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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5355.1E

	Subj:
	URINALYSIS DRUG TESTING PROCEDURES



	Ref:
	(a)  Urinalysis Drug Testing Procedures, COMDTINST 5355.1(series)
(b)  Coast Guard Personnel Manual, COMDTINST M1000.6 (series)


1. PURPOSE:  This instruction establishes procedures for Integrated Support Command (ISC) Portsmouth’s urinalysis drug testing program for military personnel.

2. ACTION:  The Primary Urinalysis Coordinator (PUC), Alternate Urinalysis Coordinators (AUCs), and all assigned observers shall ensure compliance with the provisions of this instruction and reference (a).

3. DIRECTIVES AFFECTED.  INTSUPRTCOM PORTSVA 5355.1D is cancelled.

4. DISCUSSION: ISC Portsmouth is responsible for administering the Urinalysis Drug Testing Program for ISC Portsmouth, Naval Engineering Support Unit (NESU) Portsmouth, Command and Control Engineering Center (C2CEN) Portsmouth, Electronic System Support Unit (ESU) Portsmouth, and the Electronics Support Detachment (ESD) Portsmouth. 

5. PROGRAM RESPONSIBILITIES: 

a.
The Commanding Officer is responsible for drug testing procedures.

b. The Executive Officer is responsible for ensuring the procedures of the program are clearly understood and consistently applied by the urinalysis coordinators and observers.

c. The Security Officer is the Primary Urinalysis Coordinator (PUC) and is responsible for ensuring proper sampling procedures are followed which include documentation, chain of custody, packaging and shipping in accordance with reference (a).  The Security Officer will establish random urine specimen collection dates and ensure that approximately 25% of the yearly allocation is collected each quarter.

d. Division Officers will provide at least 3 observers from their division, two male and one female, who have been designated in writing by the ISC Commanding Officer.

e. Participating tenant commands will provide at least 4 observers from their command, two male and two female, who have been designated in writing by their Commanding Officer.

6. TESTING ALLOCATIONS/LOCATIONS:

a. ISC Portsmouth shall test members at (or above) the level annually established by Coast Guard Headquarters.

b. All urinalysis testing will take place in the ISC security office.  

7. URINALYSIS SUPPLIES:  Access to urinalysis supplies and ledgers shall be limited to the ISC Commanding Officer, Executive Officer, Primary Urinalysis Coordinator and Alternate Urinalysis Coordinator (AUC).  All supplies will be kept in the storage area located in the ISC security office.  

8.  URNIALYSIS COORDINATORS AND OBSERVERS:

a. The following individuals will be designated in writing by the Command as PUC and AUC:

(1) Security Officer (PUC)

(2) Assistant Security Officer (AUC)

b. Division Officers will select observers as outlined in paragraph 5d above and provide their names and designation to the PUC by 1 October each year.  The PUC will ensure designated observers are properly trained.  

9. URINE SPECIMEN COLLECTION PROCEDURES: 

a. Prior to the beginning of each month, the PUC and AUC will witness and randomly select 1 testing date for the new month.

b. One day prior to each randomly selected date, the PUC and AUC will witness and randomly select a number 0 through 9 representative of the last number of each member’s social security number (SSN).  The PUC will determine the names required to be tested by comparing the randomly selected number against the last digit of each member’s SSN as indicated in the unit roster.

c. The PUC will review and highlight each selected member’s name, in the unit roster to ensure each person selected is still assigned to the ISC or participating tenant command.  The PUC will send a notification by e-mail to ISC and participating tenant Commanding Officer, Executive Officer, and Division Officers.  Notification will list the last number of the SSN being tested and request that individuals whose SSN ending in the number randomly selected report to the security building, along with selected designated observers. 

d. Upon receipt of the e-mail, the points of contact will personally ensure that those individuals whose SSN ends with the number randomly selected report to the ISC security office.  This notification must be confirmed by e-mail to the PUC, including names and reasons for excused absences.  The only persons excused from testing are those on leave (approval for leave must have been prior to the day of testing), temporary additional duty, or sick in quarters.  Personnel on shift work other than normal working hours are required to provide a sample at the appointed time.  When providing a sample, each individual must:

(1) Check the inside of the bottle to ensure it is clean and empty.

(2) Ensure their SSN is correct on the label, ledger, and Urine Sample Custody Document (DD Form 2624).

(3) Verify that the batch number and specimen number on the label match those on the ledger.

(4) List all medications being taken.  If unsure of the name or spelling, or unwilling to disclose the medication due to the confidentiality of personal medical conditions, they may write “See Medical Record.”  If the PUC or assistant enters the medications in the ledger, the individual shall place his/her initials to the right of that entry.

(5) Present to the PUC their valid Armed Forces Identification Card, DD Form 2, for verification of identity and SSN.  Failure to produce an identification card shall be reported to the Executive Officer.

(6) Remain in and not leave the testing area until a sample is provided.  Members not providing the minimum specimen of 30 millimeters shall be reported to the Executive Officer.

(7) Member shall keep custody of the urine sample bottle from the time it is obtained until sealed with identifying label placed over the seal.  Once this is accomplished, custody of the sample will be relinquished to the PUC/AUC.

e. The PUC/AUC and observer must sign the ledger in the member’s presence.  The observer certifies that the urine sample was provided by the individual and that the bottle was not contaminated or altered in any way.

f. Upon completion of the testing, the PUC will submit to the Executive Officer a Report of Offense and Disposition (CG-4910) for each individual who was required to provide a sample and failed to do so.

10. PREPARATION FOR SHIPMENT:  The PUC shall prepare the documents required for shipping of the samples as directed by reference (a) and (b).


//S//


R. D.Gibson
Dist:  List I, C2CEN, ESU, ESD, & NESU
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