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NAMTRAU NORFOLK INSTRUCTION 5355.1C

Subj:  URINALYSIS TESTING PROGRAM

Ref:   (a) OPNAVINST 5350.4C

       (b) NAMTRAGRUINST 5355.1F

       (c) Urinalysis Program Coordinator Handbook

Encl:  (1) Designation Letter for Urinalysis Coordinator

       (2) Designation Letter for Urinalysis Observer

       (3) Bottle Label (example)

       (4) Verbatim Collection Script and Procedures (example)

1.  Purpose.  To establish standard procedures for collection of urine samples to be tested for controlled substances and provide guidelines and training for all personnel involved with the NAMTRAU Norfolk Urinalysis Program.

2.  Cancellation.  NAMTRAGRUDETNORVAINST 5355.1B

3.  Background.  Drug abuse in the Navy has proven to have a harmful effect upon individual health and organizational readiness and cannot be tolerated.  References (a) and (b) establish minimum requirements and procedures to be adhered to during the collection process of urine samples to be tested for the presence of controlled substances.  Navy and NAMTRAU Norfolk policy for drug abuse is zero tolerance.

4.  Discussion.  There is a requirement to implement a comprehensive drug abuse testing program consisting of coordinators, observers, training requirements, designation letters, and a standardized checklist to be followed to ensure uniform procedures for all personnel tested.  Compromising procedures and the chain of custody are two of the weakest links in any program.  This instruction is promulgated to make sure we strictly adhere to all program guidelines and instructions.

5.  Policy.  The procedures and guidelines described in references (a) and (b) along with specific guidance provided in this instruction will be strictly observed by members of this command.  Personnel designated with specific responsibilities shall become familiar with this instruction and all others governing the Navy Urinalysis Program.
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6.  Action
    a.  Commanding Officer.  Responsible for carrying out policies set forth in references (a) and (b).

        (1) Ensure a designated Urinalysis Coordinator conducts urinalysis testing.  More than one coordinator may be designated due to the requirement to screen staff and students.

        (2) Ensure the Command Urinalysis Coordinator provides training to all observers and assistant coordinators.

        (3) Designate coordinators per enclosure (1).

        (4) Authorize unit sweeps per reference (a).

        (5) Set policy regarding NAMTRAU Norfolk urinalysis testing amplifying reference (a).

        (6) Ensure a substance abuse semi-annual report (report symbol DDHA(SA) 1094 (5350) is submitted per enclosure (2) of reference (a) to reach NAMTRAGRU no later than the 5th of April and the 5th of October for respective reporting periods.

        (7) Approve/Disapprove absence of personnel from testing for valid reasons.

    b.  Executive Officer
        (1) Responsible for overall administration of the Urinalysis Program and ensuring compliance with all procedures and policies listed in references (a), (b) and this instruction.

        (2) Assume responsibilities for this program in CO’s absence.

    c.  Urinalysis Coordinators
        (1) Upon designation by the CO, be thoroughly familiar with references (a) through (c) and this instruction.

        (2) Implement the command urinalysis testing program at NAMTRAU Norfolk per references (a) through (c) and this instruction.

        (3) Ensure an adequate number of observers are trained and designated utilizing enclosure (2).
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        (4) Establish a testing window per reference (c).  The testing window is from 0800 until 1030.

        (5) Notify ALL Department Heads/LCPO’s of their personnel (students or staff) selected for urinalysis testing by 0730 of the morning of the day urinalysis testing will be conducted.

Note 1: Students selected for urinalysis testing will report to Bldg SP-381 Room 2203A at 0800 and standby for testing.  Staff selected for testing will report for testing within the test window.  Personnel selected and notified of testing who do not report for testing and do not provide a sample will muster with the CO, XO or CMC.  

        (6) Ensure a monthly urinalysis report is e-mailed to the CO/XO/CMC at the beginning of each month with the number of students/staff personnel tested, the test results and any samples pending results.

        (7) Ensure an up-to-date copy of all designation letters 

for coordinators and observers is maintained on file.

        (8) Ensure adequate specimen bottles, security ties, tape and other supplies required for urinalysis testing are available at all times.

Note 2: Under no circumstances will the coordinators or observer's sample be included in a batch for which they are responsible for administering testing.

        (9) Document in the remarks column of the urinalysis register any unusual circumstances, which may have taken place during the collection process.

        (10) Package samples for shipment in accordance with reference (a).

        (11) Transport all samples/batches to the Fleet Post Office for shipment to the Navy Drug lab (immediately after testing if possible).  Samples that must be kept overnight shall be secured in the safe and delivered at the earliest possible time, but normally not later than the following day.

Note 3: Under no circumstances will a batch or samples be taken off-base for overnight keeping.

        (12) Test all Permanent Change Station (PCS) students, students Temporary Active Duty (TAD) over 30 days and staff personnel within 2 weeks of check-in and any other premise code testing authorized by the CO.
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        (13) Test any military personnel who returns from an unauthorized absence greater than 24 hours.

Note 4: Under no circumstances will testing be done on a foreign national unless dictated by higher authority.         


        (14) Notify and direct an adequate number of observers the morning of testing.

        (15) Submit a list of personnel unavailable on the date of testing to the CO via the XO as soon as testing is complete and all samples have been properly prepared for shipment to the Navy Drug Lab.

        (16) The only personnel excused from testing are those on leave or TAD.  The CO will make the final determination of personnel excused from testing.

        (17) In the case of a positive sample, collect and impound all documentation concerning the collection and induction process for that batch and forward to the Legal Officer/CPO.
    d.  Urinalysis Observers
        (1) Become thoroughly familiar with references (a), (b) (c) and this instruction governing urine sample collection.

        (2) Ensure the designated head is utilized during the collection process.

        (3) Sign the urinalysis register at the end of each sample collection certifying that the specimen bottle contains urine provided by the member and was not contaminated or altered in any way.

        (4) Advise the coordinator of any circumstance, which may have been unusual during the collection process.

        (5) Be available for the entire collection process.

        (6) Follow the same procedures for each sample taken.

7.  Designation Requirements
    a.  Coordinator training and designation requirements:

        (1) Become thoroughly familiar with references (a) through (c) and complete requirements contained in enclosure (1) of this document.
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    b.  Observer training and designation: 

        (1) Become thoroughly familiar with reference (a), through (c) and complete requirements contained in enclosure (2) of this document.







  //s//

                                J. W. WIRWILLE JR. 

Distribution:

All Departments/MTUs
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Date ___________

From:  Commanding Officer, Naval Air Maintenance Training Unit,         Norfolk 

To:

Subj:  ASSIGNMENT AS URINALYSIS COORDINATOR

Ref:   (a) OPNAVINST 5350.4C

       (b) NAMTRAGRUINST 5355.1F 

       (c) NAMTRAUNORVAINST 5355.1C

       (d) Urinalysis Program Coordinator Handbook

1. Per reference (a), you are hereby designated as a Urinalysis Coordinator.  You will administer the Urinalysis Program for Naval Air Maintenance Training Unit, Norfolk to all permanent change of station assigned staff and students and to all temporary additional duty students who will be onboard in excess of 30 days.

2. Become familiar with references (a) through (d) above pertaining to the Urinalysis Program and comply with the required training syllabus as specified by reference (a).

3. Complete the following minimum training requirements necessary for designation as a Command Urinalysis Coordinator:

   PROCESS TO BE COMPLETED            SIGNATURE
   a. Read reference (a) through (d)  _________________________

   b. Observation                     1________________________

                                      2________________________

                                      3________________________

                                      4________________________

   c. Being Observed                  1________________________

                                      2________________________

                                      3________________________

   d. Mailing Procedures              _________________________

   e. XO Interview                    _________________________

   f. CO Interview                    _________________________

4. This assignment will remain in effect until 6 months prior to end of enlistment, PCS transfer, or as directed by competent authority. Conduct every urinalysis test with the full expectation that administrative or disciplinary action might result.
                    ____________________________________________

                    Signature of Coordinator                Date

                    ____________________________________________

                    NAMTRAU Norfolk, Commanding Officer     Date

                                                    Enclosure (1)
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                                                  Date __________

From:  Urinalysis Coordinator

To:

Subj:  ASSIGNMENT AS URINALYSIS TESTING OBSERVER

Ref:   (a) OPNAVINST 5350.4C

       (b) NAMTRAGRUINST 5355.1F

       (c) NAMTRAUNORVAINST 5355.1C

       (d) Urinalysis Program Coordinator Handbook

1. Per reference (a), you are hereby assigned the collateral duty as urinalysis testing observer for Naval Air Maintenance Training Unit, Norfolk.

2. Become familiar with references (a) through (d) pertaining to urinalysis collection procedures and comply with the required training syllabus as specified by reference (a).

3. Complete the following minimum training requirements for designation as a Command Urinalysis Observer:

   PROCESS TO BE COMPLETED            SIGNATURE    

   a. Read reference (a) through (d)   ________________________

   b. Observation                     1________________________

                                      2________________________

                                      3________________________

   c. Being Observed                  1________________________

                                      2________________________

4. This assignment will remain in effect until 6 months prior to expiration of enlistment, permanent change of station transfer, or as directed by competent authority.  When observing, remember every urinalysis test could result in administrative or disciplinary action.

_____________________________________________

                    Signature of Observer                  Date


_____________________________________________

                    Signature of Urinalysis Coordinator    Date


Enclosure (2)
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BOTTLE LABEL EXAMPLE
       I BATCH:   4000      SPEC:    01          I       I

       I   TPI:    US       DATE: 03 NOV 94      I   S   I

       I   SSN: 000-00-0000                      I   S   I

       I   UIC:    66046                         I   N   I

       I DONOR'S INITIAL:                        I       I

       I COORDINATOR'S INITIAL'S:                I       I

       I                                         I       I
       BATCH: BATCH NUMBER (FOUR DIGIT NUMERICAL CHARACTER)

       SPEC:  SPECIMEN NUMBER (TWO DIGIT NUMERICAL CHARACTER)

       TPI:   TESTING PREMISE INDICATOR (ONLY THOSE TESTING                    PREMISES LISTED IN APPENDIX B TO ENCLOSURE (4) OF                OPNAVINST 5350.4B ARE AUTHORIZED TO BE USED).
       DATE:  DATE SAMPLE WAS COLLECTED

       SSN:   DONOR'S SOCIAL SECURITY NUMBER

       UIC:   UNIT IDENTIFICATION CODE (IT WILL BE PRE-PRINTED                 WHEN LABELS ARE GENERATED)


Enclosure (3)
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Verbatim Collection Script and Procedure (example)

1. Remove ledger, your folder, and one clean and empty specimen bottle from safe. (For females, also remove one larger sealed specimen bottle).

2. Ask contributor for identification card. If contributor is wearing a cover or jacket or is carrying any items, have contributor remove these items and place them on a chair or desk along with hand held items.  Ask contributor to have a seat next to your desk.

3. On ledger fill in the following information:

     a. Date of collection

     b. Batch number 

     c. Specimen number

     d. Tested member's social security number directly from             identification card.

     e. Test premise indicator ("US" for check-ins, "RS" for             random sweep)

4. Remove bottle labels from folder and enter the following information:

     a. Batch number from ledger

     b. Specimen number from ledger

     c. Test premise indicator from ledger

     d. Date from ledger

     e. Tested member's social security number directly from             identification card.

     f. Tested member's social security number along the right           hand side of label directly from identification card

        (with scissors cut along the right hand side of label            separating that social security from the rest of the             label).

5. Retrieve specimen bottle and find seam on bottle. Remove large section of gum label and align left edge with seam on bottle. Attach large gum label to bottle.  Remove small section of gum label with only the social security number on it and attach it to the specimen bottle cap.

6. With labels on the bottle and pen in hand, hold bottle in front of contributor and quote the following, pointing out the following procedures as you go:


Enclosure (4)
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    a. (To contributor) "What I need you to do is verify the Social Security Number (SSN) on the front label and the Social Security Number on the cap to make sure they both match and both in fact are yours. If they both match and they both are in fact yours, go ahead and initial in the donor's space provided on the front label."  Note: Point out the instructions with the pen as you go.

7. Hand the contributor the bottle and pen at this time.

8. When contributor has verified both SSN's and has initialed in the donor's space provided on the front label quote the following, "You hold onto the bottle and I'll take the pen." Note: Do not touch the bottle from here on out unless the sample is complete or an insufficient sample, in which case it will be returned to the safe until the contributor can complete sample.  After retrieving the pen quote the following, "What I need you to do now is remove the cap and inspect the inside of the bottle ensuring it is clear of all foreign objects and is clean.  Are you on any medication at this time?"

9. Wait for contributor to give you an answer about the medication and then make appropriate entry in the disposition/remarks section on ledger.

10. "If you are satisfied that the bottle is in fact empty and clean, go ahead and replace the lid. Petty Officer __________ will be your observer. I need over half the bottle filled, and keep the bottle in plain sight of the observer at all times.  You may go."

11. Allow contributor and observer to leave office for the head.

12. When contributor and observer return to the office and the sample is in fact sufficient ask the following, "Is the lid on tight?"  Wait for a response.  Then ask, "Is this your sample?" Wait for a response.  Notes: 1. Contributor needs to answer the previous two questions verbally.  Nodding of the head is not a sufficient answer or is any other body gesture.  2. If the sample quantity is insufficient, take the partial sample from the contributor, and advise him or her that you are going to place the partial sample directly back into the safe. Then tell the contributor to remain in the immediate area and drink plenty of fluids.  When the contributor is ready to complete their sample, they will return to the office to retrieve their bottle and attempt to complete the sample.  Instructions for partial samples are listed separately in this enclosure.
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13. Take the sample from the contributor and initial in the coordinator's space provided on the front label. Coordinator's initials signify the contributor has responded to both previous questions satisfactorily, and the coordinator is taking custody of the sample.  Note: From this point on the contributor is not allowed to handle or touch the sample.  After initialing the sample, take a security tie and place it evenly across the SSN on the cap and down the sides of the bottle, ensuring security of the sample.  Log the time in the appropriate section on the ledger.

14. After the time has been logged and the bottle is secure with a security tie, turn the ledger towards the contributor so he or she can easily read all entries on the ledger pertaining to their sample.  Also turn the specimen bottle towards the contributor so the front label can be read by the contributor.  Note: The sample will be held by the coordinator and will not be touched by the contributor.

15. With the specimen bottle and ledger facing the contributor, quote the following, "This is a final verification to make sure all information is in fact correct."  Note: Using a pen, point out recorded data while quoting the following, "Your batch number is _____, your specimen number is _____, test premise indicator for check-ins is "US" or test premise indicator for random sweep is "RS" and today's date is _____.  The social security numbers I took directly from your identification card, and the command's pre-printed UIC is 66046.  If in fact you agree all this information is correct, what I need you to do is print your name next to the "x" and sign directly above."  Have the contributor sign the proper section on the ledger.

16. After the contributor signs the ledger, have the observer sign the ledger in the appropriate section.  Note: The observer's signature signifies all procedures were in fact adhered to during the actual collection of the sample.  Return the contributor's identification card.  The coordinator will take the sample and place it directly into the safe.  The procedure for this contributor is now complete.  Have the contributor collect all personal belongings and leave the office.  Continue with next contributor. 
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Procedures for Partial Samples
1. Complete all procedures through step 12 above.  If the contributor and observer return with a partial sample, take the partial sample from the contributor, and complete the action in note 2 of step 12 above.

2. Log the observer's name and log that the sample was less than the 60 milliliters required in the DISPOSITION/REMARKS section on the ledger.  Also log the time in the DATE OF COLLECTION section on the ledger.  Continue to log appropriate information on each attempt until sample is complete.

3. When the contributor returns to the office and advises the coordinator they are ready to attempt to complete their sample ask them, "What are the last four digits of your social security number?"

4. Using the social security numbers listed on the caps of the specimen bottles, seek out the correct bottle matching the last four digits the contributor quoted you.  Remove only that sample from the safe.  Notes: 1.  If at all possible, use the same observer that began the contribution process with that contributor throughout the entire process until the sample is sufficient and the process is complete.  2.  If the observer is changed, introduce the new observer to the contributor by saying, "Petty Officer __________ will be your new observer."

5. With the specimen bottle in the contributor's hands, ask the contributor to, "Verify once again the social security numbers on the bottle labels and the initials to make sure it is in fact your partial sample."  Wait for a verbal answer.  Then tell the contributor, "The instructions remain the same, I need over half the bottle filled, and keep the bottle in plain sight of the observer at all times."  Note: If the contributor is a female give her a new larger sealed specimen bottle for each attempt along with her partial sample.

6. When the contributor and observer return, and the sample is in fact a sufficient sample continue with step 12 above.  If sample is once again a partial sample follow note 2 of step 12 as before.
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Procedures After Testing is Complete
1. Remove all samples from the safe and line them up sequentially.  If more than one batch was utilized throughout the testing process, do only one batch at a time. Retrieve a custody document form from your folder and fill in all appropriate information required.  Verify that the custody document, ledger, and information on specimen bottles are identical.

2. Place samples in a shipping container (either a specimen box or MAF bag).  Enclose a completed Urine Sample Custody Document and seal the container appropriately.  Use a marker to write the present date and your initials across the top and bottom of the container crossing as many of the adhesive seals as possible.  Note: 1.  This procedure aids Navy Drug Lab employees in determining if the batch may have been tampered with after sealing. 

3. Prior to placing the Urine Sample Custody Document into the shipping container, make a copy of the front page for your records.  Place the copy in the custody document folder. 

4. Fill out the appropriate information on Receipt for Urine Specimen form. 

5. Return all folders, equipment and paperwork to the safe.  Also ensure all samples are locked securely in the safe until they can be transported to the Navy Drug Lab.

6. Mail all batches to the Navy Drug Lab.  Send the appropriate paperwork completed and signed.  Return the Receipt for Urine Specimen form to the safe, attaching the receipt to the appropriate copy of the Urine Sample Custody Document.

7. Keep the Urine Sample Custody Documents and Receipt for Urine Specimen form on right side of Urine Sample Custody folder until they are cleared by Navy Drug Lab message.

8. Once a message is received from Navy Drug Lab, staple the message to the appropriate custody document, and move the documents to the left side of folder.  If the message traffic reflects a positive sample, refer to procedures listed and outlined in this instruction, preserving collection documents for the investigating officer.
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General Guidelines
1. Only one coordinator will conduct urinalysis testing at any given time.

2. Urinalysis testing will normally be conducted in:

     a. Building, SP-381

     b. Room, 2203A

     c. Female head, Room 2212

     d. Male head, Room 2214

Note: Alternate heads may be used as directed by the Urinalysis Coordinator.

3. In case two coordinators need to conduct testing on the same day, the tests will not be conducted simultaneously.  The first coordinator will complete all required paperwork, package the batch and mail it to the Navy Drug Lab prior to the next coordinator commencing testing.  No two coordinators will ever handle the same batch or samples.
4. If one coordinator has either open or closed samples in the safe, no other coordinator will enter the safe.

5. Urinalysis coordinators and observers will be tested separately, and in no case will their samples be included in the batch for which they are responsible for conducting.

6. Only the urinalysis coordinator, observer and contributor will be allowed in the office where testing is being conducted. Exceptions are made only for training another coordinator or observer and for spot checks by a qualified coordinator.  Non-designated personnel will not be allowed to gain access to any samples, batch or documentation except in the line of official duties.
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