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AIR FACILITY ORDER 5300.1B
,

From:
To:

Commanding Officer
Distribution List

Subj: STANDARD OPERATING PROCEDURES FOR THE SUBSTANCE ABUSE
CONTROL OFFICE (SHORT TITLE: SOP FOR SACO)

Ref: (a) MCO P5300.12
(b) MCCDCO 5300.1A
(c) ABO 5355.1A
(d) MCO P1O70.12H
(e) MCO P1610.7C

Enol: (1 Program Organization
(2) MCAF Substance Abuse Control Office
(3) Alcohol Programs/Policies
(4) Drug Testing Programs/Policies
(5) Urinalysis Testing Procedures

f 1. PurRose. To publish policy, procedures, information, and
administrative instructions concerning alcohol/drug abuse and the
Substance Abuse Program for Headquarters Squadron, Marine Corps
Air Facility, as contained in references (a) through (e).

2. Cancellation. AFO 5300.1A.

3. Information. Substance Abuse Programs provide a means for
the Commanding Officer to establish prevention programs necessary
to eradicate substance abuse aboard the Air Facility. Enclosures
(1) through (5) outline specific procedures and policies for
administration of the Air Facility Substance Abuse Program.

Polic~4.

a. Alcohol. Alcohol abuse is contrary to the effective
performance of Marines and to the mission of this Air Facility,
and will not be tolerated. consistent with Public Law 92-120,
Title V, Section 501(a), the Marine Corps is required to
implement procedures to identify, treat and rehabilitate members
determined by an appropriate medical authority to be alcohol
dependent.
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b. Drugs. The united states Marine Corps and this Command
have a zero tolerance tor the possession, use or distribution of
illegal drugs, and believe that a drug-tree environment is
essential to mission accomplishment.

c. Education. As directed by references (a) through (c)
all members of this Command will receive, as a minimum,
preventive drug and alcohol education on an annual basis.

5. Action. All personnel will ensure compliance with the
provisions of this Order.

J. j. Jo~
L. L. LARSON

DISTRIBUTION: A

Copy to: Director, CSACC
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PROGRAM ORGANIZATION

1. References (a) and (b) establish three levels of
responsibility within the Substance Abuse Program, Levels I, II
and III, as well as other programs to assist the drug/alcohol
abuser in recovery.

Level Ia.
(1) The Marine Corps Air Facility Substance Abuse Control

Office (MCAF SACO) is designated as a Level I Program. As a
Level I Program, command personnel conduct routine screening,
testing, and education for all Air Facility members, enforce the
policies set forth by references (a) through (c), and provide the
Commanding Officer with information and the means to monitor
those individuals who use SACO services. Level I personnel are
not counselors, nor do they ascertain what program(s) an
individual needs. They recommend and refer individuals to Level
II if warranted. Key elements of the Level I Program are outlined
below:

(a) Prevention. Efforts in the area of prevention
focus on education, counseling, and information techniques that
deter individuals from substance abuse.

(b) Identification. Those individuals who are
suspected of substance abuse, or who are involved in an incident
related to substance abuse, must be identified and referred to
the MCAF SACO.

(c) Intervention. Swift intervention is the key to
successful assignment of those personnel in need of counseling,
treatment, or rehabilitation to an appropriate agency.

(d) Treatment/Rehabilitation. Treatment is available
to all Department of Defense personnel. Upon request, military
dependents may be treated locally by the Marine Corps Combat
Development Command Command Substance Abuse Counseling Center
(MCCDC CSACC).

(e) Discigline. The MCAF SACO will be guided in the
use of administrative/disciplinary actions by references (a) and
(b) .

(2) NaVY Alcohol Drua and Substance Abuse Program
(NADSAP). Individuals assigned to NADSAP receive information
dealing with communication skills and stress management as well
as classroom instruction in drug/alcohol abuse. Participation in
this five-day course is not limited to those personnel involved
in incidents; any Marine or supervisor can request enrollment.

ENCLOSURE ( 1)
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NADSAP instruction is conducted on a periodic basis. Persons
interested in attending should contact the MCAF SACO for
scheduling assistance.

b. Level II OutRatient Treatment. CSACC is designated a
Level II, Major Command Program. This is a local treatment
program consisting of a two-week course of instruction which
includes group discussions, video presentations, and individual
guidance/counseling from the CSACC staff. Normally, this program
is recommended for those individuals who are awaiting entry into
a Level III center, and for non-dependent first-time abusers.
Individuals assigned to this program will consider this their
primary duty, and failure to attend could result in disciplinary
action.

c. Level III. Level III, Navy Residential Programs, are
located worldwide. The individual will be processed for entry
into a Level III center when dependency is diagnosed by a Medical
Officer, or in those cases where the Commanding Officer requests
treatment for a command member.

(1) For those individuals referred to Level III
treatment, all legal and administrative actions must be completed
prior to admission.

(2) The MCAF SACO will administratively support assigned
individuals by confirming bed site and date, arranging
transportation, and ensuring that he/she has the necessary
records and personal effects for admittance.

(3) The MCAF SACO will confirm program placement assigned
to the individual by CSACC. Once he/she has arrived at the
treatment center, the MCAF SACO will monitor treatment progress.

(4) Command support is vital to any individual who is
enrolled in a Level III center. Department/Section Heads are
highly encouraged to visit their people; however, these visits
should be coordinated with MCAF SACO. Supervisory personnel
should plan to attend the individual's graduation ceremony upon
treatment completion.

d. Alcoholics Anonymous (AA)lNarcotics Anonymous (NA)
Attendance. Attendance at an AA/NA group may pe assigned so as
to enable the individual to become familiar with a support group,
and to assist him/her in the recovery process. Individuals
assigned to these meetings will:

(1) Complete and return to MCAF SACO an attendance
verification sheet.

ENCLOSURE ( 1)
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(2) Maintain weekly liaison with MCAF SACO.

e. Aftercare Program. Individuals who successfully complete
Level III treatment are returned to their command and are placed
in an Aftercare status for one year. During this period, it is
imperative that they participate in all scheduled counseling and
group support sessions. Personnel in an Aftercare status should
not be assigned lengthy TAD. Aftercare is considered a primary
duty and individuals who miss more than two appointments can be
processed for administrative separation due to alcohol/drug abuse
rehabilitation failure. The MCAF SACO is tasked with monitoring
all personnel in this program.

ENCLOSURE ( 1)
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MARINE CORPS AIR PACILITY SUBSTANCE ABUSE CONTROL OFFICE

1. Substance Abuse Control Officer CSACO}. The additional duty
of MCAF SACO will be assigned in writing by the Commanding
Officer. In accordance with reference (c), the MCAF SACO will be
assigned for a period of one year and will have no other
additional duties.' Responsibilities include, but are not limited
to:

a. Attending a course of instruction, as directed by
reference (a), within ninety days of appointment as MCAF SACO.

b. Maintaininq liaison with the Commandinq Officer on all
matters pertaininq to the Substance Abuse proqram.

c. Ensuring the Substance Abuse Program complies with
references (a) through (c).

d. Preparing and submitting reports as required by
references (a) through (c).

Maintaininq a turnover folder and desktop procedures.e.
2. Assistant Substance Abuse Control Officer lASACO}. The ASACO
will be assigned in writing under the same conditions as the MCAF
SACO. Duties include, but are not limited to:

a. Attending a course of instruction, as directed by
reference (a), within ninety days of appointment as ASACO.

b. Performing initial interviews with referred personnel.

Maintaining all aspects of the SACO administrativec.
proqram.

d. Conducting urinalysis testing as directed by this Order
and references (a) through (c).

e. Maintaining a turnover folder and desktop procedures.

3. Hours of Oneration.
2100 in the 5-3 Office.
follows:

The MCAF SACO is located in Building
The hours of operation are as

Tuesday/Thursdaya. 0800-1130

b. Monday/Wednesday/Friday As required

ENCLOSURE (2)

1



AFO 5300.1B
11 Jan 93

4. Record Keeoina. The SACO will maintain urine sample
documentation as directed by references (a) and (b). A Urine
Sample custody Document will be completed upon sending samples to
the DOD laboratory, and will be maintained for a minimum of one
calendar year.

ENCLOSURE (2)
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ALCOHOL PROGRAMS IPOLICIES

1. General. The MCAF SACO is a Level I proqram designated to
conduct Command Counseling, basic alcohol abuse/alcoholism
prevention education, discipline, and rudimentary screening for a
non-dependent f irs,t-time alcohol abuser.

2. Policv. Marine Corps policy holds the individual responsible
for his/her own actions regarding drug and alcohol abuse.

a. All personnel who are the subject of an alcohol-related
incident will be interviewed by MCAF SACO. If warranted, the
MCAF SACO will act as a liaison between the Command and CSACC to
ensure the individual receives appropriate education and/or
counselling necessary to prevent a reoccurrence.

b. As required by reference (d), a mandatory page 11
counseling entry will be made in the SRB/OQR of the Marine
involved in a first or subsequent alcohol-related incident.

c. As required by reference (e), second and subsequent
alcohol-related incidents will require submission of a "DC"
fitness report, with appropriate Section C remarks, on sergeants
and above.

Antabuse Usage3.
a. Information. If an individual volunteers to take or is

prescribed antabuse, he/she must be referred to the medical
clinic for appropriate testing and/or screening. In the case of
females, a pregnancy test must be performed. Once antabuse has
been prescribed, the individual will be given an antabuse
information package by the MCAF SACOo

Limitationsb.

(1) The MCAF SACO shall be notified immediately when an
individual prescribed antabuse discontinues taking this
medication. Supervisory personnel are encouraged, but not
required, to monitor antabuse consumption.

(2) An individual involved in Flight Line/Air Control
duties will be screened by his/her section to determine if
antabuse will affect their performance. A copy of this screening
will be forwarded to MCAF SACO with the section and/or Department
Head's recommendation.

ENCLOSURE ( 3 )
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DRUG TESTING PROGRAM/POLICIES

Pu~ose1.

a. Urinalysis testing is conducted to act as a deterrence to
drug abuse and to provide early identification of those personnel
involved with drug abuse.

b. Once samples are obtained, they are sent to the COD
laboratory for testing consistent with the instructions of
reference (b). Small amounts of samples may be tested locally at
CSACC, but samples testing positive will be forwarded to the DOD
laboratory for confirmation.

2. Occasions for Testina. The MCAF SACO is responsible for
conducting an aggressive periodic urinalysis screening
proqram, testinq 20 percent of on-board strength monthly. The
Drug Testinq Program consists of various types of testing, to
include:

a. Command Directed. Directed by the Commanding Officer
whenever any member of the Command is suspected of illegally
using drugs or when drug use is suspected within a unit.

b. Random Urinalysis. Conducted on a routine, unannounced
basis. Selection of individuals to provide samples can be
accomplished through use of Social Security Numbers, Work
Sections, etc.

(1) To ensure fairness, the MCAF SACO, with the approval
of the Commanding Officer, will direct the type test. The
Commanding Officer will then randomly select the appropriate
number of individuals to provide samples, using a pool-type
system.

(2) When a pool-type system is used, the MCAF SACO will
ensure that personnel who are required to submit samples are
derived from the use of numbers vice individual names.

c. unit SweeR Urinal~sis. Directed by the Commandinq
Officer on all personnel who are present in the unit. When a
unit sweep is directed, Department Heads will submit a roster to
MCAF SACO showinq the department's current personnel status
(i.e., duty, leave, TAD, etc).

ENCLOSURE ( 4 )
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d. Sgecial Urinal~sis. Required testinq for members of MCAF
SACO who are involved with the collection, testinq, and shipment
of samples. SACO personnel will be tested bimonthly, as a
minimum.

other Occasionse.
(1) All personnel reporting to this Command for permanent

duty or upon return from an unauthorized absence/deserter status
will submit a urinalysis sample to the MCAF SACO within 48 hours
of reporting/return.

(2) All personnel in receipt of permanent change of
station orders will submit a sample to MCAF SACO 30 to 60 days
prior to detaching-

ENCLOSURE ( 4 )
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URINALYSIS TESTING PROCEDURES

General1.

a. The first priority of each urinalysis test, regardless of
testing premise, is to have the individual provide a sample
immediately following notification. The second priority is to
have all personnel complete the test on the same day they are
notified. If an individual refuses to provide a sample, or
evades the test, he/she is subject to disciplinary action under
the Uniform Code of Military Justice.

b. In order to maintain the highest level of program
reliability and fairness, the testing procedures and sequence
outlined in this Order are mandatory and will not be altered
without the specific approval of the SACO and/or Commanding
Officer. strict chain of custody requirements will be maintained
for the individual's protection.

c. The MCAF ASACO will not conduct search/seizure actions on
any person. Such cases are to be referred to the SACO/Commanding
Officer.

d. Individuals providinq a sample are required to fill the
specimen bottle to the 60 millimeter limit (approximately 3/4
full). To ensure strict chain of custody/testinq requirements,
personnel are not permitted to reach this limit throuqh repeated
samples. If the limit is not met, the sample will be void and a
new bottle will be issued.

Observation2.
a. Urine samples shall be collected within full view of a

designated Observer of the same gender as the individual
providing the sample.

b. Observers who are not members of the MCAF SACO will sign
a Letter of Understanding that will remain in effect for six
months.

c. All Observers will be intimately familiar with the
provisions of reference (a) concerning their duties and
responsibilities.

d. Each individual tested shall remain under the direct and
continuous view of the Observer and/or Coordinator from the
moment the Military Identification Card is presented to the
Urinalysis Coordinator until the Observer has signed the
Urinalysis Ledger.

ENCLOSURE ( 5 )
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3. Testing Segyence

a. steg #1. The Commanding Officer authorizes or directs
the testing premise. The MCAF SACO personnel report to the
Commanding Officer, and personnel to be tested are selected.
For a random urinalysis, a random-type pool selection system will
be used.

b. SteR #2. Unit Observers are briefed on responsibilities.
The MCAF SACO determines number of personnel to be tested.

c. SteR #3. The MCAF SACO informs Section or personnel of
testing time and location, and the testing premise. Normal start
time after notification is one hour.

d. steg #4. Individual presents his/her Military
Identification Card to the Urinalysis Coordinator for
verification. The Coordinator will:

Fill out a label for the bottle.

(2) Make appropriate ledqer entries.

(3) Ensure that the social security number, batch number,
and specimen number in the ledger match the corresponding numbers
on the bottle label.

e. steg #5. The Coordinator will ask the individual if
he/she has been taking any medication. An entry of "no" will be
initialed by the individual. If the individual is taking
medication, each medication will be listed by the Coordinator and
then initialed by the Marine.

steg #6f.

(1) The Observer will escort the individual providing the
test sample to the restroom. At all times, there will be one
Observer per individual tested.

(2) The Observer will monitor the test and ensure all
testing policies are rigidly enforced.

(3) The tested individual will place th~ lid securely on
the bottle, ensuring the bottle label remains legible.

(4) Women will follow the above procedure; however, the
specimen will be collected in a container provided by the MCAF
SACO and then transferred to the standard bottle by the person
being tested.

ENCLOSURE
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q. ste~ #7. The Observer will escort the individual back to
the Urinalysis Coordinator, at which time the sample will be
placed in the appropriate box. The individual tested will then
siqn the Urinalysis Ledqer, and watch the Observer siqn his/her
name in the adjacent column.

h. ste~ #8. The Coordinator will return the individual's
Military Identification Card.

SamDle Handling4.
a. All samples will be properly inventoried, checked for

accuracy, and sealed as prescribed by reference (a).

b. After sealing, the samples will be shipped via mail to
the appropriate COD laboratory or will be forwarded to CSACC.

c. All samples, regardless of number, will be turned in no
later than 48 hours after submission.

d. The chain of custody will be as direct as possible

5. Notification

a. The receiving DOD laboratory will inform the Command
of test results via message, normally within ten days.

b. In the case of a sample that tests positive at CSACC,
the individual will not normally be notified until the result is
confirmed by a DOD laboratory unless the individual's duty
directly affects flight safety or airfield operations. This
determination will be made by the Commanding Officer on a
case-by-case basis.

c. Upon receipt of a confirmed positive sample from a DOD
laboratory, the Command may proceed with treatment, disciplinary
action, and separation action.

d. Confirmation by a certified DOD laboratory concerning
drug presence is required for administrative/disciplinary action.
The legality or illegality of drug presence must be determined
by a specific Command investigation.

ENCLOSURE ( 5 )
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