit ledger?

2
  0
7.  Did the soldier verify the information on the bottle label, unit ledger and DD Form 

2624 by initialing the bottle label?







2
  0

8.  Did the UPL distribute the labeled bottle to the soldier in the presence of the                          

observer?  











  2
  0

9.  Did the observer walk behind the soldier to the latrine while the soldier carried                            

the specimen bottle above his/her shoulder?






  2
  0

10.  Did the observer direct the soldier to wash his/her hands with water only prior        

to providing a specimen?








  2
  0

11. Did the observer directly observe the soldier urinating in the specimen bottle and  

place the cap on the bottle?

                                                         OR

When the optional wide mouth specimen collection container is used by the female 

soldier, did the observer directly observe the soldier urinating into the collection 

container and ensure that the urine was poured into the approved urine specimen 

bottle and tightly capped by the soldier providing the specimen?(Female Soldiers)

  2
  0

12.  Did the observer walk behind the soldier back to the UPL desk while the soldier 

carried the specimen bottle above his/her shoulder?





  2
  0

13.  Did the observer and the soldier maintain visual contact of the specimen bottle 

until it was sealed with tamper evident tape and initialed by the UPL?


  2
  0

14.  Did the UPL seal the specimen bottle with tamper evident tape as one continuous 

piece that touched the bottle label on both sides in the presence of the soldier?

  2
  0

15.  Did the UPL initial the bottle label ensuring the specimen was acceptable and 

acknowledging receipt of the specimen in the presence of the soldier?


  2
  0

16. Did the observer sign the unit ledger in front of both the UPL and soldier verifying 

he/she complied with the collection process and directly observed the soldier provide 

the specimen?











  2
  0

17. Did the soldier sign the unit ledger in front of both the observer and UPL verifying 

that he/she provided the urine specimen and observed the specimen being sealed with 

tamper evident tape and placed in the collection box?




  2
  0

18.  Did UPL return ID card and release soldier from testing?



  2
  0

19.  Did the UPL perform a quality control check of the specimen bottles, unit ledgers 

and the DD Forms 2624 by verifying








 

a. That the SSNs on the specimen bottle, DD Form 2624, and Unit 

             Ledger match?








  1
  0

        b.  That each specimen bottle contains two sets of initials?



  1
  0

        c.  That the tamper evident tape is properly applied and intact?



  1
  0

20. Did the UPL transport to the Installation Biochemical Collection Point as soon 

as possible?











  2
  0









Military Collection Procedures sub-total (B) ___________

W-3

C.  Additional Collection Requirements  






YES
NO



1.  Were all required SOPs available at the site?


 a.  Current, SJA approved Collection SOP. 





  




Approved date ______________






  1
  0


 b.  Current Unit SOP or policy letter signed by the current commander


  1
  0

  
 c.  Installation/Corps/MACOM policy letters/regulations



  1
  0

2.  Did the SOPs contain step by step specific instructions on how to conduct a 

collection?












  2
  0

3.  Did the SOPs state how the random selection was performed?



  2
  0

4.  Did the SOPs provide guidance for collection of specimens from personnel not 

available for testing?










  2
  0

5. 
Did the SOP(s) cover hard to handle incidents such as: 


a.  Individuals who cannot urinate.






  1
  0


b.  Tampering with or adulteration of specimens.





  1
  0


c.  Bottles that do not contain the minimum amount of specimen.


  1
  0


d.  Specimen spills and proper disposal of waste.





  1
  0


e.  How to correct errors on the label, DD Form 2624, and unit ledger


  1
  0


f.  What to do about soldiers that do not have their ID card with them


  1
  0

6.  Did the observer(s) ensure that at no time he/she took custody of specimen?

  2
  0

7.  Did the UPL wear disposable rubber gloves on both hands at all times?


  2
  0

8.  Did the UPL ensure that NO eating, drinking, smoking, applying cosmetics, or 

chewing tobacco occurred in the collection area?





  2
  0

9.  Was the unit incorporating “Smart Testing”?  





  2
  0

10.  Did the UPL/observer clean up the area with a disinfectant after the collection?
  2
  0








Additional Collection Requirements sub-total (C)   ____________

****  The following tasks are considered critical and failure to comply will result in a collection procedure score of ZERO which results in a RED rating:

1.  Giving the soldier an unlabeled bottle to take to the latrine.

2.  Performing collections without observers.

W-4

Pre-Collection Procedures Total      _______                         
Collection Procedure Total              _______                        

Additional Requirements Total    _______                        
                                   TOTAL         _______

Rating

90 – 100 Green

75 – 89 Amber

Less than 75 Red

UPL NAME:________________________________________________

UPL  SIGNATURE:__________________________________________

INSPECTOR’S NAME:________________________________________

INSPECTOR’S SIGNATURE:___________________________________

REVIEWED BY:





F. YVONNE WILBANKS





CHIEF, ASAP
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I





A-1





III





IV





B-2





B-3





B-3





C-2





SAMPLE OF


DTP GENERATED


BAR-CODED LABEL





Base Area Code





UIC




















TAPE





HERE























TAPE





HERE








Date Specimen Collected





Soldier’s SSN





Test Basis (IR- Inspection Random), Batch Number (2), Specimen Number (3)





		YYYYMMDD					TC02





		UPL’s Initials				Soldier’s Initials








		Soldier’s SSN						





Tamper resistant tape





G-1





G-2





I-3





N-1





W-2





T-1





T-2





T-3
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