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NAVAL STATION MAYPORT INSTRUCTION 5350.2E

Subj:  COMMAND URINALYSIS TESTING PROGRAM

Ref:   (a) DODINST 1010.16 

       (b) DOD DIRECTIVE 1010.4 

       (c) SECNAVINST 5300.28C

       (d) OPNAVINST 5350.4C

       (e) CINCLANTFLTINST 5355.1D

       (f) Urinalysis Coordinator Handbook of Oct 96

       (g) Navy Drug Screening Program (NDSP) User's Manual, Ver. 4.03A


Encl:  (1) Sample Urinalysis Coordinator Appointment Letter

       (2) Sample Assistant Urinalysis Coordinator Appointment Letter

       (3) Sample Urinalysis Observer Appointment Letter

       (4) Sample Notice to Department Heads and Special Assistants

       (5) Male Urinalysis Observer Brief

       (6) Female Urinalysis Observer Brief

1.  Purpose.  To promulgate procedures for the Naval Station Mayport urinalysis testing program for Naval Station Mayport and participating tenant commands in accordance with references (a) through (g).

2.  
Cancellation.  NAVSTAMYPTINST 5350.2D.

3.  Applicability.  The provisions of this instruction apply to all active duty and reserve U.S. military personnel permanently or temporarily assigned to Naval Station Mayport.                                                                                                          

4.  Policy.  In order to promote military fitness, job performance, readiness, and safety of every member of Naval Station Mayport and to preserve the good order and discipline of the command, it is the policy of Naval Station

Mayport to conduct urinalysis inspections of its personnel to detect and deter drug abuse.  Those persons identified through the urinalysis program as drug abusers will be subject to appropriate disciplinary and/or administrative action in accordance with the Navy's "Zero Tolerance" policy for drug abuse.

All military personnel assigned to Naval Station Mayport for duty, either permanently or in a transient status, are subject to urinalysis inspections as outlined below:

    
a.  Reporting.  All newly reporting personnel, under Permanent Change of Station (PCS) or Temporary Assigned Duty (TAD) assignment, regardless of rank/rate, will submit to a urinalysis test within three work days of reporting onboard for duty.  This will be part of the check‑in procedure and will be closely monitored by the Command Master Chief and the Urinalysis Coordinator.


b. Random Selection.  All military personnel will be subject to random daily, weekly or monthly sampling.  Naval Station Mayport will be using the

Navy Drug Screening Program (NDSP) commonly known as "Drug Dog."  This program minimizes cheating and maximizes the deterrent effect.  NDSP enhances drug detection as test days are unpredictable.  When a test day is selected, individuals will be notified to report for testing that day prior to 1100.

Because NDSP is a software program and subject to the same problems that affect computer equipment (peripheral failures, software viruses, power failures and hard drive failures) the sample collection procedures used prior to the implementation of "Drug Dog" will be used as a back up.  Numbers 0‑9 
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will be drawn which will correspond to the last number of the individual's social security number to determine who will be subjected to testing on any given day.

    c.  Sub‑Unit Sweeps.  Sub‑Unit Sweeps of an entire identifiable segment of Naval Station Mayport will be conducted in accordance with reference (d) at the discretion of the Executive Officer.

    d.  Unit Sweep.  A Unit Sweep may be conducted when authorized by higher authority and in accordance with reference (d).

    e.  Returning Absentees.  All persons who surrender or are apprehended after an unauthorized absence of 48 hours or more shall be escorted to the Urinalysis Coordinator for testing by responsible department personnel immediately or on the first day urinalysis testing is available following the individual's return.  The testing premise for the inspection shall be a Sub‑Unit Sweep of an identifiable segment of the command.

    f.  Tenant commands who participate in Naval Station Mayport's Drug

Screening Program will also be subject to these procedures.  However, those commands or individuals who deploy or are TAD for a period to exceed 30 days, will be exempt from random selection for that period.

5.  Action

    a.  Commanding Officer, Naval Station Mayport shall:

        (1) Appoint in writing a full time Urinalysis Coordinator (UC).  The UC selected must be a responsible E‑7 or above (an E‑6 may be assigned if it is impracticable to assign an E‑7) with no prior disciplinary record whose primary duty shall be administering the command urinalysis program.  At the time of appointment, the UC must have at least one year remaining on his or her tour at Naval Station Mayport.  An incoming UC should be appointed no later than 60 days before an outgoing UC departs the command to ensure a proper turnover and to ensure the availability of the outgoing UC to testify in any proceedings made necessary by positive urine sample results.  Enclosure (1) is a sample appointment letter for the UC.

        (2) Appoint in writing a full time Assistant Urinalysis Coordinator (AUC).  The AUC selected must be a responsible E‑6 or above (an E‑5 may be assigned if it is impracticable to assign an E‑6) with no prior disciplinary record.  The AUC should be the opposite sex of the UC to allow the UC and AUC to serve as Observers without calling for Departmental Observers on a daily basis.  At the time of appointment, the AUC must have at least one year remaining on his or her tour at Naval Station Mayport.  An incoming AUC should be appointed no later than 60 days before an outgoing AUC departs the command to ensure a proper turnover and to ensure the availability of the outgoing AUC to testify in any proceedings made necessary by positive urine sample results. Enclosure (2) is a sample appointment letter for the AUC.

    b.  Executive Officer, Naval Station Mayport shall:

        (1) Schedule Random Selection urinalysis inspections for the command or for any identifiable segment of the command.

            (a) If Random Selection is to be based on social security number, randomly determine the last digit (0‑9) of the social security number for testing selection.
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            (b) If Random Selection is to be made by "Drug Dog" software or its equivalent, determine the number of persons to be selected for inspection. Total sampling for a month may not exceed 20% of the command or 200 samples, whichever is less.

        (2) Schedule Unit Sweep and Sub‑Unit Sweep urinalysis inspections with the UC.

        (3) Ensure all aspects of the command urinalysis program are given priority treatment by all members of the command.

    c.  Department Heads and Special Assistants shall:

        (1) Appoint in writing one responsible male E‑5 or above and one responsible female E‑5 or above to serve as Urinalysis Observers (Observers) on a rotating basis with Observers appointed by other departments.  A copy of the appointing letter should be forwarded to the UC and should include the telephone number at which the Observers can be reached.  At the time of appointment, each Observer must have at least one year remaining on his or her tour at Naval Station Mayport.  Replacement Observers should be appointed no later than 60 days before an outgoing Observer departs the command to ensure the availability of the outgoing Observer to testify in any proceedings made necessary by positive urine sample results.  Enclosure (3) is a sample appointment letter for an Observer.

        (2) Order all newly reporting permanent or transient personnel assigned to the department, regardless of rank, to report to the UC within three work days of reporting to the command.

        (3) After receiving notification of persons selected to participate in Random Selection, Sub‑Unit Sweeps or Unit Sweeps:

            (a) Ensure that all persons selected are notified of the proper date, time, and place of the testing and that persons so notified are ordered to attend by competent military authority.

            (b) Confirm by telephone with the UC that all such persons have been notified and ordered to be present for testing at the designated date, time, and place.

            (c) Account for, in writing, any person not present for testing, including the reason therefore, to the Executive Officer via the UC.  Persons are considered excused from Random Selection, Sub‑Unit Sweeps and Unit Sweeps only if they are on previously approved leave, previously approved liberty, or previously approved off‑station TAD, or if they have been previously designated as Sick in Quarters (SIQ) by competent military medical authority. Members so excused will be recalled upon return to provide a urine sample.  The following written documentation must be submitted by the Department Head or Special Assistant for persons not present for testing:

                1. Previously approved leave ‑ a copy of the applicable leave papers.

                2. Previously approved special liberty ‑ a copy of the applicable special request chit or a statement from the member's Division Officer indicating that special liberty was granted and the member departed the command before he/she could be notified of the urinalysis test.

                3. Previously approved off‑station TAD ‑ a copy of the applicable TAD orders.
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                4. Medically authorized SIQ ‑ a copy of the SIQ chit signed by competent military medical authority prior to the member being selected to provide a urine sample.

            (d) Persons selected for testing on a given day whose normal work hours for that day commence after urinalysis testing is scheduled to be concluded (e.g., night shift personnel) must be called in to work early to provide their urine‑sample.

        (4) Escort immediately, or on the first day urinalysis testing is available, any person returning from an unauthorized absence of 48 hours or more to the UC for a urinalysis inspection.  Also, a personnel inspection should be conducted on all persons returning from an unauthorized absence of 48 hours or more to ensure that person's readiness to resume military duties.

    d.  The UC shall:
        (1) Serve as the advisor to the Commanding Officer on all matters relating to urinalysis testing, including testing methodology, collection, and transportation of samples to the Navy Drug Screening Lab Jacksonville.


        (2) Have a thorough understanding of references (a) through (g).

        (3) Ensure strict compliance with the urinalysis testing procedures

established by references (d) and (g).

            (a) Provide proper documentation of all testing procedures.

            (b) Maintain security over testing samples during collection, storage, and transportation to the Navy Drug Screening Lab, Jacksonville.

            (c) Properly document and maintain the chain of custody over all urine samples provided.


            (d) Reference (f) contains examples of documentation required of the UC and a checklist for conducting testing.  Enclosure (4) to reference (d) provides detailed instructions for urine sample collection.  Both references should be reviewed at least monthly and prior to conducting Random Selection testing, Unit Sweeps, and Sub‑Unit Sweeps.

        (4) Distribute written notification of all personnel selected for testing to department heads and special assistants no sooner than one day prior to the scheduled date for urinalysis inspections.  Enclosure (4) is a sample of the written notification.

            (a) Obtain confirmation from department heads and special assistants that all persons designated for testing have been ordered to be and will be present for testing.

            (b) Account for, in writing to the Commanding Officer, the Executive Officer, and the Station Judge Advocate, all persons absent from and not properly accounted for at urinalysis inspections including reasons for absenteeism.

        (5) Ensure that the monthly command quota for urine sample submissions of the lesser of 200 samples or 20% of the command is not exceeded.
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        (6) Ensure adequate collection supplies are always available.

        (7) Ensure all Observers are adequately trained, including briefing Observers prior to each collection process in accordance with the sample formats shown in enclosures (5) or (6), as applicable.

        (8) Ensure that the alpha roster of database from which names are selected for Random Selection inspections, Sub‑Unit Sweeps, and Unit Sweeps is updated at least once every week, and maintain security over the alpha roster or database.

        (9) Conduct service‑directed testing, evaluation testing, physician​ directed testing, and safety investigation tests, as directed by proper authority in accordance with enclosure (4) to reference (d).

    e.  The AUC shall:
        (1) Assist the UC in all matters relating to the urinalysis program and serve as the acting UC during the UC's absence.


        (2) Have a thorough understanding of references (a) through (g).

        (3) Assist the UC in all Random Selection inspections, Unit Sweeps and Sub‑Unit Sweeps.

    f.  Observers shall:
        (1) Understand that their job is critically important to the urinalysis testing process.

        (2) Be briefed by the UC as to the duties and responsibilities of an Observer and review and sign an Observer Brief Sheet each day prior to observing any members.  See enclosures (5) and (6).

        (3) Be the same sex as the member providing the urine specimen.

    g.  The Naval Station Mayport Judge Advocate shall:
        (1) Periodically review urinalysis testing procedures to ensure they are in compliance with references (a) through (g), current case law, and this instruction.

        (2) Observe urinalysis testing procedures at least once each quarter.

    h.  The Naval Station Admin Department shall:
        (1) Provide the UC with an accurate command alpha roster including all persons assigned to Naval Station Mayport either permanently or on a transient basis upon request.

        (2) Provide accurate daily updates of all permanent or transient mili​tary personnel reporting to or transferring from Naval Station Mayport.

        (3) Ensure all newly reporting permanent or transient personnel assigned to the command, regardless of rank, are notified that they must report to the UC within three work days of reporting to the command.

    i.  Tenant commands desiring to participate in Naval Station Mayport's Urinalysis program shall:
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        (1) Submit a written request to Commanding Officer, Naval Station Mayport for permission to participate in the program.

        (2) If approved for participation:

            (a) Provide a command point of contact (who will be considered a department head for the purpose of this instruction) and submit a current command alpha roster with weekly updates to allow for Random Selection, or

            (b) If collection of specimens only is desired, provide a list of the persons to be tested, and have them report to the UC for sample collection. Notice must be provided to the UC at least 24 hours in advance of any proposed urinalysis inspection.

    j.  All personnel assigned to Naval Station Mayport and tenant commands participating in the Naval Station Mayport urinalysis testing program shall, when notified of selection to participate in urinalysis testing, report to the UC at the designated time, place, and date with a valid military identification card and provide a urine sample.  Failure to do so will result in appropriate disciplinary and/or administrative action by Naval Station Mayport or the appropriate tenant command.

6.  If a member is unable to provide a sample during the command's prescribed collection period, the member shall be directed to report to military medical authorities.  The member should be examined to determine whether any physiological or psychological conditions are present which prevent the member from complying with the program.

7.  Naval Station Mayport personnel identified as drug abusers will be referred to the Executive Officer for possible disciplinary and/or administrative action and to the Naval Station Mayport Drug and Alcohol Prevention Advisor (DAPA) for screening in accordance with reference (b).  Tenant commands will also be notified of positive results applicable to their command.

        JOHN D. FURNESS

Distribution: (NAVSTAMYPTINST 5605.1T)

List I

List III


COMCARGRU 6


COMCRUDESGRU 12


SUPSHIP Jacksonville


Trial Service Office (TSO)


DESRON 24


CBU‑420


FISC Mayport


AEGIS Training Support Group

 NAVLANTMETOC DET Mayport
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SAMPLE URINALYSIS COORDINATOR APPOINTMENT LETTER

5350 

Ser N001/0001 

11 Apr 00

From:  Commanding Officer, Naval Station, Mayport

To:    ___IT2 Ian M. Theone, USN________________ (Designee)

Subj:  APPOINTMENT AS COMMAND URINALYSIS COORDINATOR

Ref:   (a) SECNAVINST 5300.28C

       (b) DODINST 1010.16 

       (c) DOD DIRECTIVE 1010.4 

       (d) OPNAVINST 5350.4C

       (e) CINCLANTFLTINST 5355.1D

       (f) Urinalysis Coordinator Handbook of Oct 96

       (g) Navy Drug Screening Program (NDSP) User's Manual, Ver. 4.03A


1.  In accordance with reference (a), you are hereby appointed the Command Urinalysis Coordinator.  You are required to comply with references (a) through (g), paying particular attention to references (c), (e) (especially enclosure (4)), and (g).

CO SIGNATURE

------------------------------------------------------------------------------



11 Apr 00

ACKNOWLEDGMENT

1.  I acknowledge my appointment as Command Urinalysis Coordinator.

2.  I have read and understand the guidance contained in references (a) through (g).

                                       I. M. THEONE

                                       IT2      USN

Copy to:

Command DAPA

Service Record

Designee

CMAA

                                                                 Enclosure (1)
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SAMPLE ASSISTANT URINALYSIS COORDINATOR APPOINTMENT LETTER

5350 

Ser N001/0001 11 Apr 00

From:  Commanding Officer, Naval Station, Mayport

To:    ___SK2 Irene O. You, USN______________________
(Designee)

Subj:  APPOINTMENT AS ASSISTANT COMMAND URINALYSIS COORDINATOR

Ref:   (a) SECNAVINST 5300.28C

       (b) DODINST 1010.16 

       (c) DOD DIRECTIVE 1010.4 

       (d) OPNAVINST 5350.4C

       (e) CINCLANTFLTINST 5355.1D

       (f) Urinalysis Coordinator Handbook of Oct 96

       (g) Navy Drug Screening Program (NDSP) User's Manual, Ver. 4.03A 

1.  In accordance with reference (a), you are hereby appointed the Assistant

Command Urinalysis Coordinator.  You are required to comply with references

(a)
through (e), paying particular attention to references (c), (e) (especially enclosure (4)), and (g).

CO SIGNATURE

-----------------------------------------------------------------------------

11 Apr 00

ACKNOWLEDGMENT

1.  I acknowledge my appointment as Assistant Command Urinalysis Coordinator.

2.  I have read and understand the guidance contained in references (a) through (g).

I. O. YOU

SK2   USN

Copy to: 

Urinalysis Coordinator 

Command DAPA 

Service Record 

Designee

CMAA

                                                                 Enclosure (2)

                                                      NAVSTAMYPTINST 5350.2E 

                                                      14 Apr 00

SAMPLE URINALYSIS OBSERVER APPOINTMENT LETTER

                                                                 5350 

                                                                 Ser N001/0001

                                                                 11 Apr 00

From:  Commanding Officer, Naval Station, Mayport

To:    ____AC1 Peter R. Tee, USN_______________________________________
(Designee)

Subj:  APPOINTMENT AS URINALYSIS OBSERVER


Ref:   (a) NAVSTAMYPTINST 5350.2E

       (b) OPNAVINST 5350.4C

Encl:  (1) Male and Female Urinalysis Observer Brief

1.  In accordance with reference (a), you are hereby appointed as a Command Urinalysis Observer.  You are required to comply with reference (a) and enclo​sure (4) to reference (b).  You will be briefed by the Command Urinalysis

Coordinator on your responsibilities each day prior to performing your duties as a Command Urinalysis Observer.  A copy of the brief sheet is attached as enclosure (1).

CO SIGNATURE or 

DEPARTMENT HEAD By direction

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑-------------------------------------------------

13 Apr 00

ACKNOWLEDGMENT

1.  I acknowledge my appointment as a Command Urinalysis Observer.

2.  I have read and understand the guidance contained in references (a) and (b)
and enclosure (1).

P. R. TEE

                                        AC1   USN

Copy to:

Urinalysis Coordinator

Command DAPA

Service Record

Designee

CMAA

                                                                 Enclosure (3)
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SAMPLE NOTICE TO DEPARTMENT HEADS AND SPECIAL ASSISTANTS

LETTERHEAD


CANC: Date


NAVSTAMYPTNOTE 5350


N001


Date

NAVAL STATION MAYPORT NOTICE 5350

Subj:  URINALYSIS SCREENING

Ref:   (a) NAVSTAMYPTINST 5350.2E
(R


Encl:  (1) Drug Dog Roster

       (2) Roster of Naval Station Mayport Personnel with SSN Ending in

1.  Discussion.  Reference (a) lists the requirements for periodic urinalysis screening of military personnel.  A roster of personnel selected for testing during this period is attached as enclosure (1) or (2).  No one will be excused except those members on previously approved leave, previously approved liberty or previously approved off‑station TAD, or due to previous designation as Sick in Quarters (SIQ) by competent military medical authority.  Personnel selected for testing whose normal working hours are at night must be called in 

to provide a urine sample.  Personnel are required to report for screening regardless of age, rank or position.

2.  Action.  Personnel listed on enclosure (1); or on enclosure (2) who are in ___________________ Department; ______________________ Department; _____________________________

Department; and ____________________________ Department whose Social Security Number ends in _______ are directed to report to the Command Urinalysis Office (Room 404), AIMD (Building 1553) as soon as possible after notification, on     _______(day), _______(date) to submit a urine sample for urinalysis testing.  Department Heads and Special Assistants must ensure this directive is communicated to the individuals listed in enclosure (1); or (2) and any other individuals in their respective departments with SSN ending in __________ who may have been omitted from enclosure (2).  Each individual listed should be ordered to be present.

3.  Reports.  Department Heads and Special Assistants must notify the

Urinalysis Coordinator at X6704 that all persons selected for urinalysis testing have been ordered to attend.  Department Heads should also provide the names of those individuals not available for testing due to reasons specified in paragraph 1 above, as well as the documentation required by reference (a), paragraph 5c(3)(c).


4.  Absences.  Personnel listed who have not reported by 1100, will be reported to the Executive Officer for possible disciplinary and/or administrative action.

EXECUTIVE OFFICER

By direction

Distribution: (NAVSTAMYPTINST 5605.1T) 

List III

Departments/Tenants who have personnel being tested.             Enclosure (4)
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MALE URINALYSIS OBSERVER BRIEF

5350 

N009A 

Date:

From:  Urinalysis Coordinator, Naval Station, Mayport 

To:    _____________________, ___________________________

       (Name, Rate)           (Unit/Work Center)

Subj:  MALE URINALYSIS OBSERVER RESPONSIBILITIES


Ref:   (a) OPNAVINST 5350.4C

1.  You have been appointed as a Urinalysis Observer for the Naval Station

Mayport urinalysis test to be held on _______ (date).

2.  Your responsibilities as a Urinalysis Observer are set forth in reference (a)
and include the following:

    a.  The donor must remove all jackets, coats and personal items and place them in a secured area.  If the donor is wearing a long sleeved shirt, the sleeves will be rolled up to a point above each elbow.

    b.  While you as the Observer are watching, the Urinalysis Coordinator (or the Assistant Urinalysis Coordinator) will provide the donor with a labeled specimen bottle.  From this point on, the specimen bottle must never leave your sight.

    c.  You must accompany the donor from the Urinalysis Coordinator's table to the designated head.

    d.  You must directly observe the donor urinating into the specimen bottle.

    e.  You must directly observe the donor placing the lid on the specimen bottle.

    f.  You must accompany the donor with the urine specimen always in your sight back to the Urinalysis Coordinator's table.

    g.  After the donor gives the urine specimen back to the Urinalysis Coordinator and verifies the information regarding the sample, you will be asked to sign the Urinalysis Ledger, thereby certifying that the specimen bottle contains the urine which you directly observed the member provide and that the specimen has not been tampered with in any way.

    h.  You must always observe only one donor at a time.

    i.  You should never touch or handle the donor's urine specimen at any time.

    j.  If the donor is unable to provide a sample, instruct the donor to place the lid on the specimen bottle, accompany him back to the collection area, and the specimen bottle to the Urinalysis Coordinator WHO WILL MAINTAIN CUSTODY OF THE BOTTLE AND THE DONOR'S MILITARY

    Enclosure (5)
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IDENTIFICATION CARD until the donor can provide a urine sample.  The donor will be instructed to remain in the waiting area.  When the donor is ready to provide a sample, he will be reissued the same bottle previously turned in and the observation process will start again from the beginning, using the same Observer who observed the donor during his previous unsuccessful attempt(s) to provide a sample.

3.  Observers may be called upon to testify at courts‑martial, nonjudicial punishments, and/or administrative separation proceedings.  Therefore, they ensure that the above strict controls are precisely followed.  Although the task may seem tedious and time consuming, the slightest error in the chain‑of‑custody could result in a case being lost.  In this job, dedication and
attention to detail will prevail.  The Observer’s ability to flawlessly repeat the sampling observation process from donor to donor is of paramount importance.

FOLLOW THESE INSTRUCTIONS TO THE LETTER

4.  If you have any questions, feel free to ask the Urinalysis Coordinator.

There are no dumb questions.

5.  STATEMENT OF OBSERVER'S ACKNOWLEDGMENT

    I fully understand that I have been appointed as a Naval Station Mayport Urinalysis Observer.  I have read and understand the above instructions, and am prepared to execute all of my responsibilities as an Observer.  I understand that if at anytime I am unclear as to my responsibilities as an Observer, I will stop what I am doing and request guidance from the Urinalysis Coordinator.  I understand that failure to comply with the above instructions is considered dereliction of duty.

                                         ___________________________________

(Signature) 
(Date)

_______________________________________

(Witness)

Enclosure
(5)                        2
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FEMALE URINALYSIS OBSERVER BRIEF

5350 

N009A Date:

From:  Urinalysis Coordinator, Naval Station, Mayport

To:    _______________________, __________________

(Name, Rate)
(Unit/Work Center)

Subj:  FEMALE URINALYSIS OBSERVER RESPONSIBILITIES


Ref:   (a) OPNAVINST 5350.4C

1.  You have been appointed as a Urinalysis Observer for the Naval Station

Mayport urinalysis test to be held on ________ (date).

2.  Your responsibilities as a Urinalysis Observer are set forth in reference (a)
and include the following:

    a.  The donor must remove all jackets, coats and personal items and place them in a secured area.  If the donor is wearing a long sleeved shirt, the sleeves will be rolled up to a point above each elbow.

    b.  While you as the Observer are watching, the Urinalysis Coordinator (or the Assistant Urinalysis Coordinator) will provide the donor with a labeled specimen bottle.  From this point on, the specimen bottle must never leave your sight.

    c.  You must accompany the donor from the Urinalysis Coordinator's table to the designated head.

    d.  If a disposable plastic specimen cup is used:

        (1) You must directly observe the donor urinating into the disposable plastic specimen cup.

        (2) You must directly observe the member pouring her urine from the disposable plastic specimen cup into the specimen bottle.

        (3) You must directly observe the donor placing the lid on the specimen bottle.

        (4) Continue with paragraph f below.

    e.  If a disposable plastic specimen cup is not used:

        (1) You must directly observe the donor urinating into the specimen bottle.

        (2) You must directly observe the donor placing the lid on the specimen bottle.

    f.  You must accompany the donor with the urine specimen always in your sight back to the Urinalysis Coordinator's table.

    g.  After the donor gives the urine specimen back to the Urinalysis Coordinator and verifies the information regarding her sample, you will be

Enclosure (6)
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asked to sign the Urinalysis Ledger, thereby certifying that the specimen bottle contains the urine which you directly observed the member provide and that the specimen has not been tampered with in any way.

    h.  You must always observe only one donor at a time.

    i.  You should never touch or handle the donor's urine specimen at any time.

    j.  If the donor is unable to provide a sample, instruct the donor to place the lid on the specimen bottle, accompany her back to the collection area, and return the specimen bottle to the Urinalysis Coordinator WHO WILL MAINTAIN CUSTODY OF THE BOTTLE AND THE DONOR'S MILITARY IDENTIFICATION CARD until the donor can provide a urine sample.  The donor will be instructed to remain in the waiting area.  When the donor is ready to provide a sample, she will be reissued the same bottle previously turned in and the observation process will start again from the beginning, using the same Observer who observed the donor during her previous unsuccessful attempt(s) to provide a sample.

3.  Observers may be called upon to testify at courts‑martial, non‑judicial punishments and/or administrative separation proceedings.  Therefore, they must ensure that the above strict controls are precisely followed.  Although the task may seem tedious and time consuming, the slightest error in the chain‑of‑custody could result in a case being lost.  In this job, dedication and
attention to detail will prevail.  The Observer’s ability to flawlessly 

repeat the sampling observation process from donor to donor is of paramount importance.

FOLLOW THESE INSTRUCTIONS TO THE LETTER.

4.  If you have any questions, feel free to ask the Urinalysis Coordinator,

There are no dumb questions.

5.  STATEMENT OF OBSERVER'S ACKNOWLEDGMENT

    I fully understand that I have been appointed as a Naval Station Mayport Urinalysis Observer.  I have read and understand the above instructions, and am prepared to execute all of my responsibilities as an Observer.  I understand that if at anytime I am unclear as to my responsibilities as an Observer, I will stop what I am doing and request guidance from the Urinalysis Coordinator.  I understand that failure to comply with the above instructions is considered dereliction of duty.

                                        ____________________________________

(Signature) 
(Date)

____________________________________

(Witness)

Enclosure (6)
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