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C-5.5.2. Army Substance Abuse Program (ASAP)

The Service Provider shall staff, manage and operate the Substance Abuse Prevention Program IAW the requirements of this section and IAW all cited guidance, laws and regulations.  Public Law 92-129 and Executive Order (EO) 29264 mandate that Army installations implement and maintain a Substance Abuse Prevention Program (ASAP).  Both of the orders require federal organizations to implement a comprehensive ASAP combining prevention/education, civilian counseling, training, biochemical testing, and rehabilitation for both military and civilian employees in order to promote a drug-free federal work place.  The Department of Army (DA) provides program guidance for all Army organizations in AR 600-85. The Service Provider personnel shall possess a good working knowledge of ASAP policies at all levels.  The Service Provider shall provide required alcohol and drug abuse services for Fort Belvoir’s active duty military, retired military, civilian employees, and their respective families.  The Service Provider shall conduct public awareness campaigns to ensure the eligible population is informed of available alcohol and drug prevention services.  The Service Provider shall stay abreast of drug and alcohol abuse prevention and control trends to ensure that the ASAP is focused on rehabilitation needs, as well as prevention and control; the Service Provider shall foster a high degree of involvement on the part of family members and co-workers, as necessary.  ASAP activities shall be integrated with other installation efforts including, but not limited to, safety, special command interest, and law enforcement actions. 

C-5.5.2.1. Management and Administration   

The Service Provider shall develop the Installation’s Annual Prevention Plan that addresses all aspects of the ASAP IAW AR 608-85. The Plan shall include a complete calendar showing all programs, training, campaigns, and education classes scheduled on an annual basis. The Service Provider shall provide recommendations to the Government based on requirement changes in program emphasis and scope, and societal trends. The Service Provider shall maintain all records IAW AR 600-85 and AR 25-400-2. The Service Provider shall develop procedures for program evaluation and submit to the designated Government representative for approval 30 days prior to contract performance start date. 

The Service Provider shall provide ASAP service to all authorized users during the following hours:

Monday-Thursday 0600-1700

Friday 0600-1600

The Service Provider shall provide Installation Biochemical Testing (IBTC) personnel to support military units and emergency testing based on commander’s request for special support or notification/request by the higher Federal Government Agencies. 

	  Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Develop Annual Plan NLT 30 Sept

`
	Annually


	1


	1


	1
	1
	1
	1

	Performance Standard
	Guidance and Regulations

	Develop Installation’s Annual Prevention Plan


	AR 25-400-2, AR 600-85, and EO12654

Health and Human Services (HHS)




C-5.5.2.2. Release of Information and Reporting

C-5.5.2.2.1. Release of Information

The release of information on individuals that are or have been enrolled in the ASAP is strictly regulated by law, and the Freedom of Information Act or the Privacy Act. The Service Provider shall ensure that all personnel responsible for client information are aware of all pertinent policies and trained on how to release client information.  There are criminal penalties that carry monetary fines for the unauthorized disclosure of client information. IAW AR 600-85, all requests for information shall be submitted in the specified written format.

C-5.5.2.2.2. Reporting

The Service Provider shall compile and submit statistical data to the designated Government representative, on completed test results, specimens untested, and specimens certified as positive for substance abuse IAW AR 608-85. The Service Provider shall forward data monthly, to include the Resource and Performance Report, (DA form 3711-R), to MDW ASAP and the Evaluation Branch of the Army Center for Substance Abuse Programs (ACSAP), 4501 Ford Avenue, Suite 320, Alexandria, Virginia 22302-1460. Test Designated Positions (TDP) shall have a condition of employment memorandum on file with CPAC and the IBTC. All others categories of clients shall have a release of information on file with the ASAP prior to release of information.  

Statistical data shall include, but is not limited to, the following data:

· A measure of the magnitude of alcohol and drug abuse.

· A measure of the magnitude made in the prevention education effort.

· A measure of the progress made in rehabilitative and medical treatment.

· Statistical trends to support requisite policy and procedural changes.

· Statistical information required to reply to public, media, congressional, or other Government agency inquiries.

The Service Provider shall compile and submit the ASAP Summary to the designated Government representative that provides information on aspects of the installation program including, but not limited to, compliance with policy, workload, and adequacy of resources.  

C-5.5.2.2.3. Record Keeping

The Service Provider shall maintain records for all training, testing, lesson plans, budget requirement and expenditures, client files, reports, Installation Plan, and After Action reports for all aspects of the ASAP. All client files shall be stored in a secure and fire proof container. The Service Provider shall maintain and update the information and referral database.    

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Compile statistical unit reports

Compile and submit ASAP 3711 summary report

Compile positive summary report

Maintain client files

Establish and maintain UPL back ground checks

Release Client information


	Monthly

Monthly

Monthly

Daily

Quarterly

Annually
	1

1

1

260

4

144
	12

12

12

260

4

144
	12

12

12

260

4

144
	12

12

12

260

4

144
	12

12

12

260

4

144
	12

12

12

260

4

144

	Performance Standard
	Guidance and Regulations

	Submit statistical data calls IAW higher HQ required suspense dates

Submit Summary by the 7th work day of each month

Records are maintained IAW policies

Client information is released IAW directives and guidance.
	AR 25-200-2 and AR 600-85 Section 6 & 7




C-5.5.2.2.4. Budget

The Service Provider shall participate in the planning, preparation, and execution of annual appropriation and counter narcotics budgets to meet ASAP goals. The Service Provider shall research federal budget policies for specific execution guidance.  The Service Provider shall ensure proper documentation and justification for 100% accountability of all counter narcotic funds.
C-5.5.2.2.5. Staffing 

Special staffing requirements are mandated due to the sensitivity and complexity of the ASAP program. The Service Provider shall employ qualified employees in the capacity of the Alcohol Control Drug Officer (ADCO), Employee Assistance Program Manager (EAPM), and Installation Biochemical Testing personnel (IBCT) IAW AR 600-85. The Government will approve all employees.  The ADCO shall perform all administrative and management duties and shall serve as subject matter expert on all appropriate installation councils.  The ADCO cannot be dual functioned with another special staffing requirement. All Service Provider personnel responsible for ASAP programs shall sign a statement of consent (DA form 5019-R) agreeing to annual drug testing as a condition of employment.  Special qualifications for ASAP staff are found in the OPM Qualification Standards (see TE-6 for OPM web site).  Staff qualifications shall not be compromised during the performance of this PWS.

C-5.5.2.2.6. Marketing

The Service Provider shall market the ASAP through awareness briefings to agencies and through public relations with commanders, managers, supervisors, and local unions. Other forms of marketing shall be accomplished through a service provider developed comprehensive marketing plan.  A full display of ASAP printed materials shall be available in the ASAP facility at all times.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Provide input to annual budget 

ASAP personnel sign consent form (DA Form 5019-R)

Market the ASAP programs and Services

Monitor marketing plan

Develop Marketing Plan
	Monthly

Annually

Annually

Monthly

Annually
	1

2

1

1

1
	12

2

1

12

1
	12

2

1

12

1
	12

2

1

12

1
	12

2

1

12

1
	12

2

1

12

1

	Performance Standard
	Guidance and Regulations

	Provide input to annual budget IAW Gov’t suspense dates

Staff ASAP IAW the Army’s policy

Consents signed and personnel tested

Programs and Services are marketed throughout the installation


	AR 25-200-2; AR 600-85 Section 6 & 7; EO 12654, Health and Human Services (HHS)


C-5.5.2.3. Prevention and Education 

The Service Provider shall promote and encourage a drug-free workplace through education and awareness programs.  The Service Provider shall disseminate prevention education through the Newcomers’ Orientation, Youth prevention programs, civilian and military education, substance abuse prevention campaigns, and community outreach programs. Prevention education provides military and civilian employees with the information they need to make responsible and informed decisions about their personal use of alcohol and to avoid the misuse or abuse of drugs.

C-5.5.2.3.1. Newcomers Orientation  

The Service Provider shall provide orientation training on substance abuse prevention programs for incoming military and civilian personnel. Orientation shall emphasize the legal consequences of abuse under both UCMJ and local laws; the career and health consequences of abuse; availability of ASAP services, procedures, and locations; responsibilities of each individual with respect to rank; maintenance of military discipline and enforcement of the UCMJ; and alternatives to abuse at the installation and in neighboring communities. The Service Provider shall man and support an information booth with appropriate handouts.

C-5.5.2.3.2. Youth Prevention Program 

The Service Provider shall coordinate with Youth Program Managers to provide training to youth in order to reduce and prevent substance abuse. Activities include, but are not limited to, providing professional training to youth program personnel and supporting the D.A.R.E. program.  The Service Provider shall work with other agencies to enhance all youth prevention efforts including, but not limited to, Chaplain Services, Youth Services, PMO, CID, JRB, and other military and civilian agencies as deemed necessary by the government to enhance all youth prevention efforts based on current environment. 

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Conduct New Comers Orientation 

Coordinate Youth Prevention Program

Provide Training to Youth program managers


	Monthly

Quarterly

Quarterly
	1

1

1


	12

4

4


	12

4

4
	12

4

4
	12

4

4
	12

4

4

	Performance Standard
	Guidance and Regulations

	Orientation scheduled and conducted monthly

Youth Prevention Program scheduled and conducted quarterly

Training to Youth Program managers scheduled and conducted


	AR 600-85 and EO 12654, Para 2.1.2 f.4.a.1 and Para 2-8


C-5.5.2.3.3. Substance Abuse Prevention Campaigns

The Service Provider shall conduct at least three substance abuse prevention campaigns per year. The campaigns shall be focused on and around nationally recognized events, current trends and DA guidance. The available campaigns include, but are not limited to, Red Ribbon, 3-D, and Summer Sense.  

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Red Ribbon campaign

3-D Campaign

Summer Sense


	Annually

Annually

Annually


	1

1

1


	1

1

1


	1

1

1


	1

1

1


	1

1

1


	1

1

1



	Performance Standard
	Guidance and Regulations

	Submit execution plan for campaigns NLT 3 months prior to campaign start date

Conduct Campaigns as scheduled
	AR 600-85 and Annual DA Guidance


C-5.5.2.3.4. Community Outreach 

The Service Provider shall develop community partnerships with area schools, Medical facilities, National Health organizations, and State and local agencies for the purpose of providing prevention information and participating in community sponsored events such as, Health Fairs, information booths, and public school activities.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Develop and maintain community out reach partnerships
	Annually


	3
	3
	3
	3
	3
	3

	Performance Standard
	Guidance and Regulations

	Partnerships established by written memo
	AR 600-85 

 


C-5.5.2.4. Training

The Service Provider shall promote and encourage a drug-free workplace through an aggressive, policy driven training program. The Service Provider shall provide training for the ADAPT program, military leadership and units, civilian supervisors, UPL’s, Youth program managers, and EAP supervisor training.  The Service Provider shall research and identify such training for the entire aforementioned categories. Funding requirements for all training shall be included in the Service Provider’s annual budget recommendations to the government. The Service Provider shall coordinate with the designated Government representative to identify personnel who require training.

C-5.5.2.4.1. Alcohol and Drug Abuse Prevention Training (ADAPT)

ADAPT training provides alcohol and drug awareness education designed to focus client attention on the adverse effects and consequences of substance abuse.  The Service Provider shall provide ADAPT training for military that are referred due to alcohol and/or drug abuse.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Provide alcohol and drug abuse prevention training

Provide recommendation for training funds


	Quarterly

Annually
	1

1
	4

1
	4

1
	4

1
	4

1
	4

1

	Performance Standard
	Guidance and Regulations

	Provide 12 hour ADAPT Course monthly for military

Submit recommendation for training funds NTL 20 Sept of each year


	AR 600-85 Section 4; EO 12654 Drug-Free-Workplace Program; and MDW annual budget guidance




C-5.5.2.4.2. Military and Civilian Leadership Orientation Training

Leadership orientation training is required for all new members of the leadership staff, both military and civilians. The training is meant to provide incoming leaders with the information and training they need to conduct effective alcohol and drug abuse prevention control and rehabilitation activities within their units/organizations. The Service Provider shall identify the appropriate leadership training based on the parameters set forth in the government’s ASAP policies, and conduct desk side training for each staff member. The installation Commander shall be briefed monthly on the state of all ASAP programs.   

C-5.5.2.4.3. Military Units

The Service Provider shall provide annual training to all active duty soldiers that focuses on Army policy and local ASAP policy.  This training serves as annual follow on training after newcomers’ orientation.  Training shall assist military personnel with information they need to make responsible informed decisions about their personal use of alcohol and to avoid the misuse or abuse of drugs. 

C-5.5.2.4.4. Civilian Supervisors

The Service Provider shall provide civilian supervisors with the information and training they need to conduct effective alcohol and drug abuse prevention control and rehabilitation activities within their organizations. Orientation shall emphasize the role of the supervisor in the prevention program, the symptoms of abuse, intervention and referral techniques, and post-treatment responsibilities.

C-5.5.2.4.5. UPL Training   

The Service Provider shall provide training to military Unit Prevention Leaders (UPLs) in the proper procedures for urinalysis testing. Training includes proper specimen collection, proper handling and use of documentation and chain of custody forms, teaching techniques, and general substance abuse prevention information. The Service Provider shall offer a 40-hour certification course for UPL’s and update individual records annually.  

C-5.5.2.4.6. Alcohol Sellers Intervention Training 

The Service Provider shall provide alcohol intervention training to employees responsible for selling alcohol on Fort Belvoir.

C-5.5.2.4.7. Staff Training

The Service Provider shall ensure the ADCO attends the U.S. Army Drug and Alcohol Team Training (USADATT) course at the Academy of Health Sciences, Fort Sam Houston, Texas, or equivalent training approved by ODCSPER HQDA, within 60 days of assuming duties.

Personnel responsible for education coordination shall attend required training provided by the MACOM.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Plan and conduct leadership training

Plan and conduct civilian supervisor training

Update Garrison Commander

Plan and conduct UPL training

Provide alcohol intervention training 

Staff training scheduled and completed
	Annually

Quarterly

Monthly

Quarterly

Quarterly

Annually
	12

1

1

1

1

1
	12

4

12

4

4

1
	12

4

12

4

4

1
	12

4

12

4

4

1
	12

4

12

4

4

1
	12

4

12

4

4

1

	Performance Standard
	Guidance and Regulations

	Training is scheduled and completed IAW annual plan

Updates are scheduled and completed IAW annual plan
	AR 600-85 Section 4 and Drug-Free-Workplace Program


C-5.5.2.5. Identification, Referral, and Screening

C-5.5.2.5.1. Installation Biochemical Testing Coordination (ITBC)

As part of ensuring a Drug-Free Workplace, the Service Provider shall manage the Army’s Drug Testing Program to test for the use of illegal drugs by military and civilian employees. The Service Provider shall use the Army’s “Smart Testing Program” to minimize testing predictability. The Service Provider shall maintain sufficient stock levels of testing supplies, i.e. specimen bottles, label, etc., to support all testing requirements, and shall supply those items as necessary and requested for the collection of specimens.   
C-5.5.2.5.2. Military

C-5.5.2.5.2.1. Coordinate for Unit Testing

The Service Provider shall coordinate with unit commander for time, date, and place of unit collections. The Service Provider shall coordinate with the UPL and provide supply pickup for the testing not later than two (2) days prior to the scheduled test date.

C-5.5.2.5.2.2. Perform Quality Assurance on Collecting Specimens

The Service Provider shall inspect all unit urine specimens collected to include, but not limited to, reviewing documentation and matching information for compliance with Standard Operating Procedures and regulatory requirements. The Service Provider shall package specimens, file documentation, and transport specimens via a postal service to the laboratory testing facility at Fort Meade, Md. Service Provider shall receive and maintain files of results from the Laboratory IAW AR 600-85. The Service Provider shall maintain an audit trail of the specimen chain of custody.  The Service Provider shall ensure that the specimen was not tampered with and shall complete the chain of custody document, on DD Form 2624 for each specimen processed.

C-5.5.2.5.2.3. Monitor Urine Testing Quota

The Service Provider shall develop a system to account for all specimens collected by each unit and ensure that each unit stays within quota required by MDW.

C-5.5.2.5.2.4. Conduct Urine Testing Collection/Documentation Inspection

The Service Provider shall conduct two random annual inspections of each unit’s collection procedures, safeguarding of documents and materials, and proper documentation of collected specimens IAW AR-600-85.

C-5.5.2.5.2.5. Test Results

The Service Provider shall receive and distribute the results of the drug test, and notify the unit commanders within 24 hours of negative and positive results. The commander/ designate representative must sign for all positive results. 

	 Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Receive from Units Urine Specimens for Military

Collect urine specimens from Military

Conduct unit visits and inspections

Receive and Deliver test results to unit Commanders


	Daily

Monthly

Monthly

Monthly
	478

42

2

1


	5736

504

24

12


	5736

504

24

12


	5736

504

24

12


	5736

504

24

12


	5736

504

24

12



	Performance Standard
	Guidance and Regulations

	Assign monthly quota testing NLT 15th of each month

100% specimens collected and tracked

Ensure 100% of units inspected

Deliver test results to Commanders within 24 hours of receipt 


	AR 600-85, Appendix E; ASAP Collection Handbook for Military; ASAP Collection Handbook for Civilian; and EO 12564


C-5.5.2.5.3. CIVILIANS

C-5.5.2.5.3.1. Coordinate the Civilian Testing Program for TDP and Self-Referrals 

The Service Provider shall coordinate and manage the civilian drug-testing program. The civilian testing program is subject to strict adherence to policies, from the collection of specimens to the processing of the results. The Service Provider shall coordinate with the Civilian Personnel office (CPAC) to receive a complete list of all TDP’s and maintain a database so as to schedule testing and meet the quota requirements for annual civilian testing. Test Designated Positions (TDP) shall have a condition of employment memorandum on file with CPAC and IBTC. All other categories of client shall have a release of information on file with the ASAP prior to the sharing of information.   

C-5.5.2.5.3.2. Perform Quality Assurance on Collection of Specimens

The Service Provider shall conduct urine testing collection and documentation for each organization, safeguarding of documents and materials and proper documentation of collected specimens IAW AR-600-85, while maintaining confidentiality. The Service Provider shall perform a quality assurance review of all specimen and documentation presented for laboratory testing. Specimens shall be packaged and shipped to Great Lakes Navy Drug Screening Lab. 320B B St. Great Lakes, Il. 60088-6819.

C-5.5.2.5.3.3. Monitoring Urine Testing Quota

The Service Provider shall develop a system to account for all specimens collected by each organization and ensure that each organization stays within quota required by MDW.

C-5.5.2.5.3.4. Test Results

The Service Provider shall coordinate with Medical Review Officer (MRO) for test results, tracking purposes, and record keeping purposes while maintaining confidentiality. All individuals with positive results must be tracked to final disposition. 

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Collect Urine Specimens for Civilian Employees

Ship specimens to laboratory

Coordinate test results
	Annually

Annually

Monthly


	335

335

28
	335

335

335
	335

335

335
	335

335

335
	335

335

335
	335

335

335

	Performance Standard
	Guidance and Regulations

	Assign monthly quota testing NLT 15th of each month

100% specimens collected and tracked

Ensure 100% of test results coordinated

Statistical data submitted to the Dept of Army
	AR 190-5, para 4-12; AR 600-85, Appendix E; Collection Handbook for Military; DHHS guidelines for Federal workplace drug testing; DOD Directive 1010.9; and EO 12564




C-5.5.2.5.4. SCREENING  
C-5.5.2.5.4.1. Military

The Service Provider shall provide support for military screening/assessment IAW the appropriate guidance.
C-5.5.2.5.4.2. Civilians

The Service Provider shall, in coordination with MRO, initiate a screening/assessment through the EAP program for positive drug test and/or other identified problems.  

The Service Provider shall recommend referral of clients to the helping agency/rehab medical facility for evaluation and assessment. The Service Provider shall establish and maintain client case file, track progress, and serve as case manager until each case is complete.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Provide support for civilian screening/assessment

Refer clients for medical evaluation

Coordinate with MRO for civilian test results
	Monthly

Monthly

Annually
	15

2-3

335
	180

25

335
	180

25

335
	180

25

335
	180

25

335
	180

25

335

	Performance Standard
	Guidance and Regulations

	100% Support for military

100% Civilian test results coordinated


	 AR 600-85, Appendix E; Collection Handbook for Military; and EO 12564


C-5.5.2.5.5. Referrals 

The Referral program is designed to place the individual/client in the appropriate helping agency to initiate life style changes and/or rehabilitation.

C-5.5.2.5.5.1. Military

The Service Provider shall maintain contact with military commanders concerning identified soldiers, and shall coordinate case management with medical resources until program completion. Referrals shall be determined in coordination with unit commander, MTF commander, and the ASAP.

C-5.5.2.6. Evaluation Visits to Agencies External to the Installation 

The Service Provider shall update the active list of referral agencies that include all organizations used to service alcohol and drug abusers. The Service Provider shall visit and validate acceptance of all currently used substance abuse facilities; maintaining a baseline of fourteen (14).  The Service Provider shall visit potential civilian treatment facilities based on client request to be referred to those facilities. Outside facilities shall be only for civilian employee referrals. 

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Visit and validate current facilities

New facilities evaluated
	Annually

Annually
	12

3


	12

3


	12

3


	12

3


	12

3


	12

3



	Performance Standard
	Guidance and Regulations

	Update list within10 working days of notification of changes

Visit potential facilities within 30 days of addition to list

Outside facilities correctly evaluated


	AR 600-85


C-5.5.2.7. Employee Assistance Program (EAP)/Civilian Counseling Services (CCS)

The Service Provider shall provide prevention, early identification, and intervention services for clients seeking education and help.  The Employee Assistance Program/Civilian Counseling Services Program is designed to provide help with work, family, and personal problems, to include alcohol and drug abuse.  Clients include all authorized customers as specified in AR 600-85.

The objectives are as follows:

· Increase the efficiency, productivity, and effectiveness of the civilian work force, and reduce absenteeism and the abuse of sick leave through early intervention and prevention of alcohol and other drug abuse. 

· Provide a management tool and resource for managers and supervisors who identify deteriorating job performance. 

· Use the ASAP concurrently with performance counseling for problems of alcohol and other drug abuse. 

· Provide information or referral Services to employees with personal problems. 

· Provide assistance for civilian employees with alcohol or drug abuse problems through treatment Services or referrals to appropriate community based treatment programs. 

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Provide EAP Services

Conduct initial assessment, short term counseling and referrals 
	Annually

Annually


	324

180


	324

180


	324

180


	324

180


	324

180


	324

180



	Performance Standard
	Guidance and Regulations

	Conduct initial assessment within 3 days of request

Make referral within 3 days of assessment 


	AR 600-85 Section 5; EO 12564; and Workplace Violence Handbook


C-5.5.2.8. Employee Qualifications

               The Service Provider shall ensure the ADCO officer has a BA/BS degree in a behavioral or social science or a degree in any field with at least one year work experience in the behavioral science field.  


C-5.5.2-3


