Army Substance Abuse Program – Fort Carson (ASAP-FC)
Unit Prevention Leader (UPL)
Certification Course
Registration Packet

1.  General:  "The ASAP is a command program that emphasizes readiness and personal responsibility. The ultimate decision regarding separation or retention of abusers is the responsibility of the soldier’s chain of command. The command role in substance abuse prevention, drug and alcohol testing, early ID of problems, rehabilitation, and administrative or judicial actions is essential. Commanders will ensure that all officials and supervisors support the ASAP. " AR 600-85

2.  The following guidelines shall be followed when selecting a Soldier for UPL Training and Certification:

a. Selecting Candidates.  Commanders should use the following criteria when appointing a UPL:  Soldiers must

(1)  Be an E-5 or above (Must be E-5P or above to be a BPL).
		(2)  Have one-year retention in the command.
(3)  Not pending UCMJ or administrative action.
(4)  Not have been enrolled at the ASAP Clinic within the past 3 years, not have had a drug or alcohol related incident within the past 3 years, nor not have attended the ASAP’s ADAPT course within the past 3 years.
(5)  Demonstrate a willingness to be held to a higher standard than expected of other soldiers in the unit.
		(6)  Exercise a willingness to be a role model in the responsible use of alcohol.
(7)  Practice and abide by the confidentiality policy of the Army’s biochemical testing program.

b. Commanders will initiate a criminal records check (enclosure 2) through the Provost Marshal’s Office (PMO) promptly for processing.  Personnel without completed criminal records check will not be authorized to assume UPL duties until a satisfactory records check is completed and on file.  Soldiers who receive an unsatisfactory criminal records check will not be authorized to assume UPL duties. Once the commander has provided the records check, the ASAP-FC will also conduct a background check through the Drug and Alcohol Management Information System (DAMIS). DAMIS provides an overview of the Soldiers drug testing history and substance abuse history, if any exists.
	
	c. The commander must ensure that the registration packet, including the Privacy Act Statement, Competency Assessment Statement, Individual Additional Duty Appointment Orders, copy of the Unit SOP (if needed, call the phone numbers listed in 7. to verify), and the completed criminal records check, is turned into the ASAP-FC 2 weeks before the first day of the class. Walk-ins who show on the first day will not be allowed to enter the course, even if they have a completed packet.

d. The Additional Duty Appointment orders must be for the nominated individual only.  The orders cannot have more than one NCO listed.  

e. ALL DOCUMENTS SUBMITTED IN THE NOMINATION PACKET MUST HAVE ORIGINAL SIGNATURES.  The only document that will be accepted as a photocopy is the unit SOP.  The PMO background check must have the red stamp with a signature/initials and date.  If any documents are not original or the PMO stamp is missing the packet will not be accepted.

f. All documents must have the letterhead of the commander signing the document.  Any document missing unit information will not be accepted.  Any documents with incorrect unit information will not be accepted. (i.e. BN letterhead with a company commander signature, company letterhead for one unit and the commander and Soldier are in a different unit).  

3.  Soldiers who successfully complete the 40-hour certification and pass the final examination will be awarded a UPL Certificate of Completion and their UPL cards. 

4.  All students are encouraged to download and bring a copy of the ACSAP UPL Handbook for their personal use during the course. This can be found at http://www.acsap.army.mil/prevention/UPLHandbook.pdf.

5.  All students will receive training on the Drug Testing Program (DTP) and will be provided with instructions on how to download a copy of the program.  DTP is the Army and ASAP-FC standard for random selection and form preparation for use on all urinalysis collections.

6.  All students must report to class at 0920 hours, on the first day of class.  All students will receive a course overview on the first day of the class that will provide daily itineraries for the duration of the course.  Location of the course will be confirmed at the time of registration.

7.  For further assistance and/or to register, contact the ASAP-FC at 526-9191/2438/9283/5108.

(SAMPLE OF ORDERS)
((INSERT UNIT LETTERHEAD))
DEPARTMENT OF THE ARMY
UNIT NAME
ADDRESS
___________________																			_______________
(Office Symbol)																						    (Date)


MEMORANDUM FOR RECORD

SUBJECT:  Additional Duty Appointment – Unit Prevention Leader (UPL)


1.  Effective _________________(date), ______________________________(Rank and Name) is assigned the following duties: 

Unit Prevention Leader

2.  AUTHORITY:  AR 600-85 and the Fort Carson Commander/UPL Military Collection SOP.

3.  PURPOSE:  Perform duties as required IAW above cited regulations.

4.  PERIOD:  FROM _________________________ until officially relieved or released from appointment of assignment.

5.  SPECIAL INSTRUCTIONS:  UPL has authority to pick-up negative drug testing results, and to sign for and receive positive drug testing results once the commander has been notified that positive results are ready for pick-up.  Develop, coordinate, and/or deliver informed preventive education and training within the unit.  Assist with briefing all new personnel regarding Army Policy related to alcohol and other drug abuse and functions and services designed to combat alcohol and other drug abuse.  Coordinate and perform the duties associated with the urinalysis and alcohol-testing program.  Keep the commander informed of the status of the Army Substance Abuse Program (ASAP) and the trends in alcohol and other drug abuse in the unit.  Maintain liaison with the servicing ASAP-Clinic.  Perform other administrative functions related to the ASAP.




																Commander’s Signature Block
DISTRIBUTION:
1 – Soldier
1 – File
1 – DTC, ASAP


((INSERT UNIT LETTERHEAD))
DEPARTMENT OF THE ARMY
UNIT NAME
ADDRESS


________________  (600-85)																		_____________
(Office Symbol)																						(Date)


MEMORANDUM FOR Provost Marshal

SUBJECT:  Criminal Records Check


1. The following individual is being considered for duties as a Unit Prevention Leader (UPL).  IAW AR 600-85, request that a criminal records check be conducted.

PERSONAL HISTORY FORM
for
CRIMINAL RECORDS CHECK

LAST NAME: ________________________________________________________________

FIRST NAME: ________________________________________________________________

RANK: ______________________________________________________________________

SOCIAL SECURITY NUMBER: _________________________________________________

UIC: ________________________________________________________________________

UNIT: _______________________________________________________________________

DUTY PHONE NUMBER: ______________________________________________________

DATE OF BIRTH: _____________________________________________________________

PLACE OF BIRTH: ____________________________________________________________

ETS: ____________________________________________________________

2. POC for additional information is the undersigned.




																Commander’s Signature Block



((INSERT UNIT LETTERHEAD))
DEPARTMENT OF THE ARMY
UNIT NAME
ADDRESS
_________________  																				_____________
(Office Symbol)																						(Date)


MEMORANDUM FOR ASAP, ATTN:  ADCO, Fort Carson, CO  80913

SUBJECT:  UPL Certification Training Packet


COMPETENCY ASSESSMENT STATEMENT

1.  We realize that the additional duty as an UPL is of significant importance to the operation of the Commander’s ASAP in this unit.  By appointing the wrong soldier to the critical position of UPL, the credibility of the entire program could be jeopardized.  In selecting the soldier named below, we minimize the possibility of innocent soldiers being falsely accused of improper drug use or drug using soldiers going undetected.

2.  _________________________________ is an above average soldier who possesses high ethical standards, is trustworthy and has a firm leadership foundation.  We believe this soldier will work aggressively to enhance this unit’s ASAP.  In my opinion, this soldier is a responsible drinker or abstinent in the use of alcohol and has no known recent history of illicit drug use.

3.  We realize that as a UPL, he/she will need time away from his/her unit’s primary daily duties to perform the additional duties as a UPL.  We will provide this time when necessary.




																_______________________________________
																(Signature of Unit Commander)

																_______________________________________
																(Signature of 1SG)

																_______________________________________
																(Signature of 1st Line Supervisor)





((INSERT UNIT LETTERHEAD))
DEPARTMENT OF THE ARMY
UNIT NAME
ADDRESS
PRIVACY ACT STATEMENT


AUTHORITY:  Title 10, United States Code, Section 3013; Army Regulation 600-85.

PRINCIPAL PURPOSE(S):  The personal information requested will be used to evaluate a request for Unit Prevention Leader (UPL) certification.  The information will be routinely processed to verify records and ensure accuracy.  All applicants must have a criminal records check processed through the installation Provost Marshal’s Office and the Drug and Alcohol Management Information System (DAMIS) to ensure that applicants do not have a recent history of criminal activity or substance abuse.

ROUTINE USE(S):  Any information you provide may be disclosed to members of the Department of Defense who have a need for the information in the performance of their duties.  In addition, the information may be disclosed to Government agencies outside of the Department of Defense as follows:  a.  To qualified personnel conducting scientific research, management, or financial audits or program evaluations but all personal identification is removed from the data.  b.  In response to a court order based on the showing of good cause in which the need for disclosure and the public's interest is necessary to support program competence.  c.  According to the DoD 'Blanket Routine Uses' set forth at the beginning of the Army's compilation of system of records notices.

DISCLOSURE:  Disclosure is voluntary; however, failure to provide the requested information will result in the disapproval of the certification request.

I, the undersigned, understand the significance and meaning of the above statement and its effect on me and consent to the release of the information required to establish my eligibility as a Unit Prevention Leader (UPL).




																_______________________________________
																Signature

																_______________________________________
																Printed Name

																__________		___________________
																Rank					Date
