Army Center for Substance Abuse Programs

Unit Prevention Leader (UPL) Certification Training Course

Practical Exam


UPL Name_____________________________


Date ___________

Unit__________________________________

This Practical Exam (PE) is utilized in conjunction with the Army Center for Substance Abuse Programs (ACSAP) Unit Prevention Leader Certification Training Program (UPLCTP).  An officer, senior NCO (E-7 and above) or another certified UPL must grade the PE.  Once the PE is completed, the grader will complete the Certificate of Completion found at the end of this document.    

TASK:  CONDUCT A UNIT URINALYSIS.

CONDITION: You are the company UPL and the commander (the grader) has ordered a 10% random unit collection.   Given the following:

a. Three randomly selected Soldiers with mock Id Cards

b. Commander selected observer(s)

c. Commander selected Holding area NCO/Officer 

STANDARDS:  Setup a collection area and conduct a unit urinalysis on three-selected Soldiers IAW AR 600-85 to include all Pre-Collection, Collection, and Post Collection procedures to include Quality Control, Packaging and Shipping.  Any and all references may be utilized while performing this task, with the exception of this document.  

Performance Steps

A.  Pre-Collection Procedures




1.  UPL gathers required supplies and sets up UPL station.





a. UPL has sufficient supplies for the number of specimens to be collected.




b. UPL Station is in a non-carpeted area with UPLs back to a wall.




c. The UPL station should be as close as possible to the latrine(s) that will be used for the collection. 




d. The UPL station may be the same area as the holding area, although having separate areas is preferred.



e. UPL has a table with sufficient space to perform assigned duties.




f. UPL has the required references at the UPL station (references 1thru 3 are required).





(1) AR 600-85





(2) Commander’s and UPL’s Urinalysis Collection Handbook





(3) Unit SOP





(4) Any additional urinalysis collection guidance from higher HQs such as a FRAGO



2. The UPL selects an adequate latrine(s)/Port-A-Potty



NOTE:  An Adequate latrine is one that allows an observer to directly observe urine leave the donor’s body and maintain eye contact with the bottle or, for females, both the collection cup and bottle     



a. The UPL inspects the latrine/Port-A-Potty and removes all required items to prevent adulteration of the specimen: such as bleach, cleansing powder, etc



b. Ensures paper towels and hand soap are available in the latrine or at a hand washing station to allow soldiers to wash their hands after providing their specimen.  




c. The UPL places the latrine/Port-A-Potty off limits prior to the collection


3.  UPL Sets up Holding Area










a. The holding area should be near the UPL Station.




b. A source of water should be supplied in the holding area.  NOTE: Other sources of fluid are acceptable, i.e. coffee, juice, soda etc.




c. UPL Briefs Holding Area NCO/Officer – this area may be located with the UPL Station.





(1) Non testing personnel are barred from the holding area.





(2) Personnel will remain in the holding area until ready to provide a specimen and called to the UPL Desk.  





(3) Personnel are not allowed to leave the holding area until they have provided an acceptable specimen.  




(4) Personnel in the holding area should not be allowed to lounge and/or sleep. 



4.  UPL ensures that observers meet requirements of AR 600-85 


and briefs them




a. Observer Requirements





(1) NCO or Officer (E-5 or above).





(2) Same gender as the personnel being observed.





(3) Not currently enrolled within the ASAP Rehabilitation Program or currently under investigation for any substance abuse related offense.




b. The UPL properly briefs the observers:





(1) Tells observers their responsibilities in the collection process, how to properly observe and demonstrates the observation procedure.




(2) Provides observers a copy of the Observer’s Memorandum provided in the CDR’s/UPL Handbook (Appendix C page II-56-57); tells observers to read and sign the memorandum.


5.  The UPL ensures that the Commander or designated representative gives the Commander’s Briefing to all personnel selected for testing.  Commander’s Guide and UPL Handbook (Appendix D page II-58)






6.  The UPL briefs the unit prior to testing using the UPL Briefing provided in the CDR’s/UPL Handbook (Appendix E page II-59)

 


B. Military Collection Procedures 





 


1. The UPL puts on disposable rubber gloves on both hands and wears them throughout the entire collection process.



2. The UPL has each Soldier provide his/her ID card or other identification per local SOP.



3. The UPL has each Soldier remove excess outer garments (BDU jacket, coats, etc.)


4. The UPL labels each urine specimen bottle with the below information: 




a.  Date  YYYYMMDD




b.  Base Area Code




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

NOTE: The UPL may pre-print the Date and Base Area Code on the bottle labels.



5.  The UPL initiates and records the below information on the DD Form 2624.




a. Block 1 of DD Form 2624 – Name and Address of supporting installation ASAP




b. Block 2 – Name of unit conducting the urinalysis




c. Block 3 - Base Area Code for supporting ASAP




d. Block 4 - Unit Identification Code




e. Block 5 - Batch Number




f.  Block 6 - Collection Date




NOTE: The UPL may pre-print blocks 1 thru 6 on the DD Form 2624.




g. Block 8 - Soldier’s SSN (from ID card or other identification per local SOP)



h. Block 9 - Test Basis (IR, IO, IU, CO, PO, RO, VO)




i.  Block 10 - Test Information (A or B)



6. The UPL initiates and records the below information on the Unit urinalysis ledger: 




a. Block 1 of Unit Ledger - Unit Name and address

             b. Block 2 - UPL’s Name and initials

             c. Block 3 - Telephone number 




             d. Block 4 - UIC

             e. Block 5 - Date of collection

             f. Block 6 - Batch number from DD Form 2624 block 5 

             g. Block 7 - Specimen Number from DD Form 2624 block 7

             h. Block 8 - Soldier’s SSN (from ID card or other identification per local SOP)



i. Block 9 - Test Basis from DD Form 2624 block 9




j. Block 10 – Soldier’s Rank 




k. Block 11- Soldier’s Printed name from ID Card (Soldier will sign later)

             l. Block 12 - The UPL records any unusual circumstances (i.e. no ID card, identification verified by Commander/1SG, short sample etc.) in the remarks section of the unit ledger?

            m. Block 13 - Printed Name of Observer who is assigned to the Soldier (Observer will sign later)

NOTE: The UPL may pre-print blocks 1 thru 7 on the unit ledger.



NOTE:  Steps 8 through 17 must be completed in order



8. The UPL ensures each Soldier verifies the information on the DD Form 2624, unit ledger and bottle label and then initials the bottle label.



9. The UPL labels and hands the labeled bottle to the Soldier in the presence of the observer. 



10. The UPL ensures the observer walks behind the Soldier to the latrine while the Soldier carries the specimen bottle above his/her shoulder.

NOTE: The UPL may begin processing the next donor while the Soldier and observer are in the latrine as long as the next soldier has an observer present.



11. The UPL ensures the observer walks behind the Soldier back to the UPL desk while the Soldier carries the specimen bottle above his/her shoulder.



12. The UPL ensures the observer and the Soldier maintained visual contact of the specimen bottle until the UPL seals it with tamper evident tape and initials the bottle label.



13.  The UPL takes the bottle from the donor, verifies that the cap is secure, inspects the specimen for possible adulteration and then seals the specimen bottle with tamper evident tape as one continuous piece that touches the bottle label on both sides in the presence of the Soldier.



14.  The UPL initials the bottle label ensuring the specimen is acceptable and acknowledging receipt of the specimen in the presence of each Soldier.



15.  The UPL ensures the observer signs 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.



16. The UPL ensures each Soldier signs 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.



17. The UPL returns each Soldier’s ID card and releases him/her from testing.


C.  Post Collection Procedures - After all specimens have been collected the UPL will:


1. Perform a Quality Control Inspection & Clean-up




a. Verify that all SSN’s on the Unit Ledger, DD Form 2624 and bottle labels match.




b. Ensure that all required information, signatures, and initials are on the bottle labels, unit ledgers, and DD Forms 2624.




c. Ensure that an unbroken piece of tamper evident tape is correctly placed on each bottle.




d. Ensure that, at a minimum, approximately 30 mL of urine is contained in each bottle.




e. Ensure the specimen does not appear adulterated.




f. Disposes of all waste materials.




g. Disinfects the work area.

NOTE: While cleaning up the work area the UPL must maintain eye contact with all specimen containers.



2.  Packages for shipment




a. Prints his/her name and signs their payroll signature in block 12b on the back of the DD form(s) 2624.




b. Prints “USPS” (United States Postal Service) in block 12c on the back of the DD form(s) 2624.




c. Prints “Specimens released by UPL to USPS” in block 12d on the back of the DD form(s) 2624.




d. Places Liquid absorbent pads in each specimen box (containing up to 12 specimens) to absorb any leakage that may occur.



e. The specimen box will be sealed with adhesive tape over all open sides, edges and flaps.  Does not use 100 mile an hour tape (Duct Tape).




f. Signs his or her payroll signature diagonally across the tape on the top and bottom of each specimen box.




g. Tapes a plain white business envelope, with the original DD Form 2624 enclosed, to the outside of the specimen box; does not seal the envelope.  




h. Writes the Base Area Code (BAC) in large letters on the outside of the envelope.



i. Places specimen box inside a leak proof bag.




j. Wraps the container IAW your carrier’s requirements.  Some mail services require that the box be wrapped in brown paper before shipment. Address the box to the laboratory or supporting ASAP as required.

D. Additional Requirements  



1. The UPL ensured that the observer(s) at no time touched any specimen.



2. The UPL ensured that NO eating, drinking, smoking, applying cosmetics, or chewing tobacco occurred in the collection area.
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