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The Prograns support comranders’ efforts in the prevention and

resolution of problenms that detract from m ssion readi ness and enhance the
quality of Iife for the military community, regardless of geographic

| ocation. This Manual conplies with policies contained in references (a)
through (ab), and delineates significant changes that necessitate the
devel opnent of Conponent Command and installation Standard Operating
Procedures to nmeet their unique requirenents.

2. Cancellation. P1700.24A, P1752.3B, P1754.3, P1754.5 and 1000. 10.

3. Background. The Marine Corps continues the tradition of "taking care
of our own" through the use of various services and prograns, thus
pronoting self-reliance and sel f-sufficiency.

Satisfaction with the mlitary lifestyle and integration of the service
menber’s famly into the mlitary conmmunity has a positive effect upon
nmoral e, thus, inpacting on the recruitnent and retention of quality
Marines. The mlitary popul ation includes single and narried Marines,
parents, dual -service couples, and special needs famlies. The changing
dernogr aphi cs of the Marine Corps, increased fleet deploynents, and

i ndependent duty separations demand that we inprove the quality of |ife of
the individual service nmenber, his or her famly, and better support the
Comander in the acconplishnment of the m ssion

4. Personal Services Capabilities

(a) Command and Comunity Education and Services enphasi zes
prevention services that support operational requirenents and prepare
service and fam |y nmenbers to better anticipate, and understand, the
physi cal and enoti onal denmands associated with our Corps’ way of life.
Types of support services include: Deploynment Support, Return and Reunion
Programs, Crisis Response Services, New Parent Support, Retired
Activities, Financial Fitness, Suicide Awareness, Substance Abuse
Education, Drug Testing, and Information and Referral Services.

(b) Mobility Support includes services that assist with the nobile
mlitary lifestyle by facilitating successful relocations, transitions to
civilian I'ife, career decision-making, job seeking, and adjustnents of
service nenbers and their famlies to life in the mlitary. These support
services include: Relocation Assistance, Sponsorship, Transition
Assi stance, Fam |y Menber Enploynent Assistance, and the Exceptiona
Fam |y Menber Program
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(c) dinical Counseling Services include individual, marriage and
famly counseling, and donestic violence support services, including
victimintervention, rape and sexual assault
response services, and related treatnent. Substance abuse assessnent,
intervention, and rehabilitation are al so included.

5. MWiivers. Wivers fromthe policies contained in this Manual nust be
authorized in witing fromCMC (MR). Al policy waivers will be requested
and issued through nornmal Marine Corps channel s.

6. Definitions. Terns that are used in this Manual and germane to the
Subst ance Abuse and Fam |y Advocacy Prograns are defined in Appendi x A.

7. Recomendations. Reconmendations concerning the contents of this
Manual are invited. Such recomendations will be sent to the CMC (MR) via
t he chain of comrand.

8. Reserve Applicability. This Manual is applicable to the Marine Corps
Reserve.

9. Certification. Reviewed and approved this date.

L. JONES
DI STRI BUTI ON: PCN 10202320300

Copy to: 7000110 (55)
8145004/ 8145005
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MARADMIN 567703

Date signed: 12/09/2003 MARADMIN Number: 567/03 R 090800Z DEC 03
FM CMC WASHINGTON DC(uc)
TO AL MARADMIN(uC)
MARADMIN
BT
UNCLASSIFIED
MARADMIN 567/03
MSG 1D/GENADMIN/CMC WASHINGTON DC MRO//
SUBJ/CHANGE ONE TO PERSONAL SERVICES MANUAL, MCO P1700.24B//
REF/A/MCO P1700.24B/HQMC MRR/-//
REF/B/SECNAVINST 1754.7/SECNAV/-//
REF/C/SECNAVINST 1752.3A/SECNAV/-//
NARR/REFERENCE (A) IS MCO P1700.24B, MARINE CORPS PERSONAL SERVICES
MANUAL. REFERENCE (B) IS SECNAVINST 1754.7, CREDENTIALS REVIEW AND
CLINICAL PRIVILEGING OF CLINICAL PRACTITIONERS/PROVIDERS IN
DEPARTMENT OF THE NAVY (DON) FAMILY SERVICE CENTERS. REFERENCE (C)
IS SECNAVINST 1752.3A, FAMILY ADVOCACY PROGRAM. //
POC/JENICE L. STANIFORD/GS-13/MRO/-/TEL:(703) 784-9592
/EMAIL : STANIFORDJL@MANPOWER . USMC . MIL//
GENTEXT/REMARKS/1. MARADMIN TO BRING REFERENCE (A) INTO COMPLIANCE
WITH CURRENT MARINE CORPS FAMILY ADVOCACY POLICY, ADDITIONS WILL BE
MADE IN THE FOLLOWING AREAS: (1) PRIVILEGING OF CLINICAL COUNSELORS
FOR THE MARINE CORPS, (2) ESTABLISHING A FAMILY ADVOCACY COMMITTEE
AND (3) ESTABLISHING TRAINING REQUIREMENTS FOR COUNSELORS IN THE
DOMESTIC VIOLENCE ARENA.
2. BACKGROUND. REFERENCE (B) REQUIRES CREDENTIALING AND
PRIVILEGING OF CLINICAL COUNSELORS IN THE MARINE CORPS COUNSELING
PROGRAMS. PROTOCOL FOR THE PROCESS HAS BEEN MODIFIED TO CLARIFY THE
APPROPRIATE ROLES AND RESPONSIBILITIES OF THOSE INVOLVED.
INSTALLATIONS WILL SUBMIT RESPONDENT CREDENTIALS TO THE COMMANDANT
OF THE MARINE CORPS (CMC) (MR) VIA THE INSTALLATION MCCS DIRECTOR.
CMC (MR) 1S THE CORPORATE PRIVILEGING AUTHORITY FOR THE MARINE CORPS
CLINICAL PRACTITIONERS AND WILL PROVIDE PRIMARY VERIFICATION OF
CREDENTIALS. ONCE VERIFICATION IS COMPLETED BY CMC (MR), THE LOCAL
INSTALLATION COMMANDER MAKES THE FINAL PRIVILEGING DECISION FOR THE
RESPONDENT. IN THE EVENT DENIAL OF PRIVILEGING IS CONSIDERED, THE
INSTALLATION COMMANDER WILL CONVENE A PEER REVIEW PANEL. IF, UPON
COMPLETION OF THE PEER REVIEW PANEL, THE INSTALLATION COMMANDER
FINDS THAT THE RESPONDENT SHOULD NOT BE PRIVILEGED, THE RESPONDENT"S
APPEAL, IF ANY, SHALL BE FORWARDED TO CMC (MR), THE APPEAL
AUTHORITY, FOR FINAL DETERMINATION. IF THERE 1S NO APPEAL, FORWARD A
COPY OF THE ENTIRE PACKAGE (PEER REVIEW PANEL FINDINGS AND
INSTALLATION COMMANDER®S ENDORSEMENT) TO CMC (MR) FOR RECORD.
3. REFERENCE (C) REQUIRES THE ESTABLISHMENT OF AN ADVISORY BODY,
KNOWN AS THE FAMILY ADVOCACY COMMITTEE (FAC). THE INSTALLATION
COMMANDER WILL APPOINT, IN WRITING, A MULTI-DISCIPLINARY FAC WITH AN
OFFICER OF THE GRADE OF MAJOR OR ABOVE AS THE CHAIRPERSON. THE
COMMITTEE MAY BE SET UP AS A SUBCOMMITTEE OF THE MARINE CORPS
COMMUNITY SERVICES MULTI-DISCIPLINARY COUNCIL. THE FAC WILL
RECOMMEND AND COORDINATE POLICY, AND OVERSEE THE INSTALLATION FAMILY
ADVOCACY PROGRAM (FAP).
4. REFERENCE (C) REQUIRES FAMILY VIOLENCE TRAINING FOR ALL
COUNSELORS IN THE AREA OF RISK ASSESSMENT, CASE MANAGEMENT, VICTIM
SAFETY AND OFFENDER PROTECTION RIGHTS.



5. ACTION. ADMINISTRATIVE PERSONNEL WILL MAKE THE FOLLOWING
ADDITIONS TO MCO P1700.24B, REF (A):

A. REPLACE PARAGRAPH 5018.4A TO READ: "CREDENTIALING AND
PRIVILEGING. THE CLINICAL COUNSELING PROGRAMS OF THE MARINE CORPS
REQUIRE CREDENTIALING AND PRIVILEGING OF COUNSELORS. THE COMMANDANT
OF THE MARINE CORPS (CMC) (MR) 1S THE CORPORATE PRIVILEGING
AUTHORITY FOR THE MARINE CORPS CLINICAL PRACTITIONERS AND WILL
PROVIDE PRIMARY VERIFICATION OF CREDENTIALS. ONCE PRIMARY
VERIFICATION OF CREDENTIALS IS COMPLETED, THE INSTALLATION COMMANDER
MAKES THE FINAL PRIVILEGING DECISION. IN THE EVENT THAT DENIAL IS
CONSIDERED, THE INSTALLATION COMMANDER WILL CONVENE A PEER REVIEW
PANEL, PER ENCLOSURE 5 OF REF (B), TO PROVIDE THE RESPONDENT A FAIR
AND IMPARTIAL HEARING. DURING THE HEARING, THE ISSUES THAT FORM THE
BASIS FOR A POTENTIAL DENIAL, LIMITATION, REVOCATION OF CLINICAL
PRIVILEGES OR TERMINATION OF PROFESSIONAL STAFF APPOINTMENT MAY BE
RESPONDED TO OR REBUTTED. 1F, UPON COMPLETION OF THE PEER REVIEW
PANEL, THE INSTALLATION COMMANDER FINDS THAT THE RESPONDENT SHOULD
NOT BE PRIVILEGED (AND THERE 1S NO APPEAL) FORWARD A COPY OF THE
ENTIRE PACKAGE (PEER REVIEW PANEL FINDINGS AND INSTALLATION
COMMANDER®"S ENDORSEMENT) TO CMC (MR). IN THE EVENT OF AN APPEAL,
FORWARD THE ENTIRE PAKAGE WITH THE APPEAL TO CMC (MR), THE APPEAL
AUTHORITY, FOR FINAL DETERMINATION.

B. ADD PARAGRAPH 5003.15. READING: "FAMILY ADVOCACY COMMITTEE
(FAC). THE INSTALLATION COMMANDER WILL APPOINT, IN WRITING, A
MULTI-DISCIPLINARY FAC. THE COMMITTEE MAY BE SET UP AS A
SUBCOMMITTEE OF THE MARINE CORPS COMMUNITY SERVICES
MULTI-DISCIPLINARY COUNCIL. THE FAC WILL RECOMMEND AND COORDINATE
POLICY, AND OVERSEE THE INSTALLATION FAMILY ADVOCACY PROGRAM (FAP).
THE INSTALLATION FAC CHAIRPERSON SHALL BE AN OFFICER OF THE GRADE OF
MAJOR OR ABOVE, AND SHALL ASSIST PARTICIPANTS IN IDENTIFYING THEIR
ROLES/RESPONSIBILITIES IN THE LOCAL FAP AND ASSURE MAXIMUM
PARTICIPATION IN THE PROGRAM.™

C. ADD PARAGRAPH 5018.1.D READING: ™"TRAINING. COUNSELORS WILL BE
TRAINED ANNUALLY IN DOMESTIC VIOLENCE RISK FACTORS, DYNAMICS,
REFERRAL, SAFETY PLANNING AND APPROPRIATE RESPONSES FOR THEIR
DISCIPLINE, WHICH MAY INCLUDE SCREENING PROCEDURES, IDENTIFICATION,
ASSESSMENT, SENSITIVE INTERVIEWING OF SUSPECTED VICTIMS AND CASE
MANAGEMENT. THESE TRAINING ELEMENTS ARE ESSENTIAL FOR ENSURING
VICTIM SAFETY AND THE PROTECTION OF OFFENDER RIGHTS."//
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LOCATOR SHEET

Subj:  MARI NE CORPS PERSONAL SERVI CES MANUAL

Locat i on:
(I'ndicate | ocation(s) of copy(ies) of this Manual.)

ENCLOSURE ( 1)
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MARI NE CORPS PERSONAL SERVI CES MANUAL
CHAPTER 1
GENERAL

1000. OVERVIEW \While the transformation process of meking Marines
begins with the Marine Corps Recruiter, sustaining the transformation is
the responsibility of those who | ead our Marines. Personal Services
Progranms are designed to assist our |eadership, to sustain the
transformation, and to be a force multiplier that hel ps maintain Mrines
as the Nation's premer warfighters. Personal Services Prograns are
directly related to conbat readiness. They serve as the nain mechani sm
t hrough which a variety of prograns, services, and activities will be
provided to our single Marines, married Marines and their famlies, as
well as retired service nmenbers and their famly nenbers. The prinary
focus of effort will be on prevention and education. This focused effort
enabl es our Marines and famlies to be arnmed with the vital know edge and
essential |eadership skills necessary to attack and prevent situations
before they develop into serious problens, which negatively inpact the

m ssi on readi ness of our individual Mrines, our commands, and the

readi ness of our famlies to succeed as partners in this chall engi ng way
of life.

1001. BACKGROUND. Personal Services will be supported as the main
mechani smt hrough which a variety of programs will be provided to our
single and married Marines and other eligible patrons aboard our
installations.

1002. PH LOSOPHY

1. The Marine Corps views our Personal and Fanmily Readi ness efforts in
holistic terms. W do not see our Personal and Fami |y Readi ness prograns
as individual conponents, but rather, interlocking and interdependent

el enents of a system designed to support readiness and retention, and to
be useful and usable for our Marines and their famlies. Each Persona
and Fam |y Readi ness service and programis dependent upon other el enents
to achi eve success. The Marine Corps’ Personal and Fam |y Readi ness
systemin effect nowis very nuch like a stone archway, with each stone
fitting together to nake a solid bridge. The keystone of this bridge is
t he commander
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2. These prograns and services are directly related to the conbat
readi ness of our individual Mrines, our commands, and the readi ness of
our famlies to succeed as partners in this challenging way of life.
These prograns and services are absolutely essential and have the
Commandant’ s support and the support of every |eader in our Corps.

3. W have one Corps ... we will have one standard approach to persona
and famly readiness. Qur Marines and fam lies nmust be able to expect and
recei ve the same | evel of access and availability to these critica

support services and prograns regardl ess of where they are stationed

t hroughout the Corps. These prograns require top down gui dance and
comand engagenent so we can ensure consi stency across the Corps.

4. Personal and Fam |y Readi ness shall be delivered through the follow ng
essential, required capabilities:

a. Senper Fit is the point of main effort in enhancing the persona
readi ness of our Marines and healthy lifestyles of our famlies. Senper
Fit shall provide every commander with a direct support team of fitness
prof essi onal s, nedical experts, and educators built around the foll ow ng
standardi zed progranms: health pronpotion and awareness, al cohol and drug
abuse prevention, physical training, sports and athletics, and nedi cal
support. Garrison gymasiuns and fitness centers are the focal point for
this effort.

b. Marine Corps Fanmily Team Buil ding (MCFTB), as directed in
reference (nm), is the point of main effort in enhancing fam |y readi ness.
To ensure conmanders and program vol unteers recei ve the necessary
resources and support to facilitate fam |y readi ness, MCFTB synchroni zes
five distinct, yet conplenentary, famly readiness prograns: Key Vol unteer
Network (KVN); Lifestyles Insights, Networking, Know edge, and Skills
(L.1.N.K. S.); Spouses’ Leadership Senm nar; Prevention and Rel ationship
Enhancenent Program (PREP); and Chapl ai ns Rel i gi ous Enrichnment Devel oprment
Operation (CREDO . Previously, funding for these progranms was enbedded
with the prograns found within the Fanm |y Service Centers. MCFTB was
created to institutionalize theminto one overarchi ng program

c. Personal Services is the point of main effort in providing and
supporting prevention services for our Marines and their famlies, as well
as enhancing community readi ness. Transition and Rel ocati on Assi stance,
Fam |y Menber Enpl oynent,

Vol unteer Training and Coordi nation, Suicide Awareness, Retired
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Activities, Donmestic Violence Prevention, Exceptional Fanily Menber
Program New Parent Support Program Infornmation and Referral, Persona
Fi nanci al Managenent, Substance Abuse, Children and Youth, and Lifelong
Learning (Education and Libraries) are, at a minimm the standard
services central to this capability.

d. dinical counseling services are primarily those of the Famly
Advocacy and Substance Abuse Treatnment Prograns. These services are
designed to intervene when prevention has failed and to respond to
critical incidents such as nmass casualties or natural disasters. W shal
mai ntain quality treatnment services for those who need themthe nost, but
we shall shift our priority of effort to the prevention of problens before
t hey occur.

e. The effective interaction between these capabilities and the
installation AC/S or Director, Marine Corps Conmunity Services (MCCS) is
the key to the success of these prograns.

1003. MEASURES OF EFFECTIVENESS. The Personal Services Prograns shal
have goal s and neasures that are based on enpirical data. Personal and
Fam |y Readi ness has al ways been difficult to neasure but there are

rel ated nmeasures that can give close indications about the effectiveness
of our Prograns. The goals and neasures shall be in accordance with
reference (aa).

1004. I NSPECTIONS. |Inspections reinforce efficiency, effectiveness and
econony of adm nistration, and operation in the acconplishnment of the
command’ s m ssion. Inspections shall be conducted to ensure that the

Per sonal Services Progranms are being operated according to existing
regul ati ons, program standards, and Measures of Effectiveness (MXEs), and
that qualified personnel are performng their assigned tasks in a tinely
and professional manner to ensure nission acconplishment.

1. Policy. Inspections shall be conducted on those Marine Corps Programs
described within this Mnual

2. Action. CMC (MR) shall augment the Inspector CGeneral of the Marine
Corps (1GWC) staff during the conduct of the Comrand I nspection Program
(CP). The purpose of the CIPis to assess the overall effectiveness of
t he Commandi ng CGeneral’s I nspection Program (Cd P).

1-5



1004 MARI NE CORPS PERSONAL SERVI CES MANUAL

a. |GUC. Under the direction of the SECNAV and CMC, the | GVC
coordi nates, conducts, and eval uates inspections of Fleet Marine Forces,
Reserve Forces, and supporting establishnent comands, units, and
activities, including the operational forces assigned to unified and
speci fi ed commands.

b. CAP. Conmanding Cenerals shall conduct, or cause to be
conducted, on a biennial basis, inspections of all MCCS Personal Services
prograns and personnel to pronote econony, efficiency, effectiveness, and
readi ness. These inspections should al so serve to exam ne the neasures of
ef fecti veness.

c. CIP. These inspections by the IGMC will be on a triennial basis
and will be conducted on short noti ce.

3. Oher inspections may be required by higher authority for various

Per sonal Services Programs, which require separate support. The CAP and
CIP shall be the primary inspection nechanisns for the Personal Services
Pr ogr ans.

1005. PRIVACY ACT. The information collected from service nenbers and
their famly menbers receiving services fall under the requirenents of the
Privacy Act of 1974 (5 U.S.C. 552a), as

i mpl enented by reference (n). The Privacy Act limts access to persona
information in records and nmandates certai n saf eguards

for such information. Before any collection of information froma service
menber or a famly nenber, a Privacy Act Statenent nust be signed by the
client, or annotated that the nenber refused to sign the statenment. This
statement becones part of the case file. Disclosure of personal records
shall be consistent with the Conditions of Disclosure Provisions of
reference (n). Questions related to the Privacy Act should be referred to
the Installation Staff Judge Advocate and/or the Privacy Act
Representati ve.

1006. CONFI DENTI ALI TY

1. Basic to the provision of services, staff are conmtted to keep

i nformati on disclosed by clients confidential. Accordingly, the staff
must provide clients the freedomto discuss natters in a private and safe
environnent. Additionally, docunented information about an individual’s
private financial matters or other famly situations discussed in
counseling sessions is protected, consistent with references (1) and (n).
However, the Personal Services staff shall advise
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prospective clients that confidentiality is linmted, in that the
staff are obligated to keep conmmanders informed of any crimnal activity
or other matters significant to the conmand.

2. Any violations of client confidentiality will damage the credibility
of the services. A breech of confidentiality is cause for possible

adm nistrative and/or disciplinary action. All incidents of contractor
enpl oyees violating the confidentiality provisions of references (lI) and
(n) will be reported to the contractor inmmediately for appropriate action

1007. BUDCGETI NG  Personal Services Progranms operate with O&WMC, and OSD
funds directed specifically for these prograns.

1. Funds are requested via the Planning, Progranm ng, and Budgeting
System Process.

2. Budget subm ssions include execution year and the two subsequent years
per reference (t).

3. Funding deficiencies will be submtted during the m dyear

review process. Fanmily Advocacy Program (FAP), Transition Assistance
Management Program (TAMP), and Rel ocation Assistance Program (RAP) are
supported by OSD funds.

4. Drug Demand Reduction Progranms are supported with funds received from
OSD and are only for the prevention of illegal drug use, and not for
al cohol prograns.

5. Installation commanders will fund al cohol progranms with base operation
(O&WMMC) funding. Installations are required to docunent expenditures of
these funds according to specific program categori es.
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CHAPTER 2

ROLES AND RESPONSI BI LI TI ES

2000. PERSONAL AND FAM LY READI NESS DI VI SION (CMC (MVR))

1. Devel op and recommend Service plans and policy for MCCS Persona
Servi ces Prograns.

2. Coordinate Personal Services Prograns with Mjor Conmands, other
Headquarters, U. S. Marine Corps (HQWC) staff agencies, and higher
headquarters.

3. Devel op personnel, budget, and training initiatives relative to the
Program bj ecti ve Menorandum ( POV .

4. Publish the long range goals for the Personal Services Programs in a
five-year plan.

5. Sponsor the Degree Conpletion Program (DCP) for the enlisted MOS 9917
and the Special Education Program (SEP) for officers to serve as | eaders
in Community Services.

6. Sponsor the Substance Abuse Counsel or (MOS 8538). NAVMC 2931 contains
assi gnment requirenents.

7. Participate as an augmentee on the Inspector General’'s Inspection
Program to ensure conpliance with service standards for all Persona
Services’ functional areas.

8. Attend, and as appropriate, host organi zati onal conferences and
wor ki ng groups pertaining to Personal Services, and provide information to
conmand activities.

9. Ensure Personal Services Progranms are included in the HQVC
Mobi I'i zati on and Conti ngency Pl an.

10. Conduct research to support progranmm ng decisions with both
gquantitative and qualitative data.

11. Provide guidelines to be used as Perfornance Qutcone
Measures for eval uati on purposes.
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12. Adm nister central prograns and training when in the best interest of
t he Mari ne Corps.

13. Track suicide trends in the Marine Corps and periodically publish
"]l essons | earned" and other resources to assist commanders in risk
nmanagenent .

2001. PUBLIC AFFAIRS (CMC (PA))

1. Coordinate with CMC (MR) to ensure key thenes, events, and updates
regardi ng the Marine Corps Personal Services Progranms are incorporated
into the Annual PA Pl an.

2. Dissenmnate information on key Marine Corps Personal Services Prograns
t hemes, events and updates through MCNEWS, Marines Magazi ne, Marinelink
and civilian nedia outlets, as appropriate and consistent with the Privacy
Act .

3. Coordinate with CMC (MR) to obtain informati on and/ or provide a
subj ect matter expert as spokesperson when responding to civilian nedia
inquiries pertaining to the Marine Corps Personal Services Prograns,
consistent with the Privacy Act.

4. Coordinate with command Public Affairs Oficers (PAGCs) to ensure

i nformati on on Corps-w de Marine Corps Personal Services Prograns thenes,
events, and updates are provided for incorporation into the |ocal command
i nformation effort.

2002. I NSTALLATIONS AND LOG STICS (CMC (1 &L))

1. Coordinate with CMC (MR) to ensure there is handi capped-accessi bl e

of fi ce space adequate to accommpdate the Personal Services staff and
clients. Ofice space shall be determ ned by Personal Services staff
dependant on size and needs of the installation service nenbers and their
famlies. Space for personal offices, staff desks, conputer work center
for customers, conference room space, classroons, file storage, and easily
accessi bl e storage space sufficient to maintain | oan | ocker itens are
required.

2. Ensure facilities adequate to accommpdate | arge Transition Assistance
Program (TAP) sem nars and installation Job Fairs are avail able on an as-
needed basis to neet client needs.

2-4



MARI NE CORPS PERSONAL SERVI CES MANUAL 2004

Cl assroom space is required for group presentati ons and training as
prescribed in NAVFAC P-80.

3. CGuarantee adequate space, which is handi cap accessible, to allow for
i ndi vi dual counseling roons, and to ensure client confidentiality.

CGui del i nes are contained in DoD Manua

4270. 1- M

2003. CG TRAI NI NG AND EDUCATI ON COVWWAND (TECOM . Revi ew and where
appropriate approve MR Division validated instruction devel oped to support
the trai ning needs of specialized billets and additional duties described
in this Mnual .

2004. CG MARFORLANT, NMARFORPAC, MARFORRES, NMATCOM

1. Designate and maintain staff cognizance on all matters pertaining to
Per sonal Services Progranms, policies, and associ ated resources for
subor di nat e commands.

2. Conduct inspections of Personal Services Prograns to ensure conpliance
with this Manual and reference (0).

3. Regionalize services as appropriate between bases within close
proxi mty, and when practicabl e, encourage partnerships

with the local comrunity to optimze resources for the delivery of
servi ces.

4. Submt consolidated reports to CMC (MR).

5. Review, prioritize and consolidate POV requirenments concerning
personnel, budget and training initiatives for Personal Services Prograns.

6. Ensure Personal Services Progranms are included in the appropriate
Mobi |'i zati on and Conti ngency Pl ans.

2005. | NSTALLATI ON COMVANDER

1. Inplenent and rmaintain Marine Corps Personal Services Prograns to neet
the needs of the community in personal readiness natters.

2-5



2005 MARI NE CORPS PERSONAL SERVI CES MANUAL

2. I nplenent Personal Services Prograns and coordi nate the
delivery of services to operational conmanders.

3. Designate a field grade officer or civilian equivalent to direct the
Per sonal Services Progranms under the staff cognizance of the Installation
Assi stant Chief of Staff (ACS) or Director for Marine Corps Comunity
Services (MCCS). The Personal Services Director shall assign an Al coho
Abuse Prevention Specialist, Drug Demand Reducti on Coordi nator, Transition
Manager, Rel ocation Assistance Manager, Installation Vol unteer
Coordinator, Retired Activities Oficer, Personal Financial Mnager

Fam |y Menber Enpl oynment Assistance Manager, and Family Advocacy Program
O ficer. Assignnment and duties are contained in the appropriate chapter or
appendi x of this Mnual .

4. Ensure all Commanders and Sergeants Maj or down to battalion/squadron
levels or recruiting district/station |evel, as appropriate, receive a
brief on the Personal Services Prograns within 45 days of assum ng conmand
or position.

5. Submit required reports via the Conponent Conmand.

6. Ensure a Quality Assurance (QA) Programis inplenmented which, as a

m ni mum includes a needs assessnent, client care

eval uations, credentials review and privileging, resources nanagenent, and
foll ow up (see Chapter 7).

7. Develop personnel, training, logistics, facilities, and budget
requi renents relative to the POM for all Personal Services Prograns.
These requirenments will be submitted to the

Component Command for review and prioritization prior to

consol idation and subm ssion to CMC (MR).

8. Establish comruni cations and coordi nate delivery of services within
the 100-m |l e radius surrounding the installation, to synchronize mlitary-
civilian partnerships, infornmation and referral, coordinated comunity
response and i ndependent duty support.

9. Conduct inspections of Personal Services Prograns to ensure conpliance
wi th program standards and policies contained in this Manual, and in
reference (0).

10. Ensure that the Personal Services Prograns are included in the
Installation Contingency and Mbilization Plan to support rapid
devel opnent of additional fiscal, logistical, and human resource
requirenents in tinmes of energency, nobilization
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| ar ge-scal e depl oynent, repatriation, or evacuation

11. Conduct training for all Personal Services Program staff for
desi gnat ed requi renents.

12. Ensure Marine Corps Personal Services Programthenes, events, and
updates are incorporated into public affairs planning and products,
consistent with the Privacy Act.

2006. COVVANDI NG OFFI CERS AND OFFI CERS | N CHARGE

1. Be fully informed of the Personal Services Prograns, which provide
tools to enhance personal and fam |y readi ness. Per reference (ab) ensure
Troop Information requirenments pertaining to Personal Services Programs
are net.

2. Ensure the prevention and intervention requirenments in this Manual and
NAVMCs 2930/ 2931 are net.

3. Refer service nenbers within their command to proactively
utilize prevention and intervention services.

4. Ensure that service nmenbers attend the Transition Assistance Program
(TAP) Sem nar, receive their preseparation counseling,

sign the Counseling Form (DD Form 2648), and file it in the Marine's

per manent record at HQWC, as mandated by Public Law

5. Designate a Substance Abuse Control Oficer/ Specialist (SACO SACS) and
a Unit Command Financial Specialist (CFS) as additional duties to perform
functions identified by this Manual and any local installation order(s) on
Per sonal Servi ces.

6. Designate a Unit Transition Counselor (UTC), as an additional duty to
performthe preseparation counseling for transitioning and retiring
personnel, and other duties described in accordance w th paragraphs 4103. 2
and 4103. 3.

7. Designate a Command Representative to attend, track, and docunment Case
Revi ew Committee (CRC) recommendati ons and comand di spositions as
appropri ate.

2007. ELIGBILITY

1. The follow ng personnel are eligible for the Persona
Servi ces Prograns, subject to any restrictions in the Status of
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Forces Agreenents (SOFA) at overseas activities

a. Active duty nenbers of the mlitary services and the Coast Guard,
and their |egal dependents, regardl ess of their geographic |ocation

b. Menbers of the Reserve Conponent of the nmilitary services and the
Coast CGuard, and their |egal dependents, while on extended active duty.

c. Legal dependents of prisoners of war or personnel mssing in
action (PONMA) fromthe mlitary services and the Coast Cuard.

d. US. civilian enpl oyees working in DoD overseas |ocations, and
their |l egal dependents, for services, which are
not otherw se available in the | ocal comunity.

e. Retired mlitary nmenbers and Coast Guard personnel, their |ega
dependents, and the surviving | egal dependents of nenbers who were on
active duty or retired at the tine of death, on space avail abl e basis.

f. On a space available basis, nmenbers of the Reserve Conponent
(prior to nobilization) and their |egal dependents; and CONUS Depart ment
of Defense Civilians.

2. At Base Realignment and Cl osure (BRAC) installations, services which
are offered as part of mlitary Transition Assistance Managenent Program
(TAMP), other than those specifically linmted by law, will be available to
mlitary personnel and DoD civilian enployees. At non-BRAC

i nstallations, such services nmay be provided on a space avail abl e basis
for civilian DoD enpl oyees.
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CHAPTER 3
COVWVAND AND COMVUNI TY EDUCATI ON AND SERVI CES

3000. GENERAL. Personal Services capabilities are provided by the
Installation Assistant Chief of Staff (ACS) or Director for Marine Corps
Comunity Services (MCCS). To be effective, Personal Services nust be

i nterconnected through all the functions within MCCS and all enconpassi ng.
They must be proactive in neeting mlitary conmunity needs. These
capabilities shall be provided at each installation, and include services
for those on independent duty within their catchnment area.

3001. TARCET POPULATIONS. The prograns, services, and activities within
Personal Services work to prevent personal and fam |y probl enms which
detract fromunit performance. These capabilities positively inpact the
m ssi on readi ness of our individual Mrines, our commuands, and the

readi ness of our famlies to succeed as partners in this chall engi ng way
of life. Commanders shall focus these prevention prograns to neet the
uni que chal l enges of the follow ng target popul ations:

1. Services for individuals and famlies newto the mlitary. These
services may include parenting prograns, prograns for new spouses,
informati on and referral, personal financial managenment and cross-cultura
adaptati on cl asses.

2. Services to prevent problens related to fam |y separation/depl oynent.
These services may include stress managenent, pre- and post-depl oynent
briefs, reunion briefs, and life skills education

3. Services related to the nobile lifestyle. These services may include
newconer’s orientation, sponsorship training, welconme aboard briefs,
informati on and referral, snooth nove workshops, |oan | ocker, and persona
fi nanci al managenent.

4. Services for Marine famlies with special education and nedi cal needs.
Services include enrollment in the Exceptiona

Fam |y Menber Program as well as information, referral and support groups
within the mlitary and civilian conmunity.
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5. Services to prevent relationship conflicts. These services my

i ncl ude stress nanagenent, couples comuni cation, problem solving skills,
anger managenent, parenting skills, conflict resolution, substance abuse
prevention and financial fitness.

6. Services to assist famly nenbers seeking enploynent. Services my

i ncl ude i nformati on about exploring enpl oynent options, establishing goals
and job search skills, and the devel opnment of long term options conpatible
with mlitary life style.

7. Services to assist transitioning service nenbers. Services my

i nclude i nformation on devel oping an individual’s transition plan, the
effects of a career change, enploynent assistance, relocation assistance,
education/training, health and life insurance, finances, benefits of
affiliating with the USMCR, and veterans benefits.

8. Services to the retired mlitary population. Services nay include
information on retiree benefits, entitlenents, health care, and casualty
assi st ance.

3002. PERSONAL SERVI CES DESCRI PTION. Personal Services are provided
through services and activities that forma variety of prograns. They
contribute by assisting parents in balancing the conpeting needs of
parenting and m ssion acconplishnment. These services enhance an
individual’s quality of life by: providing infornmation to assist people to
make sound |ife skills decisions; providing educational opportunities
through lifelong | earning; providing Children, Youth and Teen prograns
that support the continuumof Marine fanmi|ly’s needs; providing preventive
education on unhealthy lifestyles; and providing assi stance through
intervention and treatnment. Additionally, these services assist with the
mobile mlitary lifestyle by providing assistance during relocation
transition to civilian life, career decision-naking, job seeking, and

adj ustments of service nmenbers and their famlies to life in the mlitary.

3003. HOURS OF OPERATION. Personal Services operations nust

provi de the greatest service and conveni ence to the greatest

nunber of authorized custoners within financial considerations. The ACS
or Director, MCCS shall determ ne the hours of

operation of each Personal Services facility. Approved hours of operation
shall be prom nently displayed at each facility.
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3004. SCOPE. Command and Community Education and Services shall be
provi ded under Personal Services, regardl ess of installation size.

3005. COVWAND PREVENTI VE EDUCATI ON AND TRAI NI NG PROGRAM Units are
responsi bl e for providing preventive education and training to al
Marines. To establish and naintain an effective prevention prograns,
units must acconplish the follow ng:

1. Performa Personal Services prevention training assessnment to
deternmine specific training needs in addition to the objectives in
par agraph 3011. 3 and 3011.5 of this chapter

2. Devel op an annual Personal Services prevention-training plan

3. Create Measures O Effectiveness (MOXE), which will be evaluated to
determ ne program effectiveness.

4., Submt the annual plan and MOE to the unit conmander for review and
approval. The annual training plan will be reviewed by the unit conmander
sem annual | y.

5. Submit prevention program outconmes to the unit conmander annually.

6. Coordinate unit-training requirenents with the Personal Services.

7. Provide basic prevention training at the unit level in coordination
with the Personal Service Center Staff and NAVMCs 2930 and 2931

8. Develop and maintain a unit SOP, Desktop Procedures, current
i nspection checklist, and turnover files relevant to the proper
managenment of the unit substance abuse program

3006. EARLY | DENTI FI CATI ON

1. Early identification is a nethod of preventing a problembefore it
irreparably damages the Marine’s career, results in physical harm or
seriously affects unit readiness. The goal is

to influence positive behavioral change before disciplinary or adverse
adm nistrative action becones necessary.



3007 MARI NE CORPS PERSONAL SERVI CES MANUAL

2. Create a command clinmate that pronotes the nessage that "It’'s

OK to get help." Personnel experiencing difficulties in

rel ati onshi ps, al cohol abuse, managi ng stress, etc., should be

referred to appropriate resources for counseling and supportive services
Wit hout prejudice to their careers.

3. Marines who are involved in Donestic Violence, Suicide, or Substance
Abuse rel ated events or incidents shall be referred to the nearest Famly
Advocacy O fice, Substance Abuse Counseling Center, or qualified Medica
O ficer for evaluation to reconmend an appropriate intervention

4. Below are sone nmethods to identify the warning signs of potentia
probl ens:

a. The review of duty logs, nmilitary/civilian police blotters,
energency nedical treatnment facility records, and any other incident
reporting systens.

b. An event resulting in failure to fulfill a role at work, school, or
home where al cohol /drug use was invol ved.

c. Involvenent in situations that are physically hazardous whil e under
the influence (e.g., operating machinery or a notor vehicle).

d. Legal problens such as indebtedness.

e. Persistent or recurrent social or interpersonal problens.
f. Difficulty with cultural adaptation

g. A recurrent problem of excessive drinking.

3007. | NFORVATI ON AND REFERRAL PROGRAM

1. State of the art information and referral services are the cornerstone
of the Personal Services Progranms. Staff will ensure accurate informtion
is collected, frequently updated, and nmaintained to be readily avail abl e.
Effective referrals require an initial assessnment and follow up

2. MCRD Parris Island and San Diego are designated as primary centers for
the delivery of information and services to recruiting personnel and their
famlies. MCB Quantico and Canp
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Pendl eton are designated as the primary centers for Instructor and

I nspector (l1& ) and other independent duty personnel and their famlies.
Al Installation Personal Services, Mrine Corps Recruiting Conmand, and
Marine Corps Reserve staffs will work together to provide support to the
maxi mum ext ent possi bl e without duplicating services.

3. A 24-hour answering nmachine will be utilized to facilitate information
requests after normal working hours. Toll-free information and referra
tel ephone lines are available in regional areas as foll ows:

a. |Independent duty personnel east of the M ssissippi River (mnus
W sconsin) are served by Marine Corps Base (MCB) Quantico, VA The phone
nunber is (800) 336-4663.

b. Independent duty personnel west of the M ssissippi River (plus
W sconsin) are served by MCB Canp Pendl eton, CA. The phone nunber is
(800) 854-2131 or (800) 253-1624.

c. Eastern Recruiting Region is served by MCRD Parris Island, SC
The phone nunber is (800) 826-7503.

d. Western Recruiting Region is served by MCRD San Diego, CA. The
phone numnber is (888) 718-3027

e. Marine Forces Reserve can call (540) 678-6581 or DSN 678-6581

3008. LIFE SKILLS MANAGEMENT EDUCATI ON PROGRAMS. These prograns
pronote positive coping skills through Core Val ues-based training
targeted to prevent donestic violence, suicide, substance abuse,
and ot her behavioral problens that detract from m ssion readi ness.
These behaviors will not be tolerated and are contrary to Marine
Corps Core Values. Prograns in these targeted areas shall reflect
best practices to ensure that quality training, risk managenent,
and treatnent services are offered at the unit level. Specific
gui dance for these programs is contained in separate Chapters
within this Manual .

1. Donestic Violence

a. New Parent Support Program (NPSP). This Programis a child
abuse and neglect primary prevention program Services and research
are conducted at 18 Personal Service Centers worldw de. Mst services
are designed to intervene prior to the
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occurrence of child abuse and neglect within a famly. Prenatal

and post partum support and assistance are offered to fanilies as they
prepare to integrate a child into their hone. Services are provided

t hrough hone visitation and parenting classes. All Marines, other service
menbers stationed on Marine Corps installations, and their fanm |y nmenbers
who are either expecting children or have children through 5 years of age
are eligible to receive services

b. Mentors In Violence Prevention (M/P) Program The MVP Programis
a centrally adm ni stered program and an educational tool to prevent
donestic viol ence, sexual assault, and harassnent. The Train-the-Trainer
Programis held for senior Marines. The training is conducted on each
installation, in groups of 30 Marines, lasting 2 days. The trained
Marines then train their peers or subordinates. Real |life scenarios are
used to teach Marines to take responsibility in preventing the use of
physi cal, sexual or enotional violence, or harassnment against
worren. MCCS's Personal Services staff will be trained in MP and act as
consultants in the continuous process of donestic
vi ol ence, sexual assault education and prevention

3009. SUI C DE PREVENTI ON

1. PURPGCSE. To establish a vigorous conmunity approach to reduce
suicides in the Marine Corps. This policy integrates

mul tidisciplinary capabilities to assist commanders in inplenmenting | oca
programnms that reflect best practices in suicide prevention. Program

el enents include awareness education, health pronotion (through Senper
Fit), life skills training, |eadership training, crisis intervention and
ri sk managenent, treatnment, postvention services (i.e., services
targeted toward surviving fam |y nenbers, co-workers and units), and
casualty reporting and trend anal ysi s.

a. These tragic deaths often occur in association with problens that
are largely preventabl e such as rel ationship probl ens, alcohol abuse, and
depression. The Suicide Prevention Program enphasi zes the inportance of
early identification and intervention of problens that detract from
personal and unit readiness. Additionally, this Program enphasi zes the
i mportance of data collection and analysis to inform evaluate, and refine
future prevention efforts.
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b. The Suicide Prevention Programinvolves a continuumof care with
several el enents:

(1) Awareness Education and Health Pronpotion. Rel ease
ALMAR/ MARADM N nessages and annual suicide awareness and prevention
training to pronote healthy lifestyles for all personnel

(2) Life-Skills Training. Provide education to enhance coping
skills and social support to reduce the incidence of problens that detract
from personal and unit readiness (e.g., alcohol abuse prevention training,
financial fitness, stress nmanagenent training, and Chaplain’s Religious
Enri chment Devel oprent Operations (CREDO)).

(3) Leadership Training. Provide |eaders at all levels with
information and skills to enhance risk identification and early
intervention with at-risk personnel

(4) Cisis Intervention and Ri sk Managenent. Provide procedures
for the referral and evaluation of Marines requiring energency psychiatric
care and/ or Marines who have problens that increase risk for suicide such
as depression and/or al cohol abuse. Included in this process are nmeasures
that facilitate crisis care (e.g., suicide watches) and restrict the access of
at-risk personnel to the means that can be used to inflict harmto thensel ves
or others.

(5) Counseling and Treatnent. Provide services and prograns
that support the resolution of personal, fanmly, and nental health issues
t hat underlie suicidal behavior

(6) Postvention Services. Provide sensitive famly support
and debriefing services for units affected by the suicide of a nenber.

(7) Casualty Reporting and Trend Analysis. Provide incident
reports to higher authority to assist in inproving institutional know edge
about suicide through research into risk and protective factors. The
pur pose of such research is to inprove future prevention efforts.

(8) lnspections. Inspect the conpletion and recording of the
annual suicide awareness and prevention training by Commandi ng General s on
regul arly schedul ed i nspecti ons.
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2. CG_ Training and Education Command (TECOM shall:

a. Ensure that Series Oficers, Drill Instructors, and pernanent
personnel receive training in identifying suicide risk factors and in
meki ng referrals and obtaining appropriate care for recruits and Mari nes.

b. Ensure that |eaders conduct periodic risk assessnents during the
recruit training cycle (e.g., Series Oficer
Counseling, Senior Drill Instructor Counseling, Recruit Surveys, and
qualification and transition/separation periods).

c. Ensure that suicide awareness and prevention is included in the
training schedule for all recruits.

d. Provide suicide awareness and prevention training
to all officer candidates and all officers attending the Marine Corps
Uni versity.

e. Ensure that suicide awareness and prevention training is
i ncorporated into the curriculumof all formal |eadership
school s.

3. Al Commanders shall

a. Use Marine | eaders, nedical staff, chaplains, Senper Fit
Coordi nators, and Personal Services and Substance Abuse Counseling Center
counsel ors to coordi nate, evaluate, and
sustain an integrated program of awareness education, early identification
and referral of at-risk personnel, treatnment, and follow up services.

b. Provide annual training in suicide awareness and prevention
Trai ning should be provided to the small est possible el enent (i.e.
pl at oon/ section level) to pronote maxi num ef fectiveness in education and
di scussi on.

c. Ensure that |eaders who provide annual training denonstrate
current know edge about suicide prevention, use standardized training
materials, and offer up-to-date informati on about |ocal resources.

d. Follow all procedures per reference (h) for screening, evaluation
di sposition, and treatnent of all personnel deenmed at risk for harmto
thensel ves or others. Per reference (h) specific questions to assess
sui ci de potential are:
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(1) ldeation: "Do you have or have you had any thoughts about
dyi ng or hurting yoursel f?"

(2) Intent: "Do you wish to die?"
(3) Plan: "WII you hurt yourself or allow yourself to be hurt
accidentally or on purpose?" "Do you have uncontroll ed access to weapons

at work or at home?"

(4) Behaviors: "Have you taken any actions towards hurting
yoursel f; for exanple, obtaining a weapon with which you could hurt
your sel f?"

(5) Attenpts: "Have you made prior suicide attenpts?” "Wen?"
"What did you do?" "How serious was the injury?" "Did you tell anyone?”
"Did you want to die?"

e. Ensure that all personnel at-risk for harmto self or others are
kept in sight and escorted to an evaluation with a conpetent nedica
authority. Additionally, ensure that al
per sonnel who meke suicide gestures or attenpts are evaluated by a nenta
heal t h professional and that appropriate follow up
appoi ntnents are conpl eted by referred personnel

f. Ensure a Personnel Casualty Report (PCR) is subnitted on al
sui ci des, attenpts, and gestures per reference (w).

g. Coordinate with all mlitary and civilian authorities to conplete
appropriate investigations or inquiries into all cases of suspected
sui ci de by active duty Marine Corps personnel

h. Conplete a Departnent of the Navy Suicide Incident Report (DONSIR)
on all cases of suicide deaths or undeterm ned deaths where suicide has
not been excluded. Specific procedures are contained in reference (w).

i. Provide support to the famlies after a suicide or suspected
sui ci de per reference (W) and use the Critical Incident Stress Debriefing
(Cl SD) Teams, as appropriate, to assist units affected by the suicide of a
menber. The purpose is to help those affected to normalize their
reactions to the incident, and thereby reduce their risk for devel opi ng
Posttraumati c Stress Disorder or other nental health concerns.

j . Encourage | eadership practices that pronote prevention and the
resolution of problenms at the | owest possible |evel
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3010. PERSONAL FI NANCI AL MANAGEMENT PROGRAM This Programis designed
to assi st conmmanders in hel ping Marines and famly nenbers | earn and

i mprove basic financial managenent skills, beconme nore informed
consuners, develop and maintain credit worthiness, understand the

i mportance of savings and investnent, and reduce or nmintain | evels

of nmanageabl e debt. The Program conponents are basic financial
educati on, budget devel oprment and financial planning, debt
managenent /| i qui dati on, and consuner advocacy.

1. Each installation shall have a Personal Financial Manager (PFM and
every Command shall have a Command Fi nanci al Specialist (CFS)

2. Installation Personal Financial Managers shall

a. Conduct classes to educate Marines and famly nenbers
about financial responsibility.

b. Provide counseling to Marines in financial difficulty and by
assisting themw th budget preparation

c. Provide training to Conmmand Fi nancial Specialists (CFS) having one
or more E-6 and above trained to assist Marines at the unit level with
fi nanci al education and counseling. The CFS will provide statistics to
t he PFM on cl asses, nunber of attendees and nunber of Marines counsel ed.

4. PFMw |l offer financial education to Marines within 45 days of
arriving at their first duty station

3011. SUBSTANCE ABUSE. Al cohol abuse and the distribution, possession

or use of illegal drugs is contrary to the effective perfornmance of
Marines and to the Marine Corps’ Mssion, and will not be tolerated in the
Mari ne Cor ps.

1. Roles and Responsibilities

a. A thorough prevention education program nmust address the entire
scope of drug and al cohol abuse, both legal and illegal. Interactive
participation will be used as nmuch as possible to actively involve
students in discussions and skill-oriented educati on beyond basic
understanding. Marines at all levels will receive prevention education
and training at |east annually.
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b. Commandi ng Generals and Comrandi ng Officers are tasked with the
i mpl enentation of the drug and al cohol abuse programoutlined in this
Manual and NAVMC 2931. Key elenments of this programare prevention
tinmely identification, intervention, appropriate discipline, or other
adm nistrative actions, followed by restoration to full duty or separation
as appropriate.

c. The Commandi ng General, Training and Educati on Conmmand ( TECOV)
shall provide initial drug and al cohol abuse prevention training to
of ficer candidates and recruits during officer candidate/recruit training.
The primary purpose of this initial orientation is to foster an
under st andi ng of the Marine Corps policy regarding drug/al cohol abuse.
Initial orientation will include, at a mnimm the |earning objectives
contained in chapter 1, paragraph 2, of NAVMC 2931

d. Unit SACO SACS will maintain case files on Marines identified with
drug/ al cohol problens and provide aftercare
services for individuals who conplete a drug/al cohol treatnment program

(1) Case files will include a chronol ogical history of
i ncidents, evaluations, referrals, treatnent, and aftercare progress.

(2) Aftercare services require the nonitoring and docunentation
of an individual’s progress for a mininmumof 12 nonths. A written
aftercare plan will be provided by the facility where the Marine received
treatment. If the Marine is encountering difficulties in adhering to his
treatment plan a nodification nmay be appropriate. This will require a
referral to a Substance Abuse Counsel or and/or Medical Oficer

(3) ldentify, evaluate, counsel, and recomend the
referral of drug/al cohol abusers to the Substance Abuse
Counseling Center via the Conmanding O ficer for screening
and counsel i ng.

(4) Maintain an effective urinalysis programas outlined in this
Manual .

(5) Submit required drug and al cohol abuse reports.

e. Installation Al cohol Abuse Prevention Specialists’ primry
responsibility is to support Marine Corps al cohol abuse
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prevention activities. Wrking with SACGCs/ SACSs, the Installation Al coho
Abuse Prevention Specialist will support the commanders’ al cohol abuse
prevention efforts by acconplishing the follow ng:

(1) Perform an al cohol prevention training assessnent to determ ne
t he needs of tenant units.

(2) Devel op an annual al cohol abuse prevention training plan
for each major cormand on their installation

(3) Create Measures of Effectiveness (MOXE) to eval uate
and determ ne program effectiveness.

(4) Submit annual training plan and MOEs to nmgj or command
Commandi ng Generals for review and approval. The annua
training plan will be reviewed and resubmtted to the installation
Commandi ng General s sem annual | y.

(5) Submit program outcones to respective Commandi ng General s
annual | y.

(6) Provide al cohol abuse prevention education per the
trai ning plan and when requested.

(7) Assist SACOs/SACSs with their unit prevention efforts.

(8) Train unit SACOs/ SACSs using the Unit Substance Abuse
Program Managenent Cour se.

(9) Prepare, review, and nmaintain naterials to be used in the
subst ance abuse prevention program (i.e., |lesson plans, resource guides,
films, and other sources of infornmation).

(10) Dissem nate substance abuse educational materials to
mlitary/civilian personnel

(11) Meet the programrequirenents found in Appendi x E

f. Drug Demand Reduction Coordinator’s (DDRC) primary responsibility is

to support the Marine Corps’ illegal drug use prevention activities (e.g.
DDR budget, illegal drug use education, and urinalysis testing). Wrking
with the Installation Al cohol Abuse Prevention Specialist to neet illega

drug use prevention needs the DDRC will:
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(1) Conduct ongoi ng assessnents of tenant organi zation's
illegal drug use prevention needs. Interviews with key
personnel in mlitary and civilian communities are essential to the
assessment. This information will be used to devel op and revise the Drug
Demand Reduction (DDR) program (e.g., DDR budget, annual plan and MOE)
To acconmplish this task, the DDRC will be required to use avail able
surveys and reports in an ongoing effort to enhance the DDR program

(2) Prepare, review, and naintain naterials to be used in the DDR
program (i.e., |esson plans, resource guides, fil ms,
and ot her sources of infornation).

(3) Provide illegal drug use prevention education to Marines and
civilian enployees on their installation

(4) Plan and organi ze DDR events and activities on their
installation.

(5) Dissenminate educational nmaterials to mlitary and civilian
enpl oyees.

(6) Maintain resources and contacts associated with the DDR
effort. These activities include narketing the DDR program

(7) Performother duties and responsibilities critical to the
functioning of the DDR program (e.g., SACQO SACS training, budget, reports,
urinalysis statistics, and conmand i nspecti ons).

(8) Meet the programrequirenents found in Appendix E

2. Al cohol Abuse Prevention

a. Acritical prerequisite to preventing al cohol abuse is the
positive exanple set by those in positions of authority. An atnosphere of
"it's okay not to drink" must prevail. Accordingly, |eaders nust ensure
that their attitudes are consistent with Marine Corps policy and that
their behavior is above reproach in this regard. The |ong-standing
perception on the part of many Marines that "hard dri nking" sonmehow
constitutes part of the imge of a "hard chargi ng” Marine nust be
di spel | ed.
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b. Commanders nust ensure all Marines understand that consunption
of alcohol is not essential to the devel opnent of unit and Marine
Corps pride. Camaraderie can and should be devel oped through
ot her nore appropriate activities. Al activities that encourage
Marines to drink will be avoided; social functions where al cohol is the
only beverage avail abl e are not authorized. Nonal coholic beverages
wi |l be nade avail able in equal proportion. This policy, when
combined with the attitude that al cohol abuse constitutes unacceptable
Mari ne behavior, is essential to the success of a prevention program

c. A proactive neasure readily available to commanders is the contro
over local command policies with regard to club operations, social
gatherings, and recreational activities of the conmand.

Commanders nust ensure that these operations or functions do not pronote
al cohol i ¢ beverages. Advertisenments and sponsorship of comand activities
or events will not gl anorize al cohol

d. Commanders should institute policies, which support responsible
consunption of alcohol in all aspects of club and community recreationa
activities. These include, but are not Iimted to ensuring that:

(1) Command sponsored activities, which allow al coholic beverages
as gifts or at reduced prices are not encouraged.

(2) Suitable nonal coholic beverages are readily available at al
soci al functions.

(3) Food is avail abl e whenever al coholic beverages (beer, w ne, or
distilled spirits) are served.

(4) Drinking contests and other al cohol related ganmes are not
al | owed.

(5) Alcoholic beverages are not offered as a prize.

(6) Alcoholic beverages are not sold or served to Marines who fai
to nmeet foreign country or state m ninum age requirenents for purchase or
consunption of al cohol.

e. Al Mrine installations shall establish on-going progranms to
prevent drunk driving by Marines, their fanily
menbers, and civilian enpl oyees. These prograns can easily be linked to
aut oobi |l e and notorcycl e safety prograns and should be a major part of
the commands’ proactive phase prograns.
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3. Drug and Al cohol Abuse Prevention Education and Training

a. The primary purpose of prevention education and training
is to provide requisite know edge of drug and al cohol abuse and
their effects, and to assist in nmaking a responsible decision on use.
A secondary purpose is to train mlitary and civilian
supervisors in the inportant role of elimnating illegal drug use and
reduci ng al cohol use.

b. Drug and al cohol abuse prevention education alone is not the
answer to preventing abuse. However, if properly conducted, prevention
education can provide potential and present abusers
with information to clarify personal values, inprove problem solving and
deci sion nmaking skills, and understand alternative |ifestyle choices.
Tool s such as these will help the individual Marine rmake a nore inforned
deci sion concerning drug and/or al cohol use.

c. Oficers and SNCCs will receive annual supervisor training in drug
and al cohol abuse prevention. Civilian
enpl oyees in supervisory positions of Marines will receive supervisor
trai ning upon assunption of supervisory duties and every 2 years
thereafter. Supervisor training objectives are in chapter 1, NAVMC 2931

d. In addition to the Oficer and SNCO annual training objectives,
Nonconmmi ssi oned Officers will receive drug and al cohol abuse prevention
trai ning through an approved
course provided by the Installation SACC.C NCGCs will provide
this prevention training to their subordinates annually. This NCO
training course is a one-tine requirenent. However, it does not preclude
NCOs fromparticipating in additional unit prevention training. The
course learning objectives are in chapter 1, NAVMC 2931

e. Installation Al cohol Abuse Prevention Specialist, Drug
Demand Reduction Coordi nators, and Substance Abuse Counselors w Il assi st
in providing prevention training.

f. Gvilian enployee prevention education information is
avail abl e through the civilian personnel office. Local Substance Abuse
Counseling Centers and Senper Fit Centers may provi de additiona
information to assist with substance abuse prevention training.

g. Installation DDRCs and Al cohol Abuse Prevention Specialists wll
assi st SACOs/ SACSs with their unit prevention efforts.
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4. Urinalysis Program

a. The Marine Corps will not tolerate the possession, use,
trafficking, or distribution of illegal drugs or drug
par aphernalia. These offenses nust be dealt with swiftly and
effectively to the fullest extent provided for by |aw and
regulations. Civilians will be detained and turned over
to a local |aw enforcenent agency for prosecution under the

applicable crimnal statutes. Installation conmanders nmaintain
responsibility to nonitor establishments known or suspected to be sources
of supply for illegal drugs. Wen appropriate, the installation conmander

wi Il declare these establishnments off limts to all Marine Corps
per sonnel .

b. Uinalysis testing is a valid and reliable nmeans for inspecting
personnel to assess the command’ s readi ness. Every unit shall have an
aggressi ve conmpul sory Urinalysis Testing Program which ensures
systematic screening of all Marines annually, regardl ess of rank
for the presence of drugs. Additionally, units will test at
| east ten percent of their population nonthly under the "IR'
prem se (See Appendix E). Al Marines reporting in from PCS
and | eave will be tested within 72 hours of their arrival

c. Only Commanding O ficers and Medical Oficers may direct that a
urine sanmple be taken to test for drug presence.

d. Commands shall not order urinalysis inspections for the prinmary
pur pose of obtaining evidence for trial by courts-nartial or for other
di sciplinary purposes. Results of urinalysis inspections, however, may be
used for any purpose, including disciplinary action and characterization
of service in separation proceedings.

e. Oficer candidates and recruits who refuse to consent to testing
or if the initial urinalysis test is confirnmed to
contain the presence of drugs, will be processed for separation per
reference (r).

f. The appointrment or enlistnent of any person determ ned to have
been dependent on drugs at the tinme of such enlistnent or appoi ntnent
shall be voided and they will be released fromthe control of the Mrine
Cor ps.

g. Commanders shall establish an identification programdesigned to
detect Marines who use illegal drugs. Efforts in this area shall include
health and wel fare inspections, random
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vehi cl e checks, use of drug detection dogs, duty |ogs, and incident
reporting systens.

h. Special Populations. These populations will be tested as
i ndi cat ed bel ow, however, this requirenent does not preclude
them from participating in any testing directed by the Conmmandi ng O ficer.

(1) Al officer candidates and recruits will be tested within 72
hours of arrival at the training site. Oficer candidates shall be
randomy tested during training.

(2) Mlitary nenbers assigned to Substance Abuse Counseling
Centers (SACC) and Navy Rehabilitation Facilities shall undergo urinalysis
testing once per nonth.

(3) Individuals involved in the collection and shi pnent
of urine sanples will be tested at |east once per nonth.

(4) Brig staff shall be tested once per quarter

(5) Prisoners shall be tested as directed by their Comrandi ng
Oficer.

i. Command Confirmation. The "Report of Results" message fromthe
| aboratory is the official notification of the urine specinen’s analytica
results. The legality/illegality of drug presence in the individual’s
uri ne must be deternmined by the Comrandi ng O ficer

(1) Acomand inquiry is necessary to confirmthat no legitimte
reason exists for the presence of the drug. Using all information
avail able, including the urine test results, nedical and denta
records, service record, and chain-of-conmand information, the
commander shall make one of the determ nations |isted
bel ow.

(a) The nmenber is an illegal drug abuser. Commuands shal
foll ow the disposition guidelines per reference (r). A drug related
i ncident or wongful use of a substance occurs when, in the comander’s
judgnment, the preponderance of the evidence establishes that the
Mari ne used, abused, possessed, manufactured, or trafficked
a controlled substance or a prescribed over-the-counter drug or
pharmaceuti cal conpound and/or wongfully used a chemical as an
i nhal ant .
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(b) The nmenber is not an illegal drug abuser. 1In cases where
the Commandi ng Officer determ ned that the urinalysis test results
i nvol ved an administrative error (e.g., faulty | ocal chain-of-custody,
evi dence of tanpering) or that the drug use was not wongful (e.g., prescribed
nmedi cation), the nenber shall not be identified as a drug abuser. The
positive urinalysis is not a drug abuse-related incident in such cases and no
adm nistrative or disciplinary action will be taken or any docunentation of
t he case retained.

(2) If the test result is used in a court-martial or
adm ni strative separation proceeding, and the proceedi ng cannot
be conpleted within a one-year period, the subnitting command nust request
in witing an extension of the retention period fromthe DoD certified
| aboratory that performed the test(s).

(3) Al confirnmed incidents (civil or mlitary) of illegal drug
use or possession, and al cohol abuse, will be recorded in the Oficer
Qualification Record (OQR) or Service Record Book (SRB) per reference (s).

j. Separation. Marines confirmed for illegal drug involvenent shal

be processed for adnministrative separation. They shall be screened at a
SACC, referred to a Medical Oficer for diagnosis, and provided treatnent
prior to separation, if warranted.

k. Moluntary Self-Referral for Rehabilitation for Drug Abuse. To
support detection and deterrence programgoals, a nmeans is required to
encourage drug abusers to seek
rehabilitation voluntarily. For this purpose, a voluntary self-referra
rehabilitation procedure is described in reference (b).

|. Mrine Corps Reserve

(1) Reserve conponent nenbers shall be tested no later than 72
hours after the beginning of schedul ed annual training or initial active
duty training.

(2) Reserve Substance Abuse Control Oficers (SACGCs) are required
to be tested at | east quarterly and as directed by the

m Anabolic Steroid Testing. Possession or trafficking of anabolic
steroids by Marine Corps personnel is prohibited and is considered a
violation of Article 112, UCMJ, except as prescribed by a physician for
t herapeuti c purposes and recorded in the Marine's nedical record.
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n. Evidentiary Use of Conpulsory Urinalysis Results. \Wenever
compul sory urinalysis is conducted in the follow ng situations,
the test results may be used as evidence in disciplinary
proceedi ngs under the UCMI and/or in administrative separation
proceedi ngs, including determ nation of character of service.
The current edition of MCO P1900. 16 specifically addresses
adm ni strative di scharge procedures. These procedures are:

(1) An inspection under Mlitary Rules of Evidence (MR E) 313
of the Manual for Courts-Martial (MCM (2000 edition) including health
and wel fare inspections, random speci nens, and unit sweeps;

(2) A search and seizure under MR E. 315 (probabl e cause) of the
MCM (2000 edition); or

(3) An exam nation conducted for a valid nedical purpose under
MR E. 312(f) of the MCM (2000 edition). This includes energency nedica
treatment, periodic physical exam nations, and
such other nedical exam nations as are necessary for diagnostic or
treatnent purposes.

0. Technical details of the program are contained in Appendi x E

5. Continuing Prevention Education. Marine Corps schools will devel op
and present drug and al cohol abuse prevention education as part of their
course curriculum The course of instruction will be taught at the |eve
of the audience, building on the training objectives outlined in chapter
1, NAVMC 2931.

6. Overseas Al cohol Awareness Oientation. Al Mirines and civilian
enpl oyees will receive a drug and al cohol abuse prevention brief within 5
days after arrival at an overseas location. This brief will enphasize

| ocal | aws, ordinances, and custons related to al cohol and illegal drug
use.

7. Aternate Activities

a. A commander’s responsibility to conbat al cohol and drug abuse is
not restricted to the confines of a mlitary installation. Cooperative
efforts between mlitary and civilian prevention prograns designed to
di scourage drug/al cohol abuse should be aggressively pursued. These
col l aborative efforts nmay assist in preventing irresponsible drinking by
Mar i nes.
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b. Commanders shoul d encourage Marines to participate in non-
drinking, productive off-duty activities. Recreational opportunities nust
provide for a change fromthe normal daily routine and nust al so provide
the Marine with a neans of reducing stress and conbati ng boredom

c. Marines have many skills and/or interests which can be put to
productive and constructive use during off-duty hours, to include
tutoring, counseling, coaching sports, involvenment in youth prograns,
volunteer fire and rescue service, and many others.

8. Deterrent Measures. Comanders shall establish vigorous deterrent
prograns, which are cost effective, free of overzeal ous inplenentation
and applied uniformy. These prograns will include, but are not limted
to:

a. Periodic announced and unannounced health and wel fare i nspections
of billeting areas and work spaces.

b. Random vehicle checkpoints to deter driving while intoxicated.
Checkpoi nts should not be limted to access
poi nts, but enployed throughout the installation.

c. Aggressive randomurinalysis testing.
d. The use of drug detection dogs.

3012. STAFFI NG STANDARDS. Conmanders responsi bl e for establishing and
conducti ng prevention prograns shall ensure that the Conmand Tabl e of
Organi zation (T/O reflects a sufficient nunber of properly qualified

i ndi vidual s to acconplish the assigned m ssion and the requirenments of
this Manual .

1. The Installation Al cohol Abuse Prevention Specialist billet is
avai l abl e to Gunnery Sergeants and Master Sergeants only. Requests
for assignnent as an Al cohol Abuse Prevention Specialist will be
sent to the CMC (MVEA) via the chai n-of-command, using an AA Form
to include the requirenents in NAVMC 2931. Selectees will receive
formal training for this MOS through an approved course. Upon
successful conpletion of training, these individuals will be
assigned into authorized billets established by T/OIline

nunbers. Their primary responsibility is to provide

preventive education and training
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to Marines and assist units in satisfying the requirenents of
this Manual .

2. SACO SACS will complete the required training for the additional MOS
9936 within 90 days of their appointnment. Conmanders nust ensure that

candi dates neet the requirenments of MCO P1200.72. Consideration will be
given to maturity, grade, prior experience, and personal beliefs of
prospective candidates. It is inappropriate to appoint an individua

whose personal convictions or beliefs are inconsistent with the goals
of the Marine Corps Substance Abuse Program or who have experienced
al cohol / donmestic problenms within 2 years of assignment. Any Marine
assigned as a SACO SACS, who is recovering fromdrug or al coho
dependence, will have a m ninum of two years sobriety/abstinence,

and a strong personal recovery programto include participation in
AA or NA

3. The ideal DDRC will have
a. Advanced know edge of prevention theory and techni ques.

b. At | east one year of relevant experience and education in illega
drug use prevention.

c. Good comruni cation skills.

d. The ability to interact with a diversity of individuals and groups
of peopl e.

e. ood facilitation and tine managenent skills.

f. Know edge in the areas of al cohol, drug pharmacol ogy, and
eti ol ogy.

g. An understanding of the National Drug Control Strategy, state
laws, civilian trends, and | ocal drug abuse agencies.

3013. EQUIPMENT. The Personal Services Director needs to ensure there is
adequat e audi ovi sual, conputer hardware and software, telephones, copy
machi nes, and ot her equi pnent as necessary, to ensure nission

acconpli shment. Computer hardware necessary for office use will be
capabl e of running current versions of the standard Marine Corps office
automati on software and other software required to support

m ssion requi renents. Both hardware and software will be

purchased in conpliance with applicable Marine Corps orders.
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CHAPTER 4
MOBI LI TY SUPPORT CAPABI LI TI ES

4000. GENERAL. Mbbility support programs and activities prepare service
menbers and their famlies for successful relocations during their
mlitary career, support their enploynent and career devel opnent, and
facilitate the successful transition to civilian Iife. These prograns and
activities include, but are not limted to, Transition Assistance
Managemnment Program (TAMP), Rel ocation Assistance Program (RAP), Famly
Menmber Enpl oynent Assi stance Program (FMEAP), and the Exceptional Famly
Menmber Program (EFMP). These prograns are essential to personal and
famly readi ness. The Exceptional Fanily Menber Program policy is covered
in reference (v).

4001. TRAI NI NG STANDARDS

1. M (MRM wll provide annual training updates as required for

i nstall ati on TAMP/ RAP/ FMEAP Manager s/ personnel. Installation
TAVP/ RAP/ FMEAP Managers are required to attend an annual OSD
TAMP/ RAP/ FMEAP Conf erence or annual professional enhancenent conference as
avai l abl e.

4002. EQUI PNMENT

1. Computer hardware necessary for office use will be capable of
runni ng current versions of the standard Marine Corps office
automati on software (SITES) and other software required to support
m ssion requirenents (Typing Tutorial, Federal Enploynent
Application software (SF 171, OF 612), and Resune Witer) with
Internet access. Both hardware and software shall be purchased in
conpliance with applicable Marine Corps orders.

2. Mninmum Hardware Requirenents: Internet access, scanner, |aser
printers, state-of-art copier and CD access for Job Browsers.

3. Loan Locker recomrended m ni num essential requirenents: D sh packs,
smal | el ectrical kitchen appliances, ironing boards with irons, futons,
infant/small children cribs, car seats, and strollers.
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4. Career Resource Managenent Center (CRMC) Resource Library shall have

current and rel evant books, periodicals, videos and publications based on
cust omers needs.

5. Furniture shall be as required for a customer resource work center
i.e. desks, chairs, large tables and adequate |ighting.
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CHAPTER 4
MOBI LI TY SUPPORT CAPABI LI TI ES
SECTI ON 1: TRANSI TI ON ASSI STANCE MANAGEMENT PROGRAM ( TAMP)

4100. CGENERAL. TAMP provi des career/enploynent assistance and transition
information to separating Marines, their famly nenbers, and BRAC i npacted
DoD Civilians.

4101. PURPCSE. To ensure the standardi zation and equitability of the
TAMP t hr oughout the Marine Corps.

4102. POLICY. Provide the necessary tools and information to enable al
separating service nenbers, and their famly nenbers, to nake an effective
transition frommlitary to civilian life. The m nimum essenti al

requi renents shall include information on devel opi ng an Indi vi dua
Transition Plan (I TP), effects of a career change, enploynent assistance,
rel ocati on assi stance, education/training benefits, health and life

i nsurance needs, financial planning, benefits of affiliating with the
United States Marine Corps Reserves (USMCR), and Veteran's benefits.
Policy requirements for the Transition Programare identified in DoD
Directives 1332.35 and 1332. 36 and DoD Instruction 1332. 37.

4103. SCOPE. TAMP services and resources shall be provided in the Career
Resource Managenent Center (CRMC). The CRMC is |located within Persona
Servi ces.

1. Eligibility

a. Transition services shall be available to all separating service
menbers with 180 or nore continuous days on active duty, their famlies,
and DoD civilians inpacted by BRAC.

b. Involuntary separatees, Special Separation Benefit (SSB) and
Vol untary Separation Incentive (VSI) separatees are eligible
for transition benefits. TAMP benefits are tenporary in nature.
See figure 4-1 for eligibility criteria.
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c. Career and enploynment resources shall be available to all active
duty service nenbers and their famly nmenbers. Retirees are eligible for
TAMP services on a space-avail abl e basi s.

2. Provide mandatory preseparation counseling to all separating service
menbers and their famlies 180 days prior to EAS, but no later than 90
days prior to their EAS. This information shall include, but will not be
limted to, the topics identified on DD Form 2648, Preseparation

Counsel ing Checklist. This requirenment nmay be net either by individual or
group counseling sessions with the Unit Transition Counselor (UTC), TAMP
Manager, or a designated individual fromthe Consolidated Adm n Center or
during attendance at a Departnent of Labor (DoL) Transition Assistance
Program (TAP) sem nar, provided the Preseparation Checklist is included in
the TAP curriculum (see subparagraph 4 below). Recomended UTC is the
Unit Career Pl anner or designated individual fromthe Consolidated Adnmin
Center.

3. The UTC shall establish and naintain a tracking systemto ensure that
the Preseparation Counseling Checklist is properly conpleted, signed, and
mai l ed to MVSB-20, 2008 Elliot Road,

Quantico, VA 22134. MVBB-20 shall ensure that the Checklist is scanned
into the Marine’s Oficial MIlitary Personnel File (OWF). The UTC shal
keep signed and dated copies of the checklist on file for three years.

4, Separating service nenbers shall attend a TAP workshop within | 80 days
of separation. The TAP sem nar shall include nodul es on job search
preparation, career assessnent, financial planning for transition, resune
writing, interview techniques, Veteran’s benefits, referrals to the | oca
DoL for services, information and enrol |l nent procedures for the Montgomery
d Bill (M3dB), and Di sabl ed Transition Assistance Program (DTAP). The
TAP Wor kbook shall be the core curriculumfor TAP. CONUS Transition Staff
shall arrange for TAP instructors through the DoL. OCONUS Transition
Staff shall be responsible for instructing the entire TAP sem nar
Attendance rosters and TAP seni nar eval uations shall be conpleted by
attendees and kept on file for three years. The nunber of installation
separatees and retirees shall determ ne frequency of seni nars.

5. Job Search/ Enpl oynment/ Sel f Enpl oynent seminars shall be offered on a
regul ar basis, as determned by client needs. Job Fairs will either be
hosted by the local installation Transition
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Staff or on a collaborative regional basis. Individual sem nar and Job
Fair attendance rosters and program eval uations shall be conpl eted and
kept on file for 6 nonths.

6. The UTC shall nonitor the status of personnel within the conmand to
ensure that those Mari nes who are undergoi ng nedi cal evaluation or have
been referred to a nedical board by the conmand are assigned to a DTAP
wor kshop. A one-hal f day DTAP wor kshop desi gned specifically for
eligible separating service nenbers will be conducted by the VA or

TAMP Manager and Medi cal Personnel. The purpose of DIAP is to
informand enroll eligible service nmenbers in appropriate Departnment

of Veterans Affairs (VA) vocational, educational, and rehabilitation
progranms. Attendance at DTAP does not replace the mandatory attendance
at the preseparation interview or preseparation

brief.

7. Informseparating service nenbers of the Verification of Mlitary
Experi ence and Trai ning Form (VMET) (DD- Form 2586, avail able on-1ine:

http://ww. dndc. osd. mil/vnet). If not avail able on-line, contact the
Transition Staff or the UTC who shall request it via the Marine Corps
Total Force System (3270).

8. Ensure access to automated systens such as Transition Bulletin Board
(TBB), America s Job Bank (AJB) and Standard Installation Topi cs Exchange
System (SITES). In the event of Tenporary Early Retirenent Authority
(TERA), all eligible TERA retirees shall be registered in the Public and
Comunity Service (PACS) registry.

9. Per DoD Directive 1332.35 and this Manual, |ocal installations shal

el ectronically submt a Quarterly Report on the status of the Transition
Programto CMC (MRM no later than the 15th of the nonth follow ng the

cl ose of the quarter. The UTC shall submit to the TAMP Manager the tota
nunber of separating service nenbers, and their fanm |y nmenbers, conpleting
the Preseparation Counseling Checklist during that quarter

4104. STAFFI NG STANDARDS. Local installations shall determ ne actua
staffing requirenents based upon installation active duty

popul ati on workload. It is recomended that TAMP have all or any

combi nation of the follow ng positions as authorized by the |ocal Letter
of Al l owance (LOA).
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1. TAMP/ CRMC Program Manager, GS 301/343/101 (Supervisory). The
Program Manager (PM ensures the mandated TAMP program el enents

are met. PM provides oversight for the installation s TAW
programto include: client services, recommendations for the TAW
budget, administering client feedback evaluations, and liaison with the
installation UTC. Evaluation results shall be used to deternine
program ef fecti veness, to schedul e events and devel op and conduct
wor kshops. Coordinate with VA, DolL, and organi zations within the
Marine Corps and civilian communities. |Initiate community outreach
to devel op enpl oynment opportunities and public speaki ng engagenents;
write program specific news releases and articles; maintain a career
resource library to include books, periodicals, and ADP software
prograns; schedul e and supervise TAMP staff; prepare and submt

OSD mandatory Quarterly Reports; and manage the CRMC.

2. Career Resource Managenent Specialist, GS-301/343/101 (non-

supervi sory) or Enploynent Assistance Manager, GS 101 (non-supervisory).
Assi st the TAMP/ CRMC Manager. Counsel active duty service nmenbers and
their famly menbers on career goals, job search techniques, and the

I ndi vidual Transition Plan (1 TP); coordinate and facilitate seninars and
wor kshops; research new or inproved transition program procedures; and
perform ot her duties as assigned.

3. TAMP Assistant, GS-303. Assist TAMP Manager and TAMP staff. Work
with CRMC clients on software progranms, accessing Internet job
banks/sites, and inputting mni-resunes into Anerica’ s Job Bank

(AJB); track daily CRMC client traffic, TAP and individual sem nar
attendance; and perform other duties as assigned.

4, Ofice Automation Assistant, GS 303/335. Assist TAMP and Fam |y
Menmber Enpl oynent Assi stance Program (FMEAP) staff and clients with
Aut onat ed Data Processing (ADP) requests; assist clients set up with
resunme witers or accessing enpl oynent opportunities in autonated job
banks; act as the first point of contact when clients enter the CRMC
perform ot her duties as assigned.
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TRANSITION BENEFITS ELIGIBILITY CHART

THE SERVICE MEMBER MAY BE ELIGIBLE FOR (1)
IF SERVICE AND THE
NMEMBER IS; | SEPARATION 1-YEAR | HOMEOF| 180-pAY | COMMSSARY| MONTGOMERY MEDICAL | PRIORITY | CONTINUED | ONE-TIME| EXTENSION
PROGRAM HOUSE- |SBLECTIONEXTENSION ~ AND GEILL AND  |AFFILATION| HEALTH NAF | INDODDS
HoD | MOE IN EXCHANGE |ENROLLMENT | DENTAL | WITHTHE | INSURANCE, | HRNG | FOR
DESIGNATION | cocos MUTARY | PRMVILEGES OR CARE | cusroor [ INCLUDING | PREF. | cHILDREN
(SPD) CODE 1S: | SToRAGH FAMLY | FOR2ZYEARS| VETERANS RESERVE | PRE- INTHEIR
HOUSING EDUCATION EXISTING SENCR
ASSISTANCE CONDITIONS YEAR
PROGRAM COVERAGE
CONVERSION
SEPARATING | FCAKCAMCA
UNDERTHE | FCBKCBMCB | veg | vyES | YES | YES | YES | YES| YES | YES | YES| YES
VSI/SSB
PROGRAM
INVOLUNTARILY | (See footnote 3)
SEPARATING
UNDER OTHER YES | YES YES YES YES YES YES YES YES | YES
THAN ADVERSE
CONDITIONS (2)
NOTES:

1. Transition assistance program counselors should provide specific benefit eligibility infonmation to Service merrbers or refer them to the appropriate office for further
informration.

2. Military Service menmbers shall be considered to be involuntarily separated if he or she was on active duty or full time Nation al Guard cuty on Septerrber 30, 1990 or
on or after Noverrber 30, 1993, and have been sepearated under gther than adverse conditions. "Under other than adverse conditions” is defined as service dharacterized
as "Honorable™ or "General (under honorable conditions).”

3, JBR/LBR/JBCABCA BLYJBK/NBK/JBMLEBW JCCLCC/JCPBCR/GCRHCRY JCRALCR/JDFBDG/GDGHDG DG DG /BOK/GDKHDK JOK/GFCHF G IFCALFCFF
LFF/JFG/LFG JPHLFH JFL/JRW PN JF QY PR/ BFT/GR TAHF T/ JF TILFT/BFVIGRVIHP VI PV JPWILPW B XGR X HE X JFXVLFXIJGBA GBALGC/GGHHGHJGHLGHLGY
BHF/GHFHHF/IHF/ JNDUNDYBREVGREMHRE/.RB
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CHAPTER 4
MOBI LI TY SUPPORT CAPABI LI TI ES
SECTI ON 2: RELOCATI ON ASSI STANCE PROGRAM ( RAP)

4200. CGENERAL. RAP provides relevant information to Marines and their
famlies under Pernmanent Change of Station (PCS) orders, which assists in
the rel ocati on decision-naki ng process.

4201. PURPCSE. To provide standardi zed and equitable rel ocation
assi stance support throughout the Marine Corps.

4202. POLICY. Relocation assistance support is a mssion essentia
activity crucial to supporting Marines and their famlies nmental and

physi cal readiness. It reduces the stress related to frequent

rel ocations, an inherent part of the nobile mlitary lifestyle. RAP
services are structured to make the rel ocation process as snooth as

possi ble. The Marine Corps is responsible for providing accurate

i nformati on and support services, which enable tinmely decisions to be made
by the Marines and their famlies concerning the relocation process. RAP
services shall be readily accessible to all personnel. Installation
check-in and check-out procedures shall incorporate RAP to ensure mlitary
personnel and their famlies under PCS orders are informed of relocation
assi stance servi ces.

4203. SCOPE
1. Pre-departure. The RAP shall provide pre-departure relocation

assistance and referrals consisting of the following m ni numessentia
requi renents:

a. Predeparture PCS Move Wrkshops. Attendance by departing Marine
personnel is nmandatory, per reference (x).

b. Automated infornmation via the DoD Standard | nfornmation Topics
Exchange Service (SITES), on the Internet, regarding the
next duty station.

c. Child care resources
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e. Schools.
f. Medical-related information
g. Exceptional Fam |y Menber Program ( EFMP)
h. Stress nmanagenent.
i. Financial managenent.
j. Home renting, buying and selling, and property managenent.
k. Shipment/storage of househol d goods.
I. Installation check-in/check-out procedures.
m Availability of cost-free loan | ocker itenms prior to departure.
Arrival. The RAP shall provide arrival services consisting of the

foll owing m ni num essential requirenents:

a.

Wl come Aboard Briefs. Attendance by newy arrived personne

mandat ory, per reference (Xx).

4-12

b.

Information on tenporary and permanent housi ng.
Child care.

EFMP resour ces.

Medi cal / dent al resources.

Legal assistance resources.

Educati on prograrns.

Avai l ability of spouse enpl oynent opportunities.

Rel i gi ous indoctrination and community orientation

Cul tural adaptation services.

is
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k. Loan locker itens shall be available at no cost on arrival at the
installation until the nmenber’s househol d goods arrive.

3. Relocation Assistance issues shall be addressed in the installation
mul tidi sciplinary council, per MCO P1700.27A, and/or in the Rel ocation
Assi stance Coordi nating Comm ttee(RACC). The RACC shall be established at
installations with over 500 personnel per reference (f).

4. Installation updates to SITES are entered by the Rel ocati on Assi stance
Manager (RAM on their specific sites as changes occur. The Defense
Managenment Data Center (DWVDC), Monterey, CA edits these changes for fornat
and posts theminto SITES daily. SITES Help Desk E-Mil:

siteshel p@sd. pentagon. m|. Phone: 1-800-727-3677. Future SITES
procedure changes will be forwarded to each installation RAM by the HQVC
RAP Poi nt of Contact as dictated by DVDC.

5. RAMs shall provide Sponsorship training to conmmands for unit personnel
desi gnated as sponsors as required by reference (x).

6. Installations shall submt a Quarterly Report on the status of the
RAP, to CMC (MRM, no later than the 15th of the nonth foll ow ng the close
of the quarter.

4204. STAFFI NG STANDARDS

1. The follow ng standards establish the nmininumessential RAP staffing
| evel s:

a. Small Stations/Depots. Yuma, New River, Beaufort, MCRD San Di ego
and Parris Island, MCLB Barstow, Al bany, MCSA Kansas Cty, and HQBN
Henderson Hall: one RAP Manager.

b. Large Stations. Mramar, Cherry Point, and |Iwakuni: one RAP
Manager and one RAP Assi stant.

c. Snall Bases. Kaneohe Bay, Quantico, and Twenty-nine Pal ns: one
RAP Manager and one RAP Assi stant.

d. Large Bases. Canp Lejeune, Canp Pendl eton, and Canp Butler: one
RAP Manager and two RAP Assi stants.
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2. Specific RAP staff responsibilities are as follows:

a. Relocation Program Manager: GS-301/303/343. Serves as the
coordi nator and anal yst/advi sor that conducts the installation's
Rel ocati on Assi stance Program Supervi ses the RAP assistant and vol unteer
personnel as required. |Inplenents and anal yzes the rel ocati on program
requirenents at the installation. Assists mlitary personnel and their
famlies in relocating to new duty stations, and during depl oynents or
separations, by providing current information relevant to the new duty
station and civilian comrunity (this includes transitioning personne
either separating or retiring frommlitary service). Shall have the
ability to communicate orally at CGeneral Oficer briefings, professiona
conferences, training workshops, and Rel ocati on Assi stance Coordi nation
Committee neetings. Understands the nobile military lifestyle, and the
objectives of mlitary famly support progranms. Know edge of current
mlitary relocation procedures. Experience in training and education with
knowl edge of systens approach to training. Understand the operating
procedures of the Relocation Assistance Program Personal conputing
experience and experience witing Naval correspondence. Reconmends
budgeting for the RAP through the Personal Services Director MCCS
Responsi bl e for devel oping and submtting the OSD RAP Quarterly Report due
to CMC (MRM not later than 15 days following the end of each quarter.

b. RAP Assistant: GS 301/303. Conducts the installation’s
Rel ocation Program Assist mlitary personnel and their famlies
rel ocating to new duty stations, during deploynent, or upon separation or
retirement frommlitary service. Serves as the conputer specialist
mai nt ai ni ng the Relocation nodul e of the PSC Automated I nformation
Reporting System and the DoD SITES I nternet system mandated by public | aw.
Ensures the installation information in SITES is updated as changes occur.
Interviews and assists clients in analyzing their relocation needs. The
Rel ocati on Program Manager provi des supervision. Mst assignnents are
sel f-generated and handl ed i ndependently according to RAP policies and
practices. Shall performother duties as assigned.

4- 14
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CHAPTER 4
MOBI LI TY SUPPORT CAPABI LI TI ES
SECTI ON 3: FAM LY MEMBER EMPLOYMENT ASSI STANCE PROCGRAM ( FMEAP)

4300. CGENERAL. FMEAP provides assistance and referrals for active duty
famly menbers who are seeking enpl oynent, career counseling, and persona
career goal identification

4301. PURPCSE. To ensure the standardi zation and equitability of the
FMEAP t hr oughout the U.S. Marine Corps.

4302. POLICY. Assist active duty spouses, famly nmenbers, and retirees
(on a space-avail abl e basis) in exploring enploynent options and preparing
themto pursue opportunities in their chosen career fields. Assist
clients in establishing goals and job search skills that will serve them
whenever they choose to seek enploynent. O her services may include
short-term enpl oynment assi stance through close coordination with comunity
enpl oyers and MCCS commercial and retail activities, and devel opnent of
portabl e career options that are conpatible with the nobile mlitary
lifestyle. Policy requirenents for the FMEAP are identified in DoD
Directive 1342.17.

4303. SCOPE

1. FMEAP services and resources are provided in the Career Resource
Managenment Center (CRMC). CRMC is |located within Personal Services.

2. Eigibility. Relocating mlitary spouses and other qualified
dependent s.

4304. STAFFI NG STANDARDS

1. Installations shall determ ne the actual staffing
requi renent, to include series and grade |evel as required.
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2. It is recomrended that the Program Manager, a non-supervisory
position, work with the Transition staff under the unbrella of the CRMC
with primary focus on career opportunities for the active duty famly
menber; liaison with | ocal businesses and busi ness organi zati ons providing
mar keting materials and briefings on the nmerits of hiring the mlitary
spouse; and admi ni ster career assessnment tools to assist spouses in
preferred career choice.
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CHAPTER 5

CLI NI CAL COUNSELI NG AND TREATMENT CAPABI LI Tl ES
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CHAPTER 5
COUNSELI NG CAPABI LI TI ES

5000. GENERAL. Counseling Services include individual, narriage, and
famly counseling; clinical counseling; famly advocacy and support
services; victimadvocacy; rape and sexual assault response services and
rel ated education; and substance abuse screening, assessnent,

i ntervention, and treatnent.

5001. | NDIVIDUAL, MARRIAGE., AND FAM LY | NTERVENTI ON AND COUNSELI NG
Single and nmarried service nenbers and their famly nenbers are
responsi ble for resolving issues in their lives. Wen assistance is
request ed, these services shall be offered under the auspices of the
Per sonal Services Prograrns.

1. Assessnent. Providers will conplete an initial assessnment to identify
the extent of a client’s problem(s). A referral to mlitary nmental health
servi ces shoul d be made when necessary.

2. Counseling Services. Cdinical providers will assist eligible service
menbers and famly nenbers with individual, narriage, and famly

counsel ing, as needed. Counseling services are intended to be sol ution-
focused on well|l defined problem areas anenable to brief intervention and
rehabilitation, such as adult adjustnent issues, crisis intervention
acadeni ¢ and occupati onal problens, parent-child comrunication, grief and
| oss issues, and nonviolent marital problens. Providers are to assist
clients to identify and clarify the nature and extent of their problens
based on their initial assessnment, and to develop a coll aborative plan for
sol vi ng probl ens.

5002. CRITICAL | NCIDENT STRESS MANAGEMENT (CISM. Teans such as the
Critical Incident Stress Managenent (CISM Team shall be formed at each
installation or regionally as appropriate and available to respond after a
critical incident. The Team conposition may include nenbers of the
mlitary and civilian community drawn fromthe MIF, Chapl ai ns, emergency
servi ce organi zations, and Personal Services staff. The Chairman of the
Team shal |l ensure that all nmenbers are trained in crisis response
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5003. FAM LY ADVOCACY | NTERVENTI ON AND COUNSELI NG  Every Marine Corps
installation shall establish a Fam |y Advocacy Program (FAP) as a command
programto address spouse abuse, child abuse and negl ect, and rape and
sexual assault through a Coordi nated Conmunity Response (CCR). The CCR
nmeans every person and organi zation in the community, mlitary and
civilian, takes responsibility to ensure a consistent response to famly
vi ol ence. Reluctance of |eadership to confront a service nenber with a
famly violence problemis not only a disservice to the famly, it is
detrinental to readiness and mssion. This violencel/abuse is inconpatible
with Marine Corps Core Values. Policy requirenments of the program are:

1. Establish procedures to identify and report all cases of alleged
famly maltreatnment, sexual assault, and rape to proper authorities to
include, but not limted to, mlitary and civilian |law enforcenent, Child
Protective Services (CPS), the installation FAP, nedical treatnent
facility (MIF), and the unit comrander who will take appropriate action
Identification procedures should determne the level of lethality/risk
according to procedures contained in NAVMC 2930, and al so include
assessing drug or al cohol invol venent.

2. Provide safety, protection, and support for victins by establishing a
Vi cti m Advocacy Programto provide crisis intervention, coordinate with
nmedi cal care providers when required, coordinate with | aw enforcenent to
assure safety is secured, and offer enotional support and information on
| egal and judicial processes. Refer to NAVMC 2930. A Menorandum of
Under standi ng (MOU) shall be established with appropriate Federal, State,
county, and munici pal agencies in close geographical proximty to the
installation to ensure reporting, support, and cooperation

3. The Commanders are responsi ble for holding the offender(s) accountable
for their behavior through pronpt administrative or judicial action, and
when deened appropriate, rehabilitation

a. Renove the offender fromthe home and issue a Mlitary Protection
Order (MPO when probabl e cause exists that the active duty suspected
of fender committed an abusive offense, poses a risk to the famly, or
needs to be separated until lethality issues have been assessed. NAVMC
2930 provides the standard MPO fornat.
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b. Refer the offender to the Substance Abuse Counseling Center (SACC)
for screening if al cohol or drugs appear to be involved, or a history
of al cohol or drug abuse is presented during an assessmnent.

4. Cases of child maltreatnent occurring on the installation or in the

| ocal community may be under the jurisdiction of the State or county

wi thin which the abuse/ negl ect occurred. Procedures shall be established
to foster sufficient, accurate, and tinely exchange of information with
the appropriate public Child Protective Services (CPS) Agency and ot her
civilian | aw enforcenent agencies. Procedures shall be devel oped between
the FAP and military |law enforcenment, mlitary investigative agencies, and
by installation MOUs with civilian | aw enforcenent agencies. Case

i nformati on shall be exchanged between agencies having interest in the

i nvestigation and disposition of the cases.

5. Determ ne whether a FAP case nust be opened according to the foll ow ng
gui del i nes:

a. Child Mltreatnent/Spouse Abuse. Individuals involved in | ow
level/low risk incidents without a previously substantiated FAP history,
do not automatically get referred to the Case Review Conmittee (CRC)
regardl ess of referral source. Rather, it is a determ nation by FAP staff
in consultation with the clinical supervisor, Fanmi |y Advocacy Program
Manager (FAPM), and the Command if a case is referred to CRC. During the
i nt ake process, these cases nust be screened and assessed for severity,
chronicity, and victimsafety issues. These cases may be referred for
appropriate counseling and educational services in |lieu of opening a
formal FAP case, and without being referred to the CRC. The intent of |ow
I evel /Il ow risk case managenent is to encourage self-referral for early
identification and tinely intervention. No personal identifying
information will be entered in the Central Registry for these cases.

b. Al other incidents of alleged abuse will be referred to the CRC
for status determ nation

c. Institutional Child Abuse/Child Sexual Abuse. Specific guidance
is contained in Appendi x D

6. Establish a nmultidisciplinary CRC that is admnistrative in nature, to
review reports of suspected abuse; determ ne what occurred; describe what
is known about its nature, severity,
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| evel of risk; and nake recomrendati ons to the offender’s Commandi ng

O ficer/other cognizant authority on appropriate rehabilitation. The CRC
shall be conprised of a multidisciplinary voting nenbership consisting of
a representative fromlaw enforcenent; staff judge advocate; the
installation command el ement; the victim offender’s comuand; the SACC, the
MIF who is a Navy fam |y practice physician or pediatrician, nurse
practitioner or physician assistant; and the FAPM as Chair. A
representative fromthe community CPS will be a voting nenber for child
abuse cases. Nonvoting nenbers are clinical staff, victimadvocates, and
ex-of ficio nenbers as deemed appropriate for specific cases. CRC nenbers
shall be trained in the dynam cs of spouse and child abuse. A m ni mum of
five voting CRC nenbers to include the FAPM (or designee), and the
victimoffender command’ s representative(s), must be present to constitute
a quorum The CRC shall:

a. Review all the available case material and nake a status
determ nation of "Substantiated" or "Unsubstanti ated" for each case.
Unsubstanti ated cases will be categorized as "Unresol ved" or "D d Not
Cccur . "

b. Reviewrequests for a Status Determ nati on Review (SDR) which may
be made by a substantiated of fender, victim person legally responsible
for the victim or either spouse when the incident was Unsubstantiated -
Did Not GCccur.

(1) The request for SDR nust be nade via the chain of command
comenci ng with the cognizant unit commander or, in the case of (alleged)
victinms, may be initiated through an installation FAP clinical counsel or

(2) The grounds for requesting an SDR are based on and linmted to
the availability of new information and/or alleged failure by the CRC to
substantially follow correct procedures

c. In substantiated cases, determne the level of lethality/risk
according to the matrices contained in NAVMC 2930 and nmake reconmendati ons
to the service nmenber’s Conmanding Officer on the nmenber’s inclusion in a
rehabilitation program

d. Monitor cases and advi se the Commander of progress in
rehabilitation.

e. Review cases at |east every 90 days.

f. Determne the closure of cases.
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7. Per MCO P1610.7E, Item 6(b), "Derogatory Material" shall be marked on
the Fitness Report if the Marine Reported On (MRO was the subject of
derogatory material or incident reports received by the Reporting Senior
(RS) fromoutside the reporting chain or fromw thin the reporting chain
above the Reviewing Oficer (RO level during the reporting period. An
exanpl e of derogatory material or incident reports include:

a. Famly Advocacy reports indicating substantiated findings of
spouse or child abuse by the MRO

b. Substantiated findings are defined as all Level 111, IV or V cases
of donestic violence and shall require fitness report marking.

8. Provide rehabilitation through education and/or counseling.
9. Repeat offenders. Conmmanders shall initiate adm nistrative separation

proceedi ngs for Marines "Substantiated"” for a second offense (nornally
Levels Ill, 1V and V) when

a. Rehabilitation, education or counseling services were previously
af f orded; or

b. The service nmenber has refused or failed to cooperate with
previ ously reconmended treatnent; or

c. The service nenber has failed to neet the conditions of court
orders or ternms of probation

d. Notwithstanding this guidance, a single incident of
abuse may be sufficient to warrant separati on under another provision
(e.g., Conmission of a Serious Ofense or Pattern of M sconduct) if the
Commander believes that the service nenber has no potential for further
servi ce.

10. Commands that administratively separate or punitively discharge a
servi ce nenber pursuant to a court-martial for any formof famly

mal treatment shall notify the CMC (MR) via the Conponent Conmmand with a
copy of the separation and/or discharge. Information regarding the
service nmenber’s intended area of relocation and hone of record will be
provided to the FAP staff to ensure appropriate State agenci es can be
advi sed of the possible relocation of an individual who has committed a
substantiated act of famly naltreatnent.
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11. Rights Warning. Cinical providers are not required to advise

i ndi vi dual s undergoi ng counseling of their right against self-
incrimnation under Article 31, UCMIJ, and of their right to | egal counse
since the provider’s role is based upon therapeutic rather than | aw
enforcenent or disciplinary concerns.

12. Confidentiality

a. Provider

(1) Advise the client that there is no strict confidentiality of
comuni cation between provider and client. Al providers have a duty to
disclose crimnal activity, and other matters significant to the command,
to the Unit Commander

(2) Al cases of alleged child abuse and negl ect nust be reported
to the State Child Protection agencies.

(3) Al cases of alleged child and spouse abuse will be reported
to the mlitary police and the service nenber’s Unit Conmander

(4) During an investigation, or at trial, authorities may require
the provider to disclose what they have been told by the client during
counsel i ng.

(5) Al cases of substance abuse nust be reported to the
i ndi vi dual’s Conmandi ng O ficer

b. dient. The client nust be advised by the provider that:

(1) There is no strict confidentiality of conmunication. Wen the
client discloses crimnal activity and other matters significant to the
command, the provider has a duty to informthe Unit Comander

(2) Although the intent of the counseling session is to identify
and resolve a famly problem all cases of alleged child abuse and negl ect
must be reported to the State Child Protective agenci es.

(3) Al cases of alleged child and spouse abuse will be reported
to the mlitary police and the service nenber’s Unit Conmander
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(4) During an investigation, or at trial, authorities
may require the provider to disclose what they have been told by
the client during counseling.

(5) All cases of substance abuse must be reported to the
individual’s Commanding Officer.

13. Victim Advocate Program. Each installation FAP must have a
Victim Advocacy Program component. For specific guidance see
NAVMC 2930. All victims of child and spouse maltreatment,
regardless of the offender’s status as either intra- or extra-
familial, shall receive services to protect them from a
recurrence of abuse, rehabilitate any physical or psychological
damage resulting from the abuse where feasible, and return the
family to a functional state. Victim Advocates shall meet the
following personnel qualifications: AA degree or two years
experience in social or health-related services; experience with
child abuse and neglect, family violence, and

spouse abuse highly desired; and demonstrated experience in
outreach, community organization, and development is required.

14. Family Advocacy Report of Death/Serious Injury. Every case
involving death or serious injury to a spouse or child, which is
known or suspected to be the result of abuse or neglect, shall
be reported to CMC (MRO) via the Child and Spouse Abuse (CASA)
automated system within 24 hours of discovery. For specific
guidance see NAVMC 2930. This death/serious injury report is in
addition to the Child/Spouse Incident Abuse Report. Abuse,
neglect, and serious injury are defined in Appendix A.

>Ch 1 15. Family Advocacy Committee (FAC). The installation
commander will appoint, in writing, a multi-disciplinary FAC.
The committee may be set up as a subcommittee of the Marine
Corps Community Services multi-disciplinary council. The FAC
will recommend and coordinate policy, and oversee the
installation Family Advocacy Program (FAP). The installation
FAC chairperson shall be an officer of the grade of major or
above, and shall assist participants in identifying their
roles/responsibilities In the local FAP and assure maximum
participation in the program.

5004. SUBSTANCE ABUSE INTERVENTION AND TREATMENT

1. Per reference (b), the Marine Corps is required to identify,
counsel, or rehabilitate Marines identified as drug/alcohol
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5004. SUBSTANCE ABUSE INTERVENTION AND TREATMENT

1. Per reference (b), the Marine Corps is required to identify,
counsel, or rehabilitate Marines identified as drug/alcohol
abusers or drug/alcohol dependent. Additionally, any individual
determined to be physically/psychologically dependent on
drugs/alcohol shall be refused entry into the Marine Corps.

2. Commanding Generals and Commanding Officers are tasked with
implementing this program. Key elements are timely
identification, early intervention, effective treatment,
rehabilitation, and appropriate disciplinary or administrative
actions, followed by restoration to full duty or separation as
appropriate.

5-9a
Ch 1



5004 MARI NE CORPS PERSONAL SERVI CES MANUAL

3. Substance Abuse Intervention and Treatnment will be conducted at base
station, or depot Substance Abuse Counseling Centers by qualified
personnel (e.g., substance abuse counsel ors, physicians, psychol ogists,
with requisite skills and training), and nmust neet specific treatnent
requi renents of NAVMC 2931. Treatnment will be provided under the
supervi sion of a Licensed |Independent Practitioner (LIP) (physician or
clinical psychol ogist).

4. Treatment will be provided for dependents (at |east 18 years of age)
and retirees on a space avail abl e basis.

5. Under no circunstances will a substance abuse treatnent program
established under the auspices of this Manual be degrading or punitive in
nature. SACC outpatient services will be designed to address the

i ndi vidual’s needs and to achi eve permanent changes in drug/al cohol use
behaviors. Inpatient services will be provided at mlitary hospitals.

6. The SACC will provide drug and al cohol services to include screening,
early intervention, conprehensive biopsychosocial assessnents, and

i ndi vidualized treatnment (except for drug dependence) using a continuum

of care nodel conpatible with the Patient Placenment Criteria in

NAVMC 2931. Conmanding Oficers will be notified of all recomrendati ons
pertaining to their Marines.

a. Initial Screening. Marines referred to the SACC will be screened
by a drug and al cohol counselor to deternine if early intervention or
an assessnent is warranted. Screenings will be conducted using the
clinical package screening forns in NAVMC 2931. |If the need for
an assessnent is ruled out, the individual will be placed in an Early
Intervention Program Generally, the screening process should take no
| onger than 30 minutes to conplete.

b. Assessnment. A Marine requiring an assessnment will be assigned a
case nanager. The case nmanager, through a collaborative effort with the
Marine, will conduct a conprehensive biopsychosocial assessnent of the
i ndi vidual s treatnment needs. The case nanager and the Marine will use
the assessnent results to develop an Individualized Treatnment Plan (1 TP).
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c. Treatnent Pl ans

(1) Atreatnent plan will be devel oped through a collaborative
effort between the Marine and the case manager. Treatnment plans wll
contain clinical problens and agreed upon goals and objectives that wll
be addressed during treatnment. Drug/al cohol dependency/abuse is a
di agnosi s and shoul d not be confused with or listed as one of the Marine's
probl ens on the treatnent plan.

(2) The treatnment plan will be reviewed at |east weekly and
revised as necessary to reflect any changes in treatnent status. |If goals
are acconplished on the target dates, the plan continues as designed. |If
a Marine is encountering difficulties, the treatnment plan will be
reassessed and the treatnment approach nodified, if warranted.

(3) The treatnment plan will be used to recomrend treatnment
pl acenent to an Interdisciplinary Team (I DT) and a Licensed | ndependent
Practitioner (LIP).

d. Early Intervention. This service will provide drug and al coho
abuse education to explore related risk factors, and assist individuals in
recogni zi ng the harnful consequences of inappropriate drug/al cohol use.
Service will be delivered in a classroomsetting or in one-to-one
sessions for a mninmmof three hours. Individuals my be referred
for an assessnent if new probl ens appear.

e. Qutpatient Services (OP). This service will provide drug and
al cohol education and counseling in regularly schedul ed sessions of fewer
than nine contact hours per week. The appearance of new probl enms nay
require referral to other treatnent settings or agencies. Length of
stay will vary according to the severity of the individual’s
ill ness and response to treatnent.

f. Intensive Qutpatient Services (1OP). This service is designed for
Marines who require a nore intensive treatnent programwhile still neeting
the patient placenent criteria for outpatient care. Such service provides
essential drug and al cohol education and treatnment conponents while
allowing patients to apply their newWy acquired skills within "real world"
environnents. Length of stay will vary according to the severity of the
individual’s illness and response to treatnent, normally nine or nore, but
| ess than 20 contact hours per week. The appearance of new probl ens nay
require referral to other treatnment settings or agencies.

5-11



5004 MARI NE CORPS PERSONAL SERVI CES MANUAL

7. lnpatient Services. This service is for Marines who are al coho
dependent who neet the required patient placenent criteria and for Marines
di agnosed drug dependent. Length of service varies with the severity of
the patient’s illness and their response to treatnent. This service is
provi ded at hospitals with al cohol treatnent capabilities. Drug treatnment
wi |l be provided at Naval Hospitals

8. Patient Placenent. Placenment will be based on the seven conti nuum of
care assessnent dinensions, not the drug and al cohol diagnosis. A Marine
wi |l be assessed using the placenent criteria contained in NAVMC 2931

The assessnent information will be used by the Case Manager and the
Interdisciplinary Teamto recormend the Marine’'s placenent to the

Li censed I ndependent Practitioner. This will always be the |east

i ntensive portal of entry that will acconplish the treatnment objectives
while providing safety and security for the patient. A Marine may

enter the continuum of care at any portal

9. Case Managenent

a. Case nmanagenent is an essential elenent of this nodel. The SACC
Director will ensure that patients receive all the services necessary to
address individualized needs using case nanagenent.

b. Case nmanagenent involves identifying and coordi nating resources to
assi st patients achieve goals outlined in the treatnent plan. Al case
managenent deci sions, as with treatnment planning, nust be discussed with
and agreed upon by the patient.

c. Case Managenent begins with the assessnment of the patient and ends
wi t h di scharge pl anni ng.

10. Interdisciplinary Team (IDT)

a. SACCs will assenmble an IDT, at |east weekly, to reviewthe
Marine’ s bi opsychosoci al assessnent, treatnent plan, and treatnent
services. The IDT will make treatnent reconmendations to the LIP
(physician or clinical psychologist). The LIP will nake the fina
decision on all clinical recomendati ons.

b. The IDT will consist of appropriately trained individuals able to
assess, intervene, and treat Marines regarding drug and al cohol (e.qg.
physi ci ans, substance abuse
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counsel ors, social workers, nurses), the LIP, and the prinmary counsel or

11. Licensed |Independent Practitioner (LIP). An LIP (physician or
clinical psychologist) will be appointed to support the continuum of care.
The LIP will be responsible for clinically supervising counsel ors;

aut horizing any treatnment changes, to include: discharge, making

di agnosi s, determ ning portal of entry for Marines entering the

conti nuum of care, and approving | TP s.

12. Case Files

a. Units will maintain case files on each nenber counseled or treated
for a drug/al cohol related problem Information will be kept in ordinary
file folders clearly marked "Confidential Personal Information, for use
by Commandi ng Officer, the SACO SACS, and Treatnent Personnel Only."

These files shall have two parts: A docunent section (right side)
and a client history (left side).

(1) Docunent Section. One copy of all docunents pertaining to
the Marine’' s al cohol abuse/al cohol history shall be filed, in
chronol ogi cal order, with a Privacy Act Form signed by the Marine.
Exanpl es of appropriate docunents are copies of PMO reports, duty
| og pages, energency roomreports, breath/blood analysis reports, and
letters of treatment assignnent and conpl etion

(2) Chronological Log. The docunent section substantiates the
information in this section. Entries nust be thorough, detail ed, and
frequent enough to enable the Commandi ng OFficer and treatnent personne
to famliarize thenselves with the individual Marine's case. An entry
wi Il be nade for every event which indicates an incident of abuse or which
could affect the Marine's progress or failure to nake progress. A
Marine' s aftercare progress will be docunented biweekly by the unit
SACO SACS. Only the SACO SACS, Conmanding O ficers, and drug and al coho
counselors will make entries in an individual’'s case file.

b. SACC case files will contain the clinical package in NAVMC 2931
and will be clearly identified as a drug and al cohol treatnment record.
Each active case file will reflect, at a mninmm sem weekly persona
contact between the Marine and the counselor. These entries, known
as progress notes, will contain the follow ng:
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(1) Date.

(2) A clear statement of the level and duration of client’s
treatnent.

(3) Aclear statenment of any concerns, problens, or progress,
that should be tied to the assessnent di nmensions and problemareas in the
treatment plan.

(4) Any report of client statenents or actions should be witten
in behaviorally descriptive terns.

(5) Any plan for client action should be tied to an assessnent
dimension and to a problemarea in the treatnment plan. This should be
reflected in the treatnment plan.

c. Al case files, when not in use, will be |l ocked at all tinmes.
The information contained therein is highly personal and sensitive in
nature and will not be transmitted outside the unit or SACC, except as
aut horized by | aw or regul ati ons.

d. Active case files will be forwarded to a Marine’s new command
when the individual transfers. Active unit case files will be forwarded
to menber’s new conmand, marked, "For CO s Eyes Only." Active SACC case
files will be forwarded to the gaining Base/ Stati on SACC.

e. Individual records of outpatient evaluation, therapy, and other
care for drug/al cohol abuse and drug/al cohol dependency performed by SACCs
will be retired to nearest Federal Records Center when two years old as

described in reference (z).

f. Unit case files will remain active for two years follow ng the
last entry. At the end of this period, they will be destroyed by
shreddi ng or burning.

13. Additionally, the SACC shall:

a. Establish and maintain a detailed Standard Operating Procedure
(SOP) documenting the SACC operation

b. Arrange nedical evaluation for any Marine suspected of
drug/ al cohol abuse/ dependency.

c. Provide a witten Aftercare Plan to the Commandi ng O ficer for
Mari nes who have conpleted a treatnent program

5-14



MARI NE CORPS PERSONAL SERVI CES MANUAL 5003

d. Provide training to Substance Abuse Control O ficers/Specialists
(SACO' S) and assist in providing substance abuse education to nmenbers of
their command, to include assistance with | esson plan preparation

e. Provide substance abuse prevention and treatnent program
out r each.

f. Actively recruit drug and al cohol counsel or candi dates.

g. Ensure that clients are informed that there is no strict
confidentiality of communi cation between counselor and client since the
counsel or has a duty to disclose crimnal activity and other significant
matters to the Unit Commander

h. Ensure clients sign and are provided a copy of the
Confidentiality of Al cohol and Drug Patient Records Statenent at NAVMC
2931.

i. Submt required Al cohol and Drug Abuse reports.

5005. ASSI GNMENT TO TREATMENT SERVI CES

1. Marines requiring nmedical detoxification will not enter into any
treatment programuntil detoxification has been conpleted. The need for
medi cal detoxification will be determined only by a Medical Oficer

2. Marines with drug/al cohol problens will be treated | ocally whenever
possible to allow for famly and command participation in the treatnent
program Drug dependent Marines will be treated in residential progranms
at Naval Hospitals when deened to be the nost appropriate care by the LIP

3. Commanding Oficers will issue a Letter of Assignnent to Marines
schedul ed for treatnment services. This letter will clearly state the type
of programto which the Marine is

assi gned, reason for assignnment, program goals, expected behavior during
treatment, and consequences of refusing treatnent or failing to
successfully conplete the program A copy of this letter will be included
in the individual’s unit and SACC case file. See NAVMC 2931 for format.

4. The Medical Evacuation (MEDEVAC) systemw || be used when detern ned
by the LIP to be the npst beneficial treatnent protocol

5-15



5005 MARI NE CORPS PERSONAL SERVI CES MANUAL

a. The SACC, working closely with the patient’s conmand, will contact
the nearest patient affairs office to obtain a bed assi gnnment and arrange
for MEDEVAC to the treatnment facility.

b. Marines attending treatnment outside the local area will require no
cost Tenporary Additional Duty (TAD) orders.

c. Travel via privately owned vehicle (POV) is not authorized.
5006. AFTERCARE

1. The Commanding O ficer will place Marines that conplete

treatment in an aftercare status for 12 nonths. The cogni zant SACC or the
i npatient treatnent facility will provide a witten Aftercare Plan for
Marines conmpleting treatment. In order to nmeet individual needs, the
Aftercare Plan will vary for each person. Aftercare services will be
provided at the unit level, not at the SACC

2. Aftercare requires close observation and mandatory conpl etion of the

i ndi vidual Aftercare Plan and participation in self help groups (e.g., AA
NA, etc.). The unit SACO SACS will be responsible for nonitoring Mrines
in the aftercare program and provi ding an accurate assessnment of their
progress to the Comanding OFficer. SACO SACS will neet with Marines in
aftercare at | east biweekly. The Marine's progress will be docunented in
the nenber’s case file after every neeting.

3. A Marine diagnosed as al cohol dependent who returns to the use of

al cohol, while in an aftercare status, will be imediately counsel ed by
his Commanding O ficer and referred to the nearest SACC for reeval uation
and recommendation. Likew se, any Marine not diagnosed as al coho
dependent, who returns to the abuse of alcohol will require inmediate
referral

5007. TREATMENT FAI LURES

1. Individuals who fail to make progress, or who regress, should not
automatically be considered a treatnment failure. The individual’s plan
(treatment or aftercare) should be reassessed by the SACC to determ ne
if there is a need to nodify the approach. If the outcone indicates a
need to nmodify the plan, the necessary nodifications will be made so
the individual can effectively achieve the assigned goals.
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2. Individuals who refuse to participate in their plan, or who are
determined by a LIP to have failed treatnment, will be

returned to their command and will be processed for separation per
reference (r).

5008. SEPARATI ON OR RETENTI ON

1. Before deciding to separate a Marine, the Conmander shoul d consi der
all possible factors, to include the needs of the Marine and the Marine
Corps. Oten, a devel oping al cohol problemmanifests itself in a series
of acts of m sconduct and/or steadily deteriorating performance. Every
effort nust be nmade to identify and treat Marines before their record
has deteriorated to the point where adninistrative separation is |ikely.

2. Any Marine who refuses, fails to participate, or does not successfully

conplete treatnment/aftercare will be processed for separation per
reference (r). Likew se, any Marine who returns to the abuse of al coho
and/ or whose standards of conduct and performance declines follow ng the
successful conpletion of a treatnment/aftercare programw || be processed
for separation per this Manual and reference (r), if determ ned not
anenabl e or qualified for additional treatnent.

3. Regardless of the type of discharge, commanders will ensure that no
Marine requiring treatment will be separated until that process is
conpleted. This does not include aftercare.

4. Marines determned to have used or possessed illegal drugs will be
screened at a SACC and processed for separation per reference (r).

Mari nes who have been retained, will be ordered into a drug treatnent
program recommended by the SACC, and conply with aftercare program
requi renents in paragraph 5004.

5009. DECLINING TREATMENT. |If a Marine being processed for separation
declines treatnent, the conmand will at that tine:

1. Provide the Marine, in witing, the location of the Veterans
Administration Medical Facility (VA MedFac) nearest their place of

resi dence or hone of record and docunent the date and the fact that the
Marine was provided this information in the Marine's case file.
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2. Docurnent the declination of treatnment in the OQR/ SRB, page 11, with
the Marine’s signature acknow edgi ng t he refusal

3. Commanders may note and sign the entry if the Marine refuses to sign
the OQR/ SRB statenent declining treatnent.

5010. ANTABUSE

1. Antabuse is a nedically prescribed treatnent to aid in the recovery of

sel ected al cohol dependent Marines. It is not nedically warranted in
every case and only a qualified Medical Oficer nmay prescribe it.
Commands will not obtain or dispense Antabuse.

2. Marines participating in drug/alcohol treatnment programs will not be
required to take Antabuse against their will. There may be tinmes when a
menber feels a need to take Antabuse; this should be expected. This
procedure will only be conducted under rmedical supervision

5011. VETERANS ADM NI STRATI ON MEDI CAL FACI LI TI ES (VA MEDFAC)

1. The use of VA MedFac for treatnent of drug/al cohol dependence is
considered an alternative to treating the Marine at a MIF and shoul d
be utilized for special circunstances. |If a comander determn nes
that treatment at a VA MedFAC is in the best interest of the

Marine Corps and the Marine being separated, a request will be
submitted to CMC (MR) via nessage

2. Marines treated at a VA MedFac will be separated fromactive duty
through a designated Marine Corps activity per reference (v). Treatnent
will be at the VA MedFac with capabilities nearest the Marine s hone of
record or place of residence.

5012. DI SCLOSURE OF CONFI DENTI AL | NFORMATI ON. Records of the identity,

di agnosi s, or treatnment of any patient, which are maintained in connection
with the performance of any Departnment of the Navy programor activity
relating to substance abuse education, prevention, training, treatnment,
rehabilitation, or research, shall be confidential and may be di scl osed
only under the circunstances prescribed bel ow

1. Disclosures Qutside the Unifornmed Services. Disclosure of
confidential patient information outside the Uniforned Services
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is governed by the provisions of 42 U S.C, section 290dd-2, and 42
C.F.R, sections 2.1 et seq. Such disclosures are permtted under the
foll owing circunstances:

a. Consent. The content of any record referred to above may be
di scl osed outside the Uniforned Services in accordance with the prior
written consent of the patient with respect to whom such record is
mai nt ai ned, but only to such extent, under such circunmstances, and for
such purposes as may be allowed under 42 C F.R, sections 2.1 et seq.
In such cases, a CONSENT TO OBTAI N | NFORMATI ON FORM ( NAVMC 2931),
will be used to authorize release of client information. Wen such
a disclosure is made the original copy of the release formw ||
be placed in the nenber’s clinical file.

b. Wether or not the nenber, with respect to whom any given record
referred to above is nmintained, gives witten consent, the content of
such record nay be disclosed outside the Uniforned Services as foll ows:

(1) To nedical personnel to the extent necessary to neet a bona
fide medi cal energency.

(2) To qualified personnel for the purpose of conducting
scientific research, managenent audits, financial audits, or program
eval uation, but such personnel may not identify, directly or indirectly,
any individual patient in any report of such research, audit, or
eval uation, or otherw se disclose patient identities in any manner

(3) If authorized by an appropriate order of a court of conpetent
jurisdiction granted after application showi ng good cause therefore,
including the need to avert a substantial risk of death or serious
bodily harm | n assessing good cause, the court shall weigh the
public interest and the need for disclosure against the injury to
the patient, to the physician-patient relationship, and to the
treatment services. Upon the granting of such order, the court, in
determining the extent to which any disclosure of all or any part of any
record i s necessary, shall inpose appropriate safeguards agai nst
unaut hori zed di scl osure.

c. The prohibitions of this section do not apply to any interchange
of records between the Uniformed Services and those conponents of the
Department of Veterans Affairs furnishing health care to veterans.
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2. Disclosures Wthin the Uniformed Services. The specific disclosure
prohi bitions contained in 42 U. S.C., section 290dd-2, and 42 C F.R
sections 2.1 et seq., do not apply to the interchange of confidentia
patient information within the Uniformed Services. Such disclosures,
however, are subject to the limtations prescribed in this Mnual. For
this section, the term Commanding Oficer is defined as those who possess
Special Court-martial convening authority (normally Battalion or Squadron
Comanders) .

a. Consent. Confidential records may be di scl osed when the nenber to
whom such records pertain provides prior witten consent to the disclosure
to a specified individual within the Uniforned Services. In such cases, a
CONSENT TO OBTAI N | NFORMVATI ON FORM  (NAVMC 2931), will be used to
aut horize rel ease of client information. Wen such a disclosure is made,
the original copy of the release formw Il be placed in the nmenber’s
clinical file.

b. Consistent with DoDInst 1010.6, whether or not the nember, with
respect to whom any given record referred to above is nmintai ned, gives
written consent, the nenber’s Commandi ng O ficer has access to al
program records regarding that menber, including disclosures nade by
the nmenber to substance abuse screening, counseling, or treatnent
personnel, at Al coholics Anonynous and Narcotics Anonynous
nmeetings, or while attending Navy/ Mari ne Corps preventive education
or intervention classes. However, the Commandi ng Oficer’s use of
such information is subject to the linitations prescribed in this Mnual

(1) The Commanding Oficer is the only menber of the conmand with
access to confidential information. The nenber may al so provide witten
consent to release of the information to another specific nmenber of the
command. Notwi t hstandi ng the above, information which discloses that
any crine or illegal act is about to take place will be inmediately
transmitted to the installation provost marshal for appropriate conmand
notification and to facilitate the protection of potential victinmns.

(2) Al providers have a duty to inmediately informthe Commandi ng
O ficer of any disclosure of a past crinme or illegal act, an incident
whi ch places the command or any of its nmenbers in jeopardy, and al
other matters significant to the command.
c. Records of the identity, diagnosis, prognosis, or
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treatment of any nmenber who has sought or received counseling, treatnent,
or rehabilitation in any Departnment of the Navy substance abuse
counseling, treatnment, or rehabilitation program which are maintained in
connection with such program nay not be introduced agai nst the nmenber in
a court-martial except as authorized by a court order issued under the
standards set forth in 42 U.S. C, section 290dd-2. This restriction does
not apply to the use of such records for rebuttal or inpeachnent

pur poses where evidence of illegal substance use or al cohol abuse (or |ack
thereof) has first been introduced by the nenber.

d. Disclosures made by a nenber to substance abuse screening,
counseling, treatnment, or rehabilitation personnel relating to the
menber’ s past substance use/ abuse, or possession incident to such
use/ abuse, including disclosures made at Al coholics Anonynous neeti ngs,
Nar coti cs Anonynous neetings, or when attendi ng Navy/ Mari ne Corps
preventive education or intervention classes, nay not be used against the
menber in any disciplinary action under the UCM] or as the basis for
characterizing a discharge, provided that the information is
di scl osed by the nmenber for the express purpose of seeking or obtaining
treatnment, or rehabilitation.

(1) This provision does not preclude the use of disclosed
information to establish the basis for separation in a separation
proceeding or to take other adm nistrative action
Nor does it preclude the introduction of evidence for inpeachnent or
rebuttal purposes in any proceeding in which
illegal substance abuse (or |lack thereof) has first been introduced by the
menber .

(2) The use of information disclosed by a nenber to persons ot her
than mlitary substance abuse program personnel is not limted under this
provi si on.

(3) Information disclosed in response to official questioning in
connection with any investigation or disciplinary proceeding will not be
consi dered information disclosed for the purposes of seeking or obtaining
treatnment or rehabilitation and the use of such information is not limted
under this provision.

e. Confidential information may al so be disclosed within the
Uni formed Services, with or without the nenber’s consent, under the
foll owi ng circunstances:

(1) To the extent necessary to neet a bona fide nedical energency.
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(2) I'n conmunications between staff nenbers within a program or
bet ween program staff of the same or different Armed Forces facilities and
other qualified staff who provide services
to the program

(3) When the information contains no identifying data.

(4) If authorized by an appropriate order of a court (or court-
martial) of conpetent jurisdiction granted after application show ng good
cause therefore. In assessing good cause, the court shall weigh the
public interest and the need for disclosure against the injury of the
patient, to the physician-patient relationship, and to the treatnent
services. Upon granting such an order, the court, in determning the
extent to which any disclosure of all or any part of any record
i s necessary, shall inpose appropriate safeguards agai nst unauthorized
di scl osure.

f. Except as authorized by court (or court-martial) order under
par agr aph 5010. 2e(4) above, no clinical record of any nmenber who has
sought or received counseling or treatnment in any Marine Corps or Navy
subst ance abuse counseling, treatnent, or rehabilitation program which is
mai ntai ned in connection with such program nay be used to initiate or
substantiate any crimnal charge or to conduct an investigation of the
i ndi vidual. However, such evidence may be used for rebuttal or
i npeachnment purposes where evi dence of substance abuse (or | ack
t hereof) has been introduced by the accused and it is otherw se
admi ssi bl e.

5013. RECORDS NMANAGEMENT

1. Non-clinical records shall be maintained in a secure |imted access
area to track the nunber of individuals served and the services requested,
i.e., files, index cards, database, or a formof data collection that best
nmeets the needs of the activity.

2. Individual, marriage, and fanmily counseling records will be maintained
in a secure limted access area per the Federal Systens Notice. Files
will be destroyed two years after case closure. Automated records are

mai ntai ned for five years, after which all disks and tapes are erased per
the Federal Systens Notice
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3. Famly Advocacy Program case records are naintai ned at the

activity five years after the last entry in the file. |If there is no
subsequent activity four years after closure, the records are transferred
to the National Personnel Records Center, 9600 Page Boul evard, St. Louis,
MO, 63132-5100, where they are retained for 50 years and then destroyed.

a. These files are highly sensitive and nust be protected from
unaut hori zed di scl osure. VWhile records nmay be maintained in various Kkinds
of filing equipnment, specific enphasis is given to ensuring that the
records areas are nonitored or have controlled access.

b. Access to records or information in the Central Registry is
limted to those officials who have been properly screened and trai ned
and/ or have a need to know consistent with the purpose for which the
i nformati on was collected. The threshold for "need to know' is
strictly limted to those officials who are responsible for the
identification, prevention, evaluation, intervention, treatnent
and rehabilitation of beneficiaries involved in abuse or neglect.

c. The FAP staff will ensure that the intake assessnent and clinica
notes are not duplicated and will not be placed in both the victimand
al l eged offender’s case files.

d. Famly Advocacy cases nay be closed at the concl usion of
rehabilitation as determi ned by the CRC

e. Famly Advocacy records identified for transfer will be sent to
t he gai ning conmand FAPM via certified mail.

f. Famly Advocacy case records shall be secured and maintai ned per
Federal Systens Notice and DODDir 6400

4. For service nenbers enrolled in the Debt Liquidation Program

i ndi vi dual financial counseling records may be transferred when a service
menber is reassigned to another installation. Active case files will be
transferred to the gaining installation if the service nenber was directed
by command to participate in the Program Voluntary enroll ees may request
inwiting that their enrollnment continue and their case file be

f or war ded.

5. Substance Abuse Records. Per reference (z) docunentation of drug and
al cohol abuse and treatnment of mlitary personnel, conmand correspondence
and clinical documentation by non-nedica
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units is described in chapters 3 and 5 of this manual and NAVMC 2931.

5014. REPORTING Reporting requirenents are essential to ensure Personal
Services Prograns are operated effectively according to regul ations,
program st andards, MOEs, QA Plans, and programinspection criteria.

1. The automated Personal Services Quarterly Sunmary Report is due to CMC
(MR) on 15 January, 15 April, 15 July, and 15 Cctober of each year. The
Report Control Synbol assigned to this report is MC 1740-02.

2. Central Registry. The Central Registry data is contained within two
comput er prograns, Child and Spouse Abuse (CASA), and Rape and Sexual
Assault (RASA). The FAPM at each installation shall report all incidents
of abuse or alleged abuse to the HQWC Central Registry by nmeans of

Chi | d/ Spouse Abuse I ncident Report (Report Control Synbol DD 1752-03
(External RCS DD- M&P(W 1738)). This report will be electronically
submitted to the CMC (MRO no nore than 15 worki ng days after the CRC has
made a deci sion on the case (open, reoccurrences, and closed cases). Low
| evel unsubstantiated cases and open cases being transferred to other
installations also require subm ssions. Details for preparation are
provi ded in DODI nst 6400.2. Central Registry information cannot be

rel eased for any purpose other than for tracking abuse cases invol ving
Marine Corps fanmlies, or for background checks for prospective enpl oyees
who work with children. Al other requests for Central Registry

i nformati on shall be processed through CMC (MRO). Central Registry
information is not rel eased to pronotion boards.

a. The CMC (MR) staff will electronically transfer Central Registry
Quarterly Statistical Reports to the Assistant Secretary of Defense (FMP)
and to each Conponent Conmand.

b. Al other Services and Coast Cuard cases entered in the Marine
Corps Central Registry will be reported to the appropriate Service Central
Regi stry within 90 days of entry.

c. The Child and Spouse Abuse (CASA) autonmated information systemis
mai nt ai ned by CMC (MR) and updated by each installation with input
determ nati on on each FAP case.

d. The Rape and Sexual Assault (RASA) automated information system
is maintained by CMC (MR) and updated by each
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installation with input determ nation on each case. This systemis also
linked to the CMC (MR) Central Registry.

3. Institutional Child Abuse and Neglect Report/Extra-Fanmilial Child
Sexual Abuse or Neglect Report. Al known or suspected incidents of
institutional child abuse will be reported to CMC (MR) tel ephonically
within 24 hours and in witing within 72 hours of discovery. The formt
for subm ssion is provided in NAVMC 2930. The Report Control Synbol
assigned to this report is DD 1752-01

4., Famly Advocacy Report of Death/Serious Injury. Every case involving
death or serious injury of a spouse or child, which is known or suspected
to be the result of abuse or neglect, is to be reported to the CMC (MR)
within 24 hours of discovery. The format for submi ssion is provided in
NAVMC 2930. The Report Control Synbol assigned to this report is

DD- 1752- 02.

5. Centralized Credentials Database (CCDB). A database mmintained by CMC
(MR) contains data on clinical privileged practitioners. Installations

wi |l submit any changes/updates to the credentialing status of clinica
practitioners quarterly to CMC (MR). The primary source of verification
and periodic credentials review shall be done by the personnel of the

CCDB. Contractors are responsible for primary source verification and
periodic review of their enployees, the results of which shall be provided
to the CCDB.

6. lnvestigation and Disposition of Allegation of dinical Counselors

| npai rnment _or M sconduct. Installation Commandi ng General s/ Commandi ng

O ficers shall notify CMC (MR) within three working days of the initiation
of an investigation, and within three working days after the final action
(adj udi cation, privilege action, or adm nistrative disposition has been
determned). CMC (MR) shall report these results within five working days
directly to the applicable state or national |icensing and certification
agenci es, applicable professional clearing houses, the Nationa
Practitioner Data Bank, the Assistant Secretary of the Navy (Manpower and
Reserve Affairs), and the Assistant Secretary of Defense (ASD) for Health
Affairs. Specific procedures are contained in references (g) and (i).

5015. TRANSI TI ONAL COVMPENSATI ON FOR ABUSED FAM LY MEMBERS (TCAFM) . Per
Public Law 103-160, the 1995 DoD Aut hori zati on Act
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requires the Arned Forces to provide nmonthly benefit paynents to the
famly menbers of former active duty service nenbers who are

di scharged or separated fromthe mlitary due to donestic violence. TCAFM
provi des the opportunity for a spouse/fanily nmenber to relocate, identify,
and/or train for full enploynent or to return to school. Mlitary
identification cards shall be provided. Recipients of TCAFM are

granted access to MIFs. Procedures are provided in Appendi x C

5016. FAM LY ADVOCACY COVIVAND ASSI STANCE TEAM (FACAT). Each
installation is required to establish a | ocal FACAT capabl e of

i nvestigating, crisis intervention, forensic interview ng, nedica
treatment, and information dissenmination relating to suspected child
sexual abuse at facilities and activities under mlitary jurisdiction
When extra-famlial child maltreatnment is alleged to have occurred in
facilities under mlitary jurisdiction, DoDlnst 6400.3 requires a

report to the Assistant Secretary of Defense (FM&P) via the CMC (MR)
within 72 hours of discovery. These cases shall be reported

i medi ately to the Command FAPO and the CRC for assistance and
coordination. 1In cases where there are multiple victins

(known or suspected), extensive comrunity concerns, and/or other conplex
i ssues, assistance is available fromthe Conponent Comrand and CMC (MR).
DoD has established a Joint Service Multidisciplinary Professional Crisis
Intervention Teamto suppl enent the | ocal FACAT and assi st comranders

in these cases.

5017. STAFFI NG STANDARDS

1. Commanders shall ensure adequate and qualified staffing to support and
sustain the capabilities identified in this Manual. Cinical providers
shall be State licensed or State certified, and privileged eligible. The
m ni mum staffing standard for all clinical providers providing individual
marital, famly counseling or fam |y advocacy services is a ratio of .46
prof essional full time enployees per 1000 service and famly

menbers. |In addition, there is a mninumrequirenment of .116

adm nistrative support full tine enployees per 1000 service and famly
menbers.

2. Credentialing and privileging, per reference (i), requires credentials
review and privileging for all clinical providers, with the exception of

t he Substance Abuse counselors. Detailed requirenents are contained in
par agr aph 5018.
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a. FAP Managers and clinical supervisors must neet independent
provi der status as determ ned by TRICARE. OCONUS and i sol ated CONUS
commanders shal |l consi der special budgetary
needs for training of staff to neet continuing education requirenents.

b. Substance Abuse counsel ors nust be certified by the Navy.

3. Volunteers are authorized and encouraged to work onboard military
installations. Volunteers are a valuable resource for commanders to
utilize and are a force multiplier. Volunteer services nmay be accepted
in accordance with the requirenents of 10 U S.C. § 1588.

a. These volunteers cannot be utilized to circunvent the enpl oynment
of civil service or nonappropriated fund system enpl oyees.

b. Volunteers nay not be placed in decision-making positions or be
conpensated for their services except in the case of reinbursenment of
i nci dental expenses.

c. Volunteers shall be considered enpl oyees of the Government only
when acting within the scope outlined in their respective officia
position description, as provided in 10
U S.C. Section 1588.

4. Personal Services staff, including volunteers who have
regul ar contact alone with children under the age of 18, shall receive
crimnal history background checks per DoDl nst 1402.5.

5018. CLIN CAL STAFF PREREQUI SI TES

1. Providers. dinical providers who provide counseling services to
i ndi vidual s, couples and famlies, as well as FAP Case Managers
provi di ng assessnments and intervention, shall neet all of the
foll ow ng standards:

a. Education. A masters or doctoral degree as specified belowin
one of the follow ng disciplines:

(1) A graduate degree in clinical social work froma program
accredited by the Council of Social Wrk Education (CSVE)
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(2) A doctoral degree in clinical psychology from a
program accredited by the American Psychology Association (APA).

(3) A graduate degree in marriage and family therapy
from a program approved by the Commission on Accreditation for
Marriage and Family Therapy Education (COAMFTE) or an equivalent
degree approved by a state regulatory board.

(4) A graduate degree in a program accredited by a
nationally recognized professional mental health organization or
master’s degree in psychology from a graduate program accredited
by the Interorganizational Board for Accreditation of Matters in
Psychology Program (IBAMPP) or an equivalent degree approved by
a state regulatory board.

b. Licensure or Certification. All clinical providers must
possess a valid state license or certification, at the
independent provider level, and meet the criteria established by
TRICARE for Independent Provider Status. Those clinical
providers who do not meet the TRICARE criteria for Independent
Provider Status must possess a valid state license, and be
eligible for reimbursement under the clinical supervision of a
clinically privileged independent practitioner where they are
employed. Counselors licensed as Licensed Professional
Counselors (LPC) must receive documented supervision by a
clinically privileged independent practitioner. Civil Service
and contract counselors in the status of intern/student must
receive face-to-face clinical supervision by a clinically
privileged practitioner.

c. Experience. Clinical providers must possess at a
minimum, two years post-graduate professional experience in
individual, couple, family or mental health counseling. FAP
providers must possess two years post-graduate professional
experience in domestic or family violence counseling and
counseling services to maltreated children.

>Ch 1 d. Training. Counselors will be trained annually in
domestic violence risk factors, dynamics, referral, safety
planning and appropriate responses for their discipline, which
may include screening procedures, identification, assessment,
sensitive iInterviewing of suspected victims and case management.
These training elements are essential for ensuring victim safety
and the protection of offender rights.
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2. Family Advocacy Program Managers (FAPM) and Clinical
Supervisors. The FAPM and Clinical Supervisors shall meet all
of the following education, licensure, and experience criteria:

a. Education. Refer to paragraph 5018.1.a(1)-(3).

b. Licensure or Certification. Refer to paragraph
5014.1.Db.
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c. Experience. A minimum of four years post-graduate
professional experience, of which two years must be in
couple/family and children services or two years post-graduate
professional experience in family/domestic violence, or two
years mental health counseling with individuals and families;
and a minimum of two years of post-graduate experience as a
clinical supervisor of professional clinical providers.

3. Federal Employment. Providers, FAPMs, and/or Clinical
Supervisors will be eligible for Federal employment in the
following series:

a. GS-185, Social Work.

b. GS-180, Clinical Psychologist at the doctorate level,
and counseling Psychologists at the Master’s level.

c. GS-101, Marriage and Family Therapist and Licensed
Professional Counselors.

4. Credentials and Privileging. Credentialing and Privileging
are a condition of employment. All clinical providers,
managers, and/or clinical supervisors shall be credentialed and
privileged per this Manual, reference (i), and NAVMC 2930; and
as part of each installation’s Quality Assurance (QA) Plan.

Each existing and prospective clinical provider, FAPM, and/or
clinical supervisor shall submit their credentials through their
Personal Services Director via their Component Command to CMC
(MR) for primary verification.

>Ch 1 a. Credentialing and Privileging. The clinical
counseling programs of the Marine Corps require credentialing
and privileging of counselors. The Commandant of the Marine
Corps (CMC) (MR) is the corporate privileging authority for the
Marine Corps clinical practitioners and will provide primary
verification of credentials. Once primary verification of
credentials is completed, the installation commander makes the
final privileging decision. In the event that denial is
considered, the installation commander will convene a peer
review panel, per enclosure 5 of reference (b), to provide the
respondent a fair and impartial hearing. During the hearing,
the issues that form the basis for a potential denial,
limitation, revocation of clinical privileges or termination of
professional staff appointment may be responded to or rebutted.
1T, upon completion of the peer review panel, the installation
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commander finds that the respondent should not be privileged
(and there is no appeal) forward a copy of the entire package
(peer review panel findings and installation commander®s
endorsement) to CMC (MR). In the event of an appeal, forward
the entire package with the appeal to CMC (MR), the appeal
authority for final determination.

b. The AC/S or Director, MCCS must maintain an Individual
Credentials File (ICF) on all clinical privileged practitioners
and an Individual Professional File (IPF) on all clinical non-
privileged providers. Contractors will maintain a current

ICF/IPF for their employees working within Personal Services and
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will provide a copy to the AC/S or Director, MCCS. The ICF/IPF wll
contain docunentation related to the clinical provider’s current and past
licensure/certification status, education and training, professiona
experience, and current conpetence. The AC/ S or Director, MCCS nust
ensure the information contained in the ICF/IPF is nonitored, continually
updat ed, and reported quarterly to CMC (MR). The ICF/IPF will be
transferred with the providers through the course of their enploynment and
archived to HQMC (MR) upon ternination of enploynent.

c. In positions for which privileging is required, those clinica
provi ders who do not request such privileges, those clinical providers who
do not nmaintain required qualifications or those clinical providers who do
not qualify for clinical privileging within 36 nonths are subject to
processing for separation under the terns of their contract or agreenent
for contract providers or partnership providers.

d. Each clinical provider is responsible for ensuring the accuracy
and currency of all information in his or her ICF/IPF. Providers nust
i medi ately informthe holder of their ICF/|IPF of any change in status of
any professional qualification, which could inpair their ability to
provi de safe, conpetent, and authorized clinical services.

5. LI CENSURE REQUI REMENTS

a. OCONUS incunbent providers, nanagers and clinical supervisors
shall have three years fromthe effective date of this Manual to neet the
licensure requirenents of their position. Providers nmust continue to
receive direct clinical supervision. Managers and clinical supervisors
who possess the ACSWCertification, in lieu of a state |license, nay
provi de clinical supervision, however, they nust obtain a state |license at
t he i ndependent provider level within three years of the effective date of
this Manual, per reference (i).

b. Those CONUS i ncunbent providers, managers and clinical supervisors
shall neet the licensure requirenents at the independent provider |evel of
their state. In the interim they nust be under the direct supervision
of a clinically privileged practitioner

c. Under exceptional circunstances, an individual provider, FAPM or
clinical supervisor may request a waiver of specific
requi renments for clinical privileging. Wiver requests nust
i nclude full docunentation of the rationale for such a request
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and a detailed plan to rectify the situation so as to obtain
conpliance with privileging regulations. Wiver requests shall be
submtted via the chain-of-command to CMC (WR).

5019. EQUI PMENT. Intervention and treatnent are critical services for
Marines and their famlies. To make information on these services nore
readily avail able, a 24-hour tel ephone answering systemw || be avail abl e
at the installation level. This shall allow information to beconme nore
accessible and allow famlies to | eave nmessages during off-duty hours.

I nformati on Technol ogy, CGeneral Support, and other functions will be
provi ded under the AC/S or Director, MCCS. Conputer hardware necessary
for office use will be capable of running current versions of the standard
Marine Corps office automati on software and other software required to
support m ssion requirenments. Both hardware and software will be
purchased in conpliance with applicable Marine Corps policy.
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CHAPTER 6
| NTERFACE W TH OTHER AGENCI ES

6000. GENERAL. The Personal Services staff will maintain effective
working relationships with all staff sections on base, and maintain a
cl ose cooperative relationship with mlitary and community resources in
order to nake proper referrals.

1. The staff will know the function and capabilities of |egal services,
MIFs, chapl ains, housing referrals, the SACCs, the education offices,
speci al services, the credit unions, the child care centers, schools, and
ot her agenci es.

2. The staff will also be famliar with the functions and capabilities of
the American Red Cross (ARC), Navy and Marine Corps Relief Society, Young
Men’ s Christian Association (YMCA), Young Whnen's Christian Associ ation
(YWCA), United Services Organi zation (USO, United Way Agencies, and ot her
aid organi zations in the comunity.

6001. RETIRED ACTIVITIES PROGRAM A Retired Activities Ofice (RAO per
reference (y), is designed to serve as a focal point aboard Marine Corps
installations for conducting official retired activities and service
delivery. The activities and services may include, but are not limted
to, planning and conducting an annual sem nar, appreciation day, and or a
| uncheon; assisting retirees in solving problens related to their mlitary
service; providing information and referral services regarding retiree
benefits and entitlenments; and casualty assistance. Specific guidance is
contai ned in NAVMC 2925, Retired Activities Ofice Desk Cuide.

6002. | NTERFACE WTH COVMUNI TY SERVI CES. The Mari ne Corps Persona
Services capabilities should not duplicate existing |ocal resources
provi ded they are accessible, effective, and of good quality. The
Personal Services staff nmust set up and maintain a close cooperative
relationship with mlitary and community resources. The mgjor thrust of
t he Personal Services
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capabilities is the prevention of problens through the enhancenent of
famly life and the utilization of information to maxi m ze the use of
comunity services, and existing educational and preventive prograns.
These services will be offered both during and after normal working
hours to all ow naxi num parti ci pati on.
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CHAPTER 7
QUALI TY ASSURANCE (QA) PROGRAM

7000. CGENERAL. Installation Commanders shall inplenent a

QA Programto ensure the effectiveness of Personal Services prograns.
This programrequires the devel opnent of an Annual QA Pl an, which
addresses the goals, and objectives of prevention activities and
intervention and treatnment. The Quality Assurance (QA) Program

i nvol ves an ongoi ng process to nonitor and eval uate objectively

and systematically the access to and appropri ateness of client care,
custoner service, and to resolve identified problens in care, service, or
per f or mance.

1. Inspection procedures are an integral part of an effective QA Program
I nspections should be conducted to ensure that the Personal Services
Progranms are being operated according to existing regulations and in
support of m ssion acconplishnent.

7001. DEFI NI TIONS
1. Quality is the degree of adherence to generally recognized standards
of good practice and achi evenent of anticipated outcones for a particul ar

servi ce, procedure, assessnent, or problem

2. Appropriateness is the extent to which a particular service, action
or referral is appropriate and clearly indicated for the client/custoner.

7002. OBJECTI VES
1. To systematically assess and nmonitor the quality and appropri ateness
of services provided, and to identify opportunities to inprove custoner

servi ce.

2. ldentify, assess, and decrease risk to custonmers and staff, thereby
reduci ng exposure to liability.

3. Justify resources needed to nmintain, and preferably exceed,
accept abl e standards of customer service

4. Communicate inmportant QA information to effect sound managenent
decision-naking at all |evels of the organization
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5. Integrate, track, and trend QA information to identify significant
patterns or processes, which nmay need in-depth review, to be addressed by
CQ techniques or other intervention

6. ldentify education and training needs.

7003. REQUI REMENTS. The Programis guided by a plan. At a mininm the
pl an incl udes:

1. Program objectives and neasures of effectiveness. |In order to be and
remain effective in nmeeting the needs, and providing the services, which
benefit your conmunity, it is inportant to assess program outcones on an
ongoi ng basis. To know how effective your programis requires that you
exam ne several outcomes. |n general, outcones are indicators or
nmeasures, which show the extent to which a program s goals and objectives
have been achi eved; thus, they nmust be devel oped in conjunction with a
program s goals and objectives. For exanple, the Information and Referra
program assists Marines and their fanmlies by providing information to
nmeet needs. One of the desired program outconmes would be the ability of
famlies to | ocate needed services based on appropriate referrals.

2. Organi zational and program responsibilities.

3. Scope of the QA programto include the nethodol ogy for obtaining
custoners’ input on quality. For exanple, to assess the quality of

i nformati on and referral services neans assessing characteristics or
aspects of your programin such areas as custoner/comand sati sfaction
custoner service, programcontent, and referrals.

4. Required QA functions including what is to be done, by whom and how
frequently.

5. Information flow and revi ew needs. The specific need(s) which each
programor service is intended to address should be

identified in the context of intended target populations. The
distribution of services anong clients nust be eval uated and assessed
regularly to acconmodate changi ng popul ati ons wi th changi ng needs.

6. Annual review of program effectiveness with revision as necessary.
The success of a programor service is directly
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linked to its outcomes. CQutconmes should be identified,
routinely reviewed and integrated into the day-to-day nmanagenent of each
program Some of the npbst inportant programindicators to be addressed
i ncl ude:

a. Ability of the programto neet the needs of the targeted
popul ati ons;

b. Level of programuse by the targeted popul ati ons;
c. Level of user satisfaction;

d. Desired results of individual users

e. Level of conmand satisfaction;

f. Awareness of the program by non-users;

g. Decrease urine positive sanples and DW/DU's by an established
per cent age; and

h. Methodol ogy by which data generated by the QA programis used to
continuously inprove the cormmand and customer services.

7004. PROGRAM ELEMENTS

1. Occurrence screen. A review of a predeternined type of incident to
determne if the incident resulted fromsonme deviation fromthe usua
standard of practice. COCccurrences mght include: suicide, death due to
al cohol m suse, re-abuse in fam |y advocacy cases, continued drug/al coho
abuse, bankruptcy filing, etc.

2. Focused review. Concentrated assessnment of a specific process or
cust oner sub-popul ation, or other designated areal/problem

3. TIrend analysis of cases. Analysis of cases on an ongoing basis to
determ ne changes in qualitative features such as referral problens,
rel apse, and other contributing probl em areas, overseas screenings,
bounced checks, and letters of indebtedness.
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4. Summary. The chart that follows identifies a nunber of areas to
exam ne, which assess the effectiveness of progranms and services.

QUALI TY ASSURANCE (QA) PROGRAM

| What You Want I nf ormati on Source What to Look For

I
| to Know |
I I

I

| - Are service nenbers,

-Users vs. Nonusers

I
I
I
-Communi ty Needs |
I
I
I

| fam |y nenbers and | Assessnent Awar eness

| conmands awar e of | -dient feedback -Cient satisfaction/

| informati on and referral|-Foll ow up survey -Perception of service
| services? | - Sign-up sheets/intake |quality

| -Who is using the | forns | - I ndi vi dual i npact

| program servi ces? | -Referral agency | (e.g., successfully

| reachi ng? | - Command Leaders (CO, |service needed)

| -Are you neeting the | XO, Sgt Maj, 1stSgt) - Rel apse rates

-Command referral s
-Incident rates; trends

| needs of your community |- Conmmand feedback
| and target groups?

| -What is the quality of
| the information and -Case record review

I

I

- Focus groups |

I

I

| referral s provided? -l nstall ati on/ command
I

I

I

I

-Custoner satisfaction

| -What results do | statistics and incident
| i nformati on and | reports
| referral s have? |

I
I
I
I
I
I
I
I
I
I
| -Who is the programnot |interviews |l ocated and received
I
I
I
I
I
I
I
I
I
I

Fi gure 7-1 PROGRAM ASSESSMENT CHART

7005. TRAINING OF PERSONAL SERVI CES STAFF. Training is an essential part
of Marine Corps Comrunity Services.

1. Staff personnel nust be suitably trained to provide conpetent services
to Marines and their famlies. Mreover, the staff can act as a val uable
training resource for other organizations in the Conmmand.

2. Adequate training should be budgeted so that each staff menber

is prepared to performall duties fully and conpetently. Training

for the staff is one of the nbst cost-effective investnents that can be
purchased. As part of the QA Program records nmust be kept docunenti ng
the professional enrichnment training received by the staff nmenbers each
year. Contractors should provide records of training offered to the
contract counsel ors and other professional devel opnment neetings and
training attended by contractors.
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7006. TRAI NI NG RESOURCE FOR THE COVWMAND. The Personal Services staff, by
virtue of education and experience, is a valuable resource the comand can
use to provide training. Suggested training topics include troop

i nformati on, classes about child abuse prevention, financial nanagenent,
pre- and post-depl oynment briefings, child devel opnment classes for child
care center personnel, and infornmation about donestic violence for
mlitary police. The staff should be available to conduct training
requested by the command.
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APPENDI X A
DEFI NI TI ONS

The followi ng definitions are intended solely for the
adm nistration of the prograns set forth in this Manual. They are not
intended to nodify or influence definitions applicable to statutory
provi sions and regul ations, which relate to determ nati ons of m sconduct
and line of duty, mlitary disability benefits, and crimnal or civi
responsibility for individual acts or om ssions.

1. Abuse
a. Direct physical injury, traunma, or enotional harmintentionally
inflicted on a child, spouse, or parent, or inflicted through a wanton or

reckl ess disregard of the safety and welfare of the injured party.

b. Msuse or wongful use of a substance; whether or not used
therapeutically, legally, or prescribed by a physician

2. Abuse/Neglect. Specific types of abuse/neglect are:

a. Child Abuse and/or Neglect. Includes physical injury, sexua
mal treatment, enotional maltreatnent, deprivation of necessities, or
combinations for a child s welfare under circunstances indicating that the
child s welfare is harned or threatened. The term enconpasses both acts
and onissions on the part of a responsible person. The "child" is a
person under 18 years of age for whom a parent, guardi an, foster parent,
caretaker, enployee of a residential facility, or any staff person
provi di ng out-of-hone care is legally responsible. The term"child" neans
a natural child, adopted child, stepchild, foster child, or ward. The
term al so includes an individual of any age who is incapable for self-
support because of a nmental or physical incapacity and for whom treat ment
in a Medical Treatnment Facility (MIF) is authorized.

b. Spouse Abuse. Includes assault, battery, threat to injure or
kill, other act of force or violence, or enptional maltreatnment inflicted
on a partner in a lawful marriage when one of the partners is a mlitary
menber or is enployed by theDepartnent of Defense and is eligible for
treatnment in an MIF.
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A spouse under 18 years of age shall be treated in this category.

(1) Physical. The use of physical force to intimndate and/or
control with the intent of causing harmthe spouse. This includes, but is
not limted to, grabbing, pushing, holding, slapping, choking, punching,
sitting or standing on, kicking, hitting with objects, and assaults with
knives, firearmnms, or other weapons.

(2) Sexual. The forcing of the spouse, by the offender, to engage
in any sexual activity through the use of physica
violence, intimdation, the explicit or inplicit threat of future
vi ol ence, or abuse if the offender’s advances are refused.

(3) Enotional Abuse. One or nore of the foll ow ng
behaviors: explicit or inplicit threats of violence, extrene
controlling types of behavior, extrene jeal ousy, nental
degradation (nanme calling, etc.), and isolating behavior. The intent of
the abuser is to intimdate the victim

3. Addiction. The state of being given up to sone habitual act;
especially strong dependence on a drug; psychol ogi cal and soneti nes

physi cal dependence characterized by a conpul sive desire/need to use a
drug(s) or other substance on a continuous basis to experience its effects
and/or to avoid the disconfort of its absence.

4. Al cohol Abuse. The use of alcohol to an extent that it has an adverse
effect on performance, conduct, discipline, or mssion effectiveness
and/or the user’s health, behavior, famly, comunity and/or DON;, or | eads
to unaccept abl e behavi or as evi denced by one or nore acts of al cohol -

rel ated m sconduct. Al cohol abuse is also a clinical diagnosis based on
speci fic diagnostic criteria delineated in the American Psychiatric

Associ ation, Diagnostic and Statistical Mnual of Mental Disorders (DSM,
current edition and nust be determned by a qualified Medical Oficer

(MD. A diagnhosis of al cohol abuse generally requires sone form of

i ntervention and treatnent.

5. Al cohol Dependence and/or Al coholism The psychol ogi cal and/or
physi ol ogi cal reliance on the drug, alcohol. Alcohol dependence is a
clinical diagnosis based on specific diagnostic criteria delineated in the
DSM and must be determined by a Medical Oficer or DoD authorized |licensed
practitioner.
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Untreat ed, al cohol dependence may | ead to death.

6. Anabolic Steroid. Any drug or hornonal substance, chemically and
pharmacol ogically related to testosterone (other than estrogens,
progestins, and corticosteroids) that pronotes nmuscle growth. This

i ncludes any salt, ester, or isoner of such a drug or substance descri bed
or listed in 21 US.C 802, if that salt, ester, or isoner pronotes nuscle
gr owt h.

7. Case. Cases classified as "substantiated,” "unsubstantiated," or
"unsubst anti at ed unresol ved" are categorized by victimand not by
of fender. Case refers to all incidents involving one particular victimin

which maltreatment was classified as substantiated or unsubstanti at ed.
Each victimin a famly is a separate case. For Fam |y Advocacy Program
(FAP) workl oad statistics and counsel i ng purposes, offenders and each
victimare separate cases.

8. Case Manager. The individual counsel or assigned primary
responsibility for handling or directing a particular case.

9. Case Review Committee (CRC). A nultidisciplinary team of
service providers and other professionals who are directly
i nvol ved with individual cases of abuse and negl ect.

10. Case Status. The finding of the CRC at the tinme the case is assessed
and staffed by the commttee. Possible determ nations include:

a. Substantiated. The act or omission did occur. The
i nformati on that supports the proposition that the abuse occurred is of
greater weight or nore convincing than the information that indicates that
t he abuse/ negl ect did not occur.

b. Unsubstantiated - Did Not Occur. A designation that indicates an
al l eged incident of child or spouse abuse has been clinically determn ned
by the CRCto be without nerit or foundation. An "Unsubstantiated -
Situation Did Not Cccur” clinical determ nation neans that the avail able
informati on that indicates that abuse or maltreatnment did not occur is of
greater weight or nore convincing than the information that indicates that
abuse or nmltreatnent occurred.
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c. Unsubstantiated - Unresolved. A designation that indicates
either (1) the CRC clinically determ ned that the preponderance of the
avail able information to support an alleged incident of child abuse or
spouse abuse or naltreatnent is of the sane wei ght or equally convincing
as the information that the all eged incident of abuse or naltreatnent did
not occur; or (2) information necessary for the CRCto make a
determ nati on whet her abuse occurred or not is m ssing or unobtainable.

11. Central Registry. The repository of Marine Corps abuse and
negl ect reports (i.e., CASA and RASA).

12. Child. An unmarried person, either under the age of 18 years or

i ncapabl e of self-support because of a nmental or physical incapacity, who
is a natural, step, adopted, foster child, or ward of either a mlitary
menber or a civilian for whomtreatnment is authorized in a mlitary

nmedi cal facility.

13. Child Protective Services (CPS). City, local, state, or
foreign social service agency charged with the protection of
children from harm

14. Child Renobval Order (CRO). A witten order, signed by the
installation conmander, by direction of the installation commander, or by
anot her officer with authority over the place where the child' s welfare is
endangered, issued to mlitary police, famly advocacy personnel, mnedica
personnel, or simlar authorities, directing that a child be renoved from
a horme to a place of safety.

15. dergy (Priest) - Penitent Privilege. This confidential

relationship is protected by an evidentiary rule contained in

SECNAVI NST 1910.4B, Part 11l. dergy trained and credentialed as marri age
and famly therapists or other social providers, when operating solely
under those credentials and not as a nenber of the clergy, may not assune
the existence of a privileged rel ationship.

16. Controlled Substances. Chem cal conpounds, anabolic steroids or

ot her substances included in Schedule I, I, IIl, IV, or Vlisted in 21
U S.C. Section 801, et seq., as updated and republished under the

provi sions of the Controlled Substance

Act, Title Il of the Conprehensive Drug Abuse Prevention and Control Act
of 1970 and its anendments.
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17. Controll ed Substance Anal ogue (Designer Drugs)

a. Except as provided in paragraph 18.b, this term nmeans a substance
t hat :

(1) The chem cal structure of which is substantially simlar to
the chemcal structure of a controlled substance in schedule | or Il of 21
US C 801 et. seq.; or

(2) Which has a stimulant, depressant, or halluci nogenic effect
on the central nervous systemthat is substantially simlar to or greater
than the stinulant, depressant, or hallucinogenic effect on the centra
nervous system of a controlled substance in schedule | or Il of 21 U S. C
801 et. seq.; or

(3) Wth respect to a particular person, which such person
represents or intends to have a stimulant, depressant, or hall uci nogenic
effect on the central nervous systemof a controlled substance in schedul e
I or Il of 21 U.S.C. 801 et. seq.

b. Such a term does not incl ude:
(1) A controlled substance;

(2) Any substance for which there is an approved new drug
application;

(3) Wth respect to a particular person any substance, if an
exenption is in effect for investigation use, for that person under
Section 505 of the Federal Food, Drug, and Cosnetic Act (21 U S.C. 355) to
the extent conduct with respect to such substance is under such exenption
or

(4) Any substance to the extent not intended for human
consunption before an exenption takes effect with respect to
t hat subst ance.

18. Coordinated Community Response (CCR). An interdisciplinary
and rmulti-agency response to donestic violence.

19. Counseling. There are two distinct types of counseling referred to
in this Mnual .
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a. Leadership Counseling. Discussion or advice concerning
accept abl e standards of conduct, personal performance, and/or discipline
relating to an individual’s behavior. Nornally, this is acconplished by
t he commander or designated representatives

b. dinical Counseling. Professional or nedical advice or counse
based on actual treatnent or observation of individuals, conducted by
qual i fied professional or paraprofessional personnel who have successfully
conpleted formal training courses (MOS 8538 or equival ent).

20. Credentialing. The process of reviewi ng and verifying an

i ndi vidual’s diploma, training, licensure, certification, and experience
to determ ne whether that individual is qualified to treat or counsel a
client.

21. Dangerous Drugs. Those controlled pharmaceuticals, nonnarcotic drugs
that are habit formng or have the potential for abuse because of their
stimul ant, depressant, or hallucinogenic effect.

22. Detoxification. A process used to reduce or renove the toxic
properties of drugs fromthe body. It is normally the first step in the
al cohol / drug abuse treatnent process and is designed to free the

al cohol /drug addi ct of the habit.

23. Drug. Any chem cal conmpound, which may be used on, or adm nistered
to humans or aninals, that nodifies their physiological or psychol ogica
behavi or or function.

24. Drug Abuse. The wrongful use of a controlled substance, prescription
nmedi cati on, over-the-counter nedication, or intoxicating substance (other
than al cohol) to an extent that it has an adverse effect on perfornmance,
conduct, discipline, or mssion effectiveness. For purposes of this
Manual , drug abuse al so includes the intentional inhalation of funes or
gasses of intoxicating substances with the intent of achieving an

i ntoxicating effect on the user’s nental or physical state, and steroid
usage other than that specifically prescribed by a conpetent authority.
Drug abuse is also a clinical diagnhosis based on specific diagnostic
criteria delineated in the Anerican Psychiatric Association, "Diagnhostic
and Statistical Manual of Mental Disorders,” current edition (DSM, and
must be determined by a qualified Medical Oficer (M) or DoD authorized
licensed practitioner. A diagnosis of drug abuse generally requires sone
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formof intervention and treatnment. See definition of "wongful."

25. Drug Abuse Paraphernalia. Al equipnent, products, and materials of
any kind that are used, intended for use, or designed for use, in

pl anting, propagating, cultivating, grow ng, harvesting, manufacturing,
compoundi ng, converting, producing, processing, preparing, testing,

anal yzi ng, packagi ng, repackagi ng, storing, containing, concealing,

i njecting, ingesting, inhaling, or otherwi se introducing into the human
body control |l ed substances. Drug abuse paraphernalia includes, but is not
l[imted to:

a. Hypoderm c syringes, needles and ot her objects used, intended for
use, or designed for use in injecting controlled substances into the hunan
body, and nmetallic or other containers used for nixing or other
preparati on of heroin, norphine, or other narcotic substances prior to
such an injection;

b. njects used, intended for use, or designed for use in ingesting,
i nhaling, or otherw se introducing controlled substances (e.g., marijuana,
cocai ne, or hashish oil) into the human body such as:

(1) Pipes, with or without screens, designed for the purpose of
snmoki ng marijuana, hashish, or cocaine. These pipes bear nanes such as
chanber pipes, carburetor pipes, electric pipes, air-driven pipes,
chillums, bongs, ice pipes or chiller, hashish heads, punctured neta
bow s, etc.;

(2) Roach clips which are objects used to hold burning nateri al
such as a marijuana cigarette, that have becone too snmall or too short to
be held in the hand; and

(3) Cocai ne spoons.

c. The words "equi pnent, products, and material s" should be
interpreted according to their ordinary or dictionary neaning. To insure
that innocently possessed objects are not classified as drug abuse
par aphernalia, reference (b) nakes the crimnal intent of the person in
possession or control of an object a key el enent of the definition. Sone
evidentiary factors to consider in determning this crinmnal intent, and
hence whether an object is illegal drug abuse paraphernalia, are as
foll ows:
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(1) Statenents by the person in possession or by anyone in
control of the object concerning its use;

(2) The proximty of the object, in tinme and space, to the
unl awful use, possession, or distribution of drugs;

(3) The proximty of the object to controlled substances;

(4) The existence of any residue of controlled substances on the
obj ect ;

(5) Instructions, oral or witten, provided with the object
concerning its use;

(6) Descriptive materials acconpanying the object which explain
or depict its use;

(7) The existence and scope of legitimate uses for the object in
the community; and

(8) Expert testinony concerning its use.

26. Drug Dependence. Psychol ogi cal and/or physiol ogical reliance on a
cheni cal or pharmacol ogi cal agent as defined by the DSM  The
physi ol ogical alteration to the body, or state of adaptation to a drug,
which after repeated use, results in the devel opnent of tolerance and/or
wi t hdrawal synptons when di scontinued, and/or the psychol ogi cal craving
for the nental or enotional effects of a drug that nanifests itself in
repeated use and leads to a state of inpaired capability to perform basic
functions. Drugs have varying degrees of risk of addiction with

ni cotine and crack cocai ne having the highest potential for addiction with
very little use. The termdoes not include the continuing prescribed use
of pharnaceuticals as part of the nedical managenent of a chronic disease
or medi cal condition.

27. Drug Trafficking. The wongful distribution (includes sale or
transfer) of a controlled substance, and/or the w ongful

possession or introduction into a mlitary unit, base, station, ship, or
aircraft of a controlled substance with the intent to distribute.
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28. Driving Under the Influence/Driving Wiile Intoxicated (DU /DW).

DU /DW refers to the operation of, or being in the physical control of, a
nmot or vehicle or craft while inpaired by any substance, legal or illegal
Definitions vary slightly fromstate to state. In nost states a recorded
bl ood al cohol content (BAC) ranging fromO0.05 to 0.08 is prima facie proof
of DU /DW w thout any other evidence. It should be noted that in nmany
states, drivers can be inpaired at |evels |lower than 0.05 and can be

convi cted on other evidence without a recorded BAC (see Substanti ated

DU /DW). Additionally, operation of, or being in physical control of, a
nmot or vehicle or craft with any recorded BAC for al cohol by a person under
the age of 21 nay be prima facie evidence of DU in many states. Further
gui dance concerning DU /DW is contained in Article 111, UCM] and its

anal ysi s.

29. Extra-Fanmilial. The termused to describe a child abuse/nnegl ect case
in which the offender’s relationship to the child is outside the fanmly.
Thi s category ranges from known individuals living or visiting in the sane
resi dence who are unrelated to the victimby blood or narriage, to

i ndi vidual s unknown to the victim

30. Famly Advocacy Command Assistance Team (FACAT). A multi-

Service DoD/Installation teamof clinical social work, investigative,
nmedi cal, and | egal experts who are available to respond i medi ately and
assist the local commander in nulti-victimand difficult child abuse
cases.

31. lllegal/lllicit Drugs. Drugs prohibited by Iaw or | awful drugs when
obtai ned or used w thout proper authority, to include the abuse of
ot herwi se | egal drugs.

32. lncest. Any sexual activity between persons who are closely rel ated
either by blood or legally (except by marriage), such as through adoption
Sexual abuse by famlial caretakers or other live-in guardians nay
sonetimes be viewed as incest dependi ng upon the specifics of the case.
For purposes of the Marine Corps FAP, any sexual activity occurring
between a parent/step-parent and a child in their care or custody is
consi dered incest. Sexual activity between parent/step-parent and sane
sex child is to be treated as incest, not honpbsexuality.
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33. Incident. An occurrence that may include one or nore types
of maltreatment. Involves one victimand one occurrence. See the
definition of Case.

34. lnhal ant Abuse (Huffing). The intentional inhalation or breathing of
gas, funes or vapors of a chem cal substance or conmpound with the intent
of inducing intoxication, excitenent, or stupefaction in the user. Nearly
al | abused inhal ants produce effects simlar to anesthetics, which slow
down the body’s function. Varying upon the |evel of dosage, the user can
experience slight stimulation, feeling of Iess inhibition, |oss of

consci ousness, or suffer from Sudden Sniffing Death Syndrone

(the user can die fromthe first, tenth, or one hundredth time he or she
abuses an inhal ant).

35. lnvoluntary Separation. A nenber of the mlitary service shall be
considered to be involuntarily separated if he or she was on active duty
or on full-time National Guard duty on Septenber 30, 1990, or after
Novenber 29, 1993, or, with respect to a nenber of the Coast Guard, if the
menber was on active duty in the Coast Guard after Septenber 30, 1994,

and:

a. In the case of a regular officer (other than a retired officer),
if he or she was involuntarily discharged under other than adverse
conditions, as characterized by the Secretary of the separating service
menber’s MIlitary Departnment. A discharge under adverse conditions is
determined by referring to the reason for the separation as well as the
officer’s service, as outlined in DoD Directive 1332. 30.

b. 1In the case of a reserve officer who is on the active duty I|i st
or, if not on the active duty list, is on full-tine active duty (or in the
case of a nmenber of the National Guard on full-tine National Guard duty)
for the purpose of organizing, adm nistering, recruiting, instructing, or
training the Reserve conponents, he or she is involuntarily discharged or
rel eased fromactive duty or full-tinme National Guard duty (other than a
rel ease fromactive duty or full-time National Guard duty incident to a
transfer to retired status) under other than adverse conditions
characterized by the Secretary of the separating service nenber’'s Mlitary
Department. Di scharge under adverse conditions is determned by referring
to the reason for the separation as well as the officer’s service.
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c. In the case of a regular enlisted nenber serving on active duty,
if he or she is denied reenlistnment or involuntarily discharged under
ot her than adverse conditions, as nenber’'s Mlitary Departnment. A
di scharge under adverse conditions is determined by referring to the
reason for the separation, as well as the enlisted nenber’s service, as
outlined in DoDDir 1332.14

d. In the case of a reserve enlisted nenber who is on full-tine
active duty (or in the case of a nenber of the National Guard on full-tine
Nati onal Guard duty) for the purpose of organizing, adm nistering,
recruiting, instructing, or training the Reserve conponents, if he or she
is denied reenlistrment or is involuntarily discharged or rel eased from
active duty (or full-time National Guard duty) under other than adverse
conditions as characterized by the Secretary of the separating service
menber’s MIlitary Departnment. A discharge under adverse conditions is
determined by referring to the reason for the separation as well as the
enlisted nmenber’s service.

36. Institutional Child Abuse. Child abuse that occurs in any
setting in which the Marine Corps can be considered responsible

for the welfare of the victim The abuse can be considered to be
institutional if conmmitted during a Marine Corps-sponsored

activity or by a Marine Corps-sponsored individual, regardless of the
| ocal e of the abuse.

37. Intra-Famlial. The termused to describe a child abuse/nnegl ect case
in which the offender has the responsibility for the child s welfare and
is either a parent or is related by blood or marriage.

38. Mltreatnent. A generic term which covers all fornms of
abuse/ negl ect covered in the Marine Corps FAP. For further
clarification, see the definitions of Abuse/Neglect.

39. Marijuana and Cannabis. For purposes of this Manual the terns
mari j uana and cannabis are used interchangeably. Cannabis is the
bot ani cal name for a genus of plants commonly referred to as marijuana.

40. Medical Protective Custody. The energency nedical care or
custody of a child w thout parental consent, which is approved by an MIF
conmander, in a case where the circunstances or
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condition of the child in the care or custody of the parents presents
i mm nent danger to the child s life or health.

41. Mlitary Protection Oder (MPO). A witten order, signed by a
service nenber’s unit commander, by direction of the service nmenber’s unit
conmander or anot her conm ssioned /noncommi ssioned officer with the
authority over the service nmenber, directing the service nenber to have no
contact with a fam |y nenber or other person. MPGCs are usually issued
after an incident of famly violence or harassnment, in order to maintain
peace and good order in the community or to protect the other person from
potential harnful acts by the service nenber. See NAVMC 2930 for exanple

42. Mitual Spouse Abuse. An infrequent and unconmon i nci dent wherein
bot h spouses equally participate in aggressive behavi or

43. Narcotics. A class of illicit or illegal drugs including, but not
limted to: Opium Morphine, Codeine, Heroin, Hydronorphine, Mperidine
(Pet hi di ne), Methadone, LAAM Percoden, Darvon, and Tal wi n.

44, O fender (Abuser, Neglector, or Perpetrator). The person
directly or indirectly responsible for the resultant abuse or

negl ect which befalls an individual. Any person whose act or
failure to act, if he/she had the legal duty to act, substantially
inmpairs the health or well-being of the victim An offender can
be any person, civilian or mlitary, related or not related to the
victim

45, Postvention Services. Services targeted towards surviving famly
menbers, co-workers, and units after a suicide death of a service nenber.

46. Primary Aggressor. The person who naintains power and
control in an abusive incident regardl ess of which one started
t he physical or verbal action, which one continued the dispute,
or which one provoked the event.

47. Privil eged Comruni cati on

a. Chaplains. A person has a privilege to refuse to disclose and to
prevent another from disclosing a confidential
comuni cation by that person to a chaplain or to a chaplain’s
assistant, if such communication is nade either as a formal act
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of religion or as a matter of conscience.

b. Lawers. Aclient has a privilege to refuse to disclose and to
prevent any other person from disclosing confidential conmunications nade
for the purpose of facilitating the rendition of professional |ega
services to the client; between the client or the client’s representative
and the lawer or the |awer’s representative; between the |awer and the
| awyer’s representative; by the client or the client’s lawer to a | awer
representing another in a matter of conmon interest; between
representatives of the client or between the client and a representative
of the client; or between | awers representing the client.

48. Privileging. The process whereby a healthcare practitioner is
granted the perm ssion and responsibility to independently provide
specified health care. Cdinical privileges define the scope and limts of
practice for individual practitioners.

49. Problem Drinker. One who is experiencing donestic, civil, or |ega
difficulties related to drinking alcohol. The person may or nay not be
al cohol dependent.

50. Recovering Al cohol Dependent. A person whose al cohol dependence is
in remssion and is being maintained through personal abstinence and
participation in a recovery program

51. Rehabilitation. The restoration of an individual to self-sufficiency
t hrough treatnment, education, |eadership, clinical counseling and
aftercare.

52. Risk. Exposure to the possibility of death, injury or harm
Potential harm can occur at the tinme of an incident, for exanple, when an
object was thrown at, but mssed the victim Ri sk of further harmrefers
to the possibility that another maltreatnent incident could occur

53. Secondary Aggressor. The person in an abusive incident who nakes a
retaliatory response, which is in itself aggressive and transcends the
definition of self-defense.

54, Self-Defense. The action taken by a victim which may

inflict harmor injury on the assailant that is solely protective in
nature and is not aggravated beyond what is reasonably necessary for self-
protection.
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55. Separation Entitlenents. The benefits and services that are provided
to a service nmenber, and the famly of a service nenber, who is being
separated fromthe mlitary are governed by 10 U S.C., Chapter 58,
Sections 1141-1153. Cenerally, when a service nenber separates
voluntarily he/she will only rate transition services while a retiree and
an involuntarily separatee will rate both benefits and services.
Transition services include preseparation counseling and enpl oynment
assistance (i.e., skills assessnment, resune witing, interview prep
etc.). Transition benefits include the followi ng areas: health benefits,
commi ssary and exchange benefits, use of mlitary fam |y housing,

rel ocati on assi stance for personnel overseas, excess |eave and permi ssive
tenporary duty, affiliation with Guard and Reserve units (wai ver of
certain limtations), and assistance to eligible nenbers and fornmer
menbers to obtain enploynment with | aw enforcenent agenci es, enploynment as
teachers or teachers aides, or with health care providers.

56. Serious Injury. An injury which has the strong potential to be life
threatening or results in the permanent |oss of use of an organ or |inb,

i ncluding fractured or dislocated bones, deep cuts, torn nenbers of the
body, and serious damage to the internal or sensory organs.

57. Special Separation Benefit and Voluntary Separation Incentive. The
Vol untary Separation Prograns established in 10 U. S.C. 1174a and 1175.
Servi ce nmenbers separated under these prograns are eligible for both
transition services and separation entitlenents.

58. Stalking. A wllful, malicious, repeated, uninvited, and

i ntrusive, although often unnoticed, follow ng of another person
regardl ess of notive, which serves no |legitinate purpose, and which
course of conduct would alarm annoy, intinmidate, or harass a
reasonabl e person.

59. Substance Abuse. A mmladaptive pattern of substance use manifested
by recurrent and significant adverse consequences related to the repeated
use of the substance.

60. Substance Dependence. A cluster of cognitive, behavioral, and
physi ol ogi cal synptons indicating that the individua

continues the use of the substance despite significant substance-related
probl ens.
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61. Tolerance. The need for greatly increased anbunts of a substance to
achieve intoxication (or the desired effect) or a markedly di m ni shed
effect with continued use of the same ampbunt of a substance.

62. Victim An individual who is the subject of abuse or neglect, or
whose welfare is harmed or threatened by acts of om ssion or commi ssion by
anot her individual or individuals.

63. Victim Advocate. A representative for a victim One who
protects the best interests of a victimby providing a support
system whi ch can include, but is not limted to, crisis intervention
i nformati on, guidance (including interpretation of

judicial proceedings), and resource assistance.

64. Wthdrawal Syndrome. A conbination of synptoms that normally occurs
when an individual is detoxifying fromalcohol and certain drugs. It may
i nclude any and all of the follow ng synptonms: intense anxiety, degrees of
mental and physica

i mpai rment, trenors, convul sions, hallucinations, delirium respiratory
failure, and death.

65. Wongful. The possession, use, distribution or manufacture of a
controlled substance is wongful if it is without |egal justification

aut hori zation, or excuse; and includes the use contrary to the directions
of the manufacturer or prescribing healthcare provider; and the use of any
i nt oxi cating substance not intended for hunan ingestion. The possession
use, distribution, or manufacture of a controlled substance is not

wrongful if such act or acts are:

a. Done under legitimate | aw enforcenent activities (e.g., an
i nformant who receives drugs as part of an undercover operation is not in
wr ongf ul possession);

b. Done by authorized personnel in the perfornmance of nedica
duties; or

c. Wthout know edge of the contraband nature of the substance
(e.g., a person who possesses cocaine, but actually
believes it to be sugar is not guilty of wongful possession of cocaine).
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APPENDI X B

| NSTALLATI ON FAM LY ADVOCACY PROGRAM OFFI CER ( FAPO)
RESPONSI BI LI TI ES

1. Wth the assistance and support of the Personal Services Director
oversees the operation of the FAP in consonance with this Manual and the
directions of the Installation Comrmander.

2. MCRD FAPGs are responsible for the Fam |y Advocacy Program for their
respective recruiting regions.

3. Establish a Coordinated Community Response (CCR) to donestic violence

a. |Inplenent command awar eness and prevention prograns to
educate all Marines and their fanilies about child and spouse
abuse and its consequences.

b. Ensure the CCR coordinates with |ocal civilian agencies and
adjacent mlitary installations.

4. Coordinate with the PMO, NCI'S, SACC, and the |ocal MIF Commander to
set up identification procedures, to provide safety for victins of child
and spouse abuse, to establish an emergency response to child and spouse
abuse cases, and to report abuse cases to the appropriate authorities.

5. Ensure the establishnent and ongoing training of a nultidisciplinary
team patterned after the DoD FACAT, to respond quickly to any all eged
i ncident of institutional child abuse.

6. Ensure that child and spouse abuse cases are handl ed di screetly and
fairly for Marines, Sailors, other service nenbers, and their fanilies.

7. Ensure that there is coordination anong all military and civilian
agenci es and professional disciplines involved with investigating,
counsel i ng, assessnent, and the other aspects of fanmily abuse nonitoring;
and ensure that |ocal conmmands devel op an MOU provi di ng for cooperation
and reciprocal reporting of information with the appropriate civilian

of ficials.
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8. Act as the Commander’s representative on issues of child and
spouse mal treatnment, donestic violence, and rel ated issues.

9. Ensure that unit comuanders are advi sed of the disposition
and managenent of each reported and substanti ated FAP case t hat
i nvol ves nenbers of their comrand, and keep the Installation
Commander informed concerning high visibility cases.

10. In conjunction with the Personal Services Director, assist
subordinate unit FAPGCs by dissem nating information and ensuring the

devel opnent of a unit program keeping unit FAPGCs inforned of the nunber
of unit FAP cases; and assisting unit FAPGs with identifying and referring
hi gh-ri sk personnel .

11. Coordinate the |iaison between the conmand and other nmilitary and
civilian agencies involved in preventing famly viol ence.

12. At the direction of the Installation Conmander, appoint and
oversee a CRC. The permanent nenbership of the CRC shall consist of:

a. A chairperson (FAPM (licensed clinical practitioner);
b. Command representative;

c. Pediatrician (for child abuse cases) or famly practice
doctor (for spouse abuse cases);

d. SJA representative;

e. PMO representative

f. SACC representative; and

g. PAO and NCI'S agents in charge who are on call for high
visibility cases such as child sex abuse cases with nultiple
victins or institutional child abuse cases.
13. Coordinate with the Personal Services Director and | aw enforcenent
agencies to ensure that all child and spouse abuse cases are reported to

the Central Registry.
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APPENDI X C
TRANSI TI ONAL COVPENSATI ON FOR ABUSED FAM LY MEMBERS ( TCAFM

1. Purpose (TCAFM . The Transitional Conpensation For Abused Famly
Menmbers (TCAFM is a Congressionally authorized programthat provides 12
to 36 nonths of support paynents to dependents or forner dependents of
servi ce nenbers who have been separated fromactive duty because of a
fam |y menber-abuse of fense. These support paynents are designed to
assist famly nmenbers and former famly nenbers in establishing a life
apart from abusive service nenbers.

2. EHigqgibility

a. Action Covered

(1) The famly nmenbers of a service nenber, who separates on or
after 30 Novenber 1993, are eligible for transitional conpensation
paynents.

(2) TCAFM applies in cases of service nenbers who have been on
active duty for nore than 30 days and who have been

(a) Convicted of a fam |y nenber-abuse offense resulting in
separation fromactive duty pursuant to a court martial sentence

(b) Admi nistratively separated fromactive duty if the basis
for separation includes a fam |y nenber-abuse offense; or

(c) Sentenced to forfeiture of all pay and all owances by a
court-martial that convicted the service nenber of a fam |y nenber-abuse
of f ense.

(3) Famly nenber abuse involves crininal offenses by service
menber s agai nst their spouse or dependent child(ren), as defined by the
Uni form Code of Mlitary Justice (UCMJ) or other crimnal codes applicable
to the jurisdiction where the act of abuse was conmitted. Crines that my
qualify as fam |y nenber- abuse offenses include sexual assault, rape,
sodony, assault, battery, nurder, and manslaughter (this list is not al
inclusive and is provided for illustration only).
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(4) In addition to the Cormandi ng Officer/Legal Oficer
certification, applications for TCAFM benefits nust be acconpani ed by
docurent ati on of the dependent abuse offense(s). |In many cases, this
requi renment may be satisfied by providing docunentati on contained in the
menber’ s Service Record Book (SRB) or O ficer Qualification Record (OQR).
Applications for TCAFM benefits may be approved, however, w thout
corresponding SRB or OQR entries. |In the absence of such entries,
supporting docunentation such as Fam |y Advocacy Program records, incident
reports, police reports, orders of protection, records of |ega
proceedi ngs, etc., nust be included with the application

b. Dependent Child Defined. Status as a "dependent child" is
determ ned as of the date on which the service nenber was convicted of the
of fense or adm nistratively separated, whichever is applicable. A
dependent child is an unmarried child, including an adopted child or
stepchild, who was residing with the service nenber at the tinme of the
fam |y menber abuse offense that resulted in the separation of the forner
servi ce nmenber and who is:

(1) Under 18 years of age;

(2) 18 years of age or ol der and incapable of self-support because
of a nental or physical incapacity that existed before the age of 18 and
who is, or who was at the tinme a punitive or other adverse action was
executed in the case of the former service nenber, dependant of the forner
servi ce nenber for over one-half of the child s support; or

(3) 18 years of age or older but less than 23 years of age and is
enrolled in a full-time course of study in an institution of higher
| earni ng approved by the Secretary of Defense, and is, or was at the tine
a punitive or other adverse action was executed in the case of the forner
servi ce nenber, dependent on the former service nenber for over one-half
of the child s support.

3. Paynent s

a. Who Receives Paynents. Paynents are nade as follows to abused
famly menbers:
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(1) If the service nmenber was narried at the tinme of the offense,
paynment is nmade to the spouse or forner spouse to whomthe individual was
married at the tine of the offense, including an anount, for each, if any,
dependent child of the service nmenber who resides in the sane househol d as
t hat spouse or forner spouse.

(2) If the spouse is ineligible to receive paynent because of
remarriage, cohabitation, or active participation in the maltreatnent of
the famly menber, paynent will be nmade to each dependent child of the
servi ce nmenber who does not reside in the household of the service nenber
or of the ineligible spouse. Refer to paragraph 4 for gui dance on
forfeiture provisions.

(3) If there is no eligible spouse because the service nenber was
not married, or the spouse has died, paynents will be nmade to the
dependant child(ren) of the service nenber who does not reside in the
househol d of the service nmenber.

(4) If arecipient is incapable of handling his or her own
personal affairs, paynent may be nmade only to a court-appoi nted guardi an
In the case of a dependant child(ren) under 18 years of age, paynent may
be made only to a court-appointed guardian or a natural parent (who is not
a spouse of the nenber), if the natural parent has |egal custody of the
dependant child(ren).

b. Anpunt

(1) The anpunt of the nonthly paynent is based on the rate in
effect for dependency and indenmity conpensation

(2) Paynents will be prorated for nonths when paynents start or
stop in the mddle of a nonth. Arrears of pay will not be paid in the
event of the death of the spouse, fornmer spouse, or dependant child.

c. Comencenent and Duration & Paynents

(1) In the case of service nmenber convicted by a court-nartia
of a fam |y nmenber-abuse of fense, paynent to the abused famly
menber (s) will conmence as of the date of approval of courtmartia
sentence by the convening authority if the
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sentence includes forfeiture of all pay and all owances, or dism ssal
di shonor abl e di scharge, or bad conduct di scharge (BCD).

(2) In the case of service nenbers administratively separated from
active duty for a famly nenber-abuse of fense, paynent to the abused
famly menmber(s) will commence as of the date on which the letter of
notification is served to the service nenber.

(3) The duration of paynents will be at |east 12 nonths but not
nmore than 36 nonths. [|f, as of the conmencenent date or paynents, the
unserved portion of the fornmer service nenber’s end of active obligated
service (EAS) is less than 36 nonths, the duration will be the greater of
the unserved portion or 12 nonths.

(4) No paynment may be made for any period before 30 Novenber 1993.

(5) "Lost time" while serving the confinenment sentence is not a
factor in determ ning EAS and durati on of TCAFM paynents.

(6) The Debt Collection Act of 1996 necessitates subm ssion of a
Fast Start Direct Deposit Formor a Wiiver Certificate to acconpany the DD
Form 2698, Application for Transitional Conpensation

d. Cessation & Paynents

(1) When the Secretary of the Navy notifies a recipient, in
writing, that paynents will stop, the final paynment will occur on the
first day of the nmonth follow ng that notification

(2) Paynent will cease for the follow ng reasons:

(a) The service nenber was sentenced by a courtnmartial and
recei ved a puni shnent that included forfeiture of all pay and all owances,
di sm ssal, dishonorable discharge, or BCD as a result of a conviction by a
court-martial for a fam |y nmenber abuse of fense, and each such puni shnent
is remtted, set aside, or nmtigated to a | esser punishnment that does not
i ncl ude any such puni shnent .
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(b) The administrative separation of a service nenber from
active duty is proposed on a basis that includes a fam |y nenber-abuse
of fense, and the proposed adnmi nistrative separation is di sapproved by
conpetent authority under applicable regul ations.

(3) The recipient may not be required to repay amounts of
Transi ti onal Conpensation received before the effective date of cessation
of paynments (except to the extent necessary to recoup any anount that was
erroneously paid).

4., Forfeiture Provisions

a. Remarriage. |If a spouse receiving paynents remarries, the
paynents termnate as of the date of the remarriage. Paynent may not be
renewed if the remarriage is term nated. A dependent child not living
in the sanme household as the remarri ed spouse or forner service nenber
may continue to receive paynents.

b. Cohabitation. |If the fornmer service nenber resides in the sane
househol d as the spouse, forner spouse, or dependent child to whom
conmpensation is otherw se payable (in other words, an abused dependent),
paynment will term nate as of the date the former service nenber begins
residing in such household. Once termnated for this reason, paynent wl|
not resume, regardless of subsequent living arrangenents with the forner
servi ce nenber. Recoupnent of conpensation paid for a period after the
former service nmenber’s separation, but before the fornmer service nenber
resides in the household, shall not be required.

c. Active Participant. The spouse, and dependent child(ren) living
with the spouse, will not be paid if the victimwas a dependant child, and
t he spouse has been found by conpetent authority designated by the
Secretary of the Navy to have been an active participant in the conduct
constituting the crimnal offense, or to have actively aided or abetted
t he menber in such conduct.

d. Annual Certification. The spouse will annually certify to the
Def ense Finance and Accounting Service (DFAS)-Denver that
she/ he has not remarried and has not been cohabiting with the former
servi ce nenber offender by conpleting a Certificate of
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Eligibility (COE). Dependent children will also certify annually that
they are not living in the sane household with the former service nenber
of fender or ineligible spouse via the COE process. DFAS-Denver will
mai | the blank COE to the |ast known address of recipients. 1In the event
of remarriage or cohabitation, the spouse, or forner spouse, nust notify
DFAS- Denver within 30 days.

5. Comm ssary. Exchange., and Marine Corps Community Service
(MCCS) Benefits

a. Recipients are entitled to use the Commi ssary and Exchange for the
duration of the paynments. They are allowed the same Conmi ssary and
Exchange privil eges as a dependent of a service nenber of the arned
services on active duty for a period of nore than 30 days.

b. If arecipient eligible or entitled to use the Comr ssary and
Exchange per paragraph 5a, above, is also eligible or entitled under
anot her provision of law, eligibility and entitlenent shall be determ ned
under the other provision of |aw and not under paragraph 5a.

c. Recipients requesting Conm ssary and Exchange privil eges shoul d
request an ID Card(s) in Section IIl of DD Form2698. Al ID Cards expire
on the day the TCAFM paynents stop

d. Recipients may be entitled to MCCS benefits on a |ike basis with
Commi ssary and Exchange privileges. Requests for MCCS benefits should be
submitted to the nearest mlitary MCCS representative.

6. Health Care Benefits

a. A dependent of a service nmenber who has been separated due to a
fam |y menber-abuse of fense nmay receive nedical or dental care in
facilities of the Uniformed Services or through TRICARE. Receipt of the
nmedi cal or dental care is subject to the limtations in subparagraphs b
and c bel ow

b. Eligible fam |y nmenbers of a service nenber who receives a
di shonor abl e or bad-conduct discharge, is dismssed as a result of a
court-martial, or is admnistratively separated as a result of a
dependent - abuse offense are entitled to nedical or dental care.
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c. Eligible famly nenbers of a service nenber who is retirenent
eligible, but who loses eligibility for retired pay because of dependent-
abuse m sconduct, may receive nedical and dental care in accordance with
section 1408(h) of title 10, United States Code.

7. Responsibilities and Application Procedures

a. The CMC(MR) will coordinate policy devel opnent, review applicant
eligibility, and forward the conpleted DD Form 2698 and Direct Deposit
formor waiver request, as applicable, to DFAS-DE/FRB, 67 East Irvington
Pl ace, Denver, CO 80279-6000. DSN 926- 8876, or conmmercial (303) 676-
8876.

b. The CMC (MR) will enter eligible applicants into the DEERS
dat abase.

c. The Personal and Family Readi ness staff will ensure the w dest
di ssemi nation of information about Transitional Conpensation to Public
Affairs Oficers, Staff Judge Advocates, Naval Crimnal Investigative
Service, installation Mlitary Police, Legal Service Oficers, MFs,
Chapl ain offices, tenant comands, and appropriate civilian agencies.

d. Commanding Oficers of Marines whose famly nmenbers are eligible
for Transitional Conpensation will provide the fanm |y menber (or guardian
as appropriate) with a DD Form 2698, Application for Transitional
Compensati on. Commandi ng officers, or designees, will also provide the
approving official certification, if applicable, by signing BLOCK 22 of DD
Form 2698. The certifier is additionally responsible for

(1) Completing Section | - Payee Information and bl ock 23 in the
presence of the applicant and witnessing the applicant’s signature. |If
the applicant is not physically present, the conmand nay nail the
application requesting signature and date verification and return for
approving authority signature.

(2) Conpleting Section Il - Menber ldentification
(3) Faxing to the CMC (MR) point of contact in paragraph 8a a copy

of the conpleted DD Form 2698 and a "Letter of Certification" such as the
convening authority action or, in the
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case of administrative separation, a copy of the letter of notification.

(4) Mailing DD form 2698 and the applicable letter of
certification within 5 days to: Comrandant of the Marine Corps,
Headquarters, U. S. Marine Corps, Manpower and Reserve Affairs (M&RA), MR
Division (MRO), Attn: Transitional Conpensation Program Manager, 3280
Russel | Road, Quantico, VA 22134-5103.

(5) Retaining a copy of the conpleted DD form 2698 and t he
applicable letter of certification for three years.

8. Points of Contact

a. Policy Devel opnent. Commandant of the Marine Corps, Headquarters,
U.S. Marine Corps, Manpower and Reserve Affairs (M&RA), MR Division (MO,
Attn: Transitional Conpensation Program Manager, 3280 Russell Road,
Quantico, VA 22134-5103.

DSN 278- 9546, commercial (703) 784-9546, or fax (703) 784-9826.

b. 1D Cards/DEERS. CMC (MRP) at DSN 278-9529 or comercial (703)
784-9529.

c. MXCS OMC (MR) at DSN 278-3829 or commercial (703)
784-3829.
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APPENDI X D

RESPONDI NG TO | NSTI TUTI ONAL/ EXTRA- FAM LI AL CHI LD ABUSE AND
NEGLECT

The Responsibility of the Case Review Committee (CRQC)

1. CMC (MR) nust be notified within 24 hours, via Mjor Commands, of
serious cases of institutional abuse and neglect occurring in mlitary
child care activities. Wen extra-famlial child sexual abuse or negl ect
is alleged to have occurred in facilities under nmilitary jurisdiction, DoD
Dir 6400.3 requires a report to the OSD (OFPS&S) via the CMC (MR) within
72 hours of discovery. These cases shall be reported imediately to the
Conmand FAPO and the Installation FACAT for assistance and coordi nati on.
In cases where there are nmultiple victins (known or suspected), extensive
comunity concerns, and/or other conplex issues, assistance nust be
requested pronptly fromthe CMC (MR). The FACAT core nenbers who have
been specifically trained to advise the conmmand in this type of case
shoul d be called to neet in an energency session.

2. The initial nessage to the CMC (MR) shall be initiated by
the FAPO and will contain the follow ng infornmation:

a. Date of alleged incident (YY/ MM DD).

b. Date Installation reported (YY/ MM DD).

c. Date reported to CPS (YY/ MM DD).

d. Installation |ocation.

e. Facility where alleged abuse occurred.

f. Aleged offender’s position within the facility.

g. Alleged victims age, DOB (YY/ VMM DD) and sex.

h. Agencies involved in conducting the investigation:
(1) FAP.
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(2) CPS.
(3) Mlitary police.
(4) Civilian police.
(5) Special investigators.
(6) FBI.
(7) Medical
i. Brief incident description

j. Current status of the case:

FAP st at us: Subst anti at ed Suspect ed Unsubst’ d
Police/NC S

St at us: Subst anti at ed Suspect ed Unsubst’ d
Legal Status: Convi cti on Sent ence

k. Mlitary contact nane and tel ephone nunber (DSN and conmercial).

I. NC S investigation case nunber and Chil d/ Spouse Abuse
I nci dent Report (DD Form 2486) case nunber.

3. The trai ned FACAT nenbers who have been activated to neet in
energency session shall investigate the allegations. The FAPO
will activate others as directed by the Installation Cormander to
acconplish the work required to conplete the follow ng report of the
incident to the CMC (MR) within 72 hours. The Teamw || be conposed of
i ndividuals with the follow ng qualifications or
hol di ng specific billets on the existing CRC

a. Pediatrician or Senior Medical Oficer.

b. SJA

c. NC'S Special Agent.

d. Provost Marshal
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e. Director of Personal Services.

f. PAO

g. FAPM
4. The Teamw || be guided in the performance of its duties by the
provi sions of DOD Dir 6400.3 and will be prepared to brief the
Installation Commander within 36 hours follow ng activation. The fina
recommendation of the briefing will be whether the Marine Corps Regi ona
Response Team and/or the DoD FACAT is needed.
5. In either case, weekly status reports of the investigation will be
submitted to the CMC (MR). These reports will be coordinated with those
of the FACAT.

6. A final report of all investigative findings will be sent to the CMC
(MR) within 15 days of case determination. This report will include

a. Findings of fact.

b. Summary of actual and recommended | egal action.

c. Lessons | earned.

d. Recomendation for changes in policy and procedures.
e. Any initiated corrective action.
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APPENDI X E
URI NALYSI S PROGRAM

1. Testing Premises. Uinalysis testing of all officers and enlisted
menbers are authorized under the follow ng collection prem ses:

a. Test conducted with nenber’s consent (VO . Menbers suspected of
havi ng unl awful | y used drugs may be requested to consent to urinalysis
testing. Prior to requesting consent, the conmand representative shoul d
advi se the nenber that he/she nay decline to provide the specinmen. \Were
practicabl e, consent should be obtained in witing. Article 31(b), UCMI,
war ni ngs are not required in such cases provided that no other questioning
of the nenber takes place. Further guidance concerni ng consent searches
is contained in Mlitary Rules of Evidence (MR E. ) 311, 312, 314 through
316.

b. Probable Cause Tests (PO . Uinalysis tests may be ordered per
MR E. 312(d) and 315 whenever there is probable cause to believe that a
menber has conmitted a drug offense and that a urinalysis test wll
produce evi dence of such an offense. Consultation with a Judge Advocate
on the issue of probable cause is strongly encouraged.

c. lnspections. Urinalysis inspections are periodic inspections,
i ncluding unit sweep and random sanpling, health and wel fare inspections,
under MR E. 313

(1) Random selection (IR). This test premse is used for the
random testing of work sections, groups (selected by last digit of SSN)
or all command nmenbers. Testing should be conducted on a routine basis to
act as a deterrent.

(2) Unit (1U). Awunit inspection is used when an entire unit,
sub-unit or identified segnent of a command, random or otherw se, is
t est ed.

d. Accession Testing (NO . Testing of all personnel seeking
accession into the Marine Corps.
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e. Command-directed (GO . Odered by the Commander whenever a
speci fic nmenber’ s behavior or conduct gives rise to a reasonabl e suspicion
of drug abuse or whenever drug use is suspected within a unit. A command-
directed exam nation may be ordered to determ ne conpetency for duty and
the need for counseling, rehabilitation, or other nedical treatnent.

f. Physician-directed (M). A mlitary physician may order
urinalysis tests in connection with a conpetence for duty exam nation
under MR E. 312 and in connection with any other valid nedica
exam nation based on a command referral for suspected drug abuse.

g Oficial Safety, Mshap, Accident Testing (AQ . A conmander may
order urinalysis tests in connection with any fornmally convened m shap or
safety investigation for the purpose of accident analysis and the
devel opnent of counter nmeasures. Results of such tests may be used for
any | awful purpose consistent with the MR E

h. Rehabilitation/Treatnent (RO). This testing is conducted in
conjunction with participation in a substance abuse counseling or
rehabilitation program for al cohol/drugs (as opposed to a nedi ca
detoxification or nedical treatnment program. |If a service nmenber’s
uri nal ysis taken upon entry to treatnent or during
treatment/rehabilitation results in a positive for drugs, the SACC or
rehabilitation facility shall return the nmenber to his or her parent
command for appropriate action

i. Service-directed and O her Service-Directed Testing (OO0 . Service-
directed testing are inspections as directed by the SECNAV or the CMC. It
is used for SACC personnel, individuals involved in the collection and
shi pment of urine sanples, security personnel, reenlistnents,
PCS/ TAD/ | eave check-ins, and parolees. Testing dates will be randomy
sel ected. Sanples collected from Marines involved with the collection and
shi pment of urine cannot be shipped in the sane batches that they were
responsi ble for collecting. Their sanples nust be collected and shi pped
separately by other qualified individuals.

j. Uine specinens nmust be collected in full view of a designated
observer; strict chain-of-custody requirenents shall be established on the
urine sanmple bottle to protect the individual

E-2



MARI NE CORPS PERSONAL SERVI CES MANUAL

2. Uinalysis Sanple Retest

a. Wen a sufficient quantity of a specinen is available to permt
retesting, the drug-screening |aboratory will conduct a retest:

(1) When requested by the submtting command,

(2) When requested by an administrative board under rules
applicable to the board; or

(3) Upon order of a court-martial under rules applicable to the
court-martial .

b. Marines may request a retest at a civilian |aboratory approved by
DoD at their expense when a sufficient quantity of the specinmen is
available to permt retesting. This is acconplished by the Marine naking
a witten request through his/her chain-of-command to the mlitary drug-
screening | aboratory that tested his\her urine sanple. The Marine mnust
identify in the request an approved civilian laboratory that will do the
anal ysis. The Navy Drug Screening Laboratories can provide the individua
with an up-to-date listing of approved civilian | aboratories.

c. The drug-screening | aboratory will retain chain-of-custody
docurents and ot her paperwork on file for two years. The laboratory wll
retain positive specinens in frozen state for one year and then di scard
unl ess otherw se requested by the submitting cormand to retain the
speci men for an additional period of tine.

3. Expert Wtnesses. Adjudication of a drug positive speci nen may
require the testinony of an expert w tness. Expert w tnesses required for
testinmony on the forensic testing process conducted in urinalysis will be
requested fromthe nearest DoD-certified drug testing |aboratory. 1In the
case of a special circunstance regarding the integrity of the specinen
(e.g., tanpering, adulteration), where the processing | aboratory personne
are required, comrands may request an expert witness fromthe | aboratory
that conducted the urinalysis. Comuands shall be responsible for ensuring
all arrangenents are provided for expert wtnesses.
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4., Medical Review Process for Opiate Positives

a. The Navy Environnental Health Center (NAVENVI RHLTHCEN) revi ews al
nmor phi ne and codei ne (opiates) test results for statistical purposes.

b. Laboratory confirned positive specinens are reported to both the
subm tting cormand and NAVENVI RHLTHCEN. The Laboratory Report of Urine
Sanpl e Tests nessage will contain a statenent that the opiate positive
uri ne speci nens have been referred to NAVENVI RHLTHCEN for nedi cal review.

c. A Medical Review Oficer (MRO at NAVENVI RHLTHCEN wi || nake
contact with the unit by naval nessage or speed letter to begin the review
process. (Quidance for the nedical review process will be provided in the
MRO nessage.

d. Commands will be notified of the final results.

5. Uine Collection

a. Commanders will designate in witing responsible individuals as
the urinal ysis coordinators and observers.

b. The Urinalysis Coordinator will ensure that all nmaterials and
personnel are ready for the collection and accountable for the collection
site security and urine speci nens.

c. Coordinators shall:

(1) Ensure that the Marine(s) present picture proof of identity
(e.g., mlitary ID card) and will verify the Marine' s social security
nunber on the bottle against the proof of identity. This proof of
identity will be retained by the coordi nator upon issuing the specinen
bottle and, if practical, should be placed in the enpty bottle box sl ot
until the specinen bottle is returned after collection. The proof of
identity will be returned to the Marine upon conpletion of the
col | ecti on process.
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(2) Prepare a gumred | abel for each bottle with the follow ng
i nformati on:

(a) Date of collection (YEAR MONTH DAY).

(b) Batch nunber (locally derived 4-place al phanuneric code
assigned to each batch of 12 specinens or portion thereof).

(c) Specinen (sanple) nunber (predeternm ned two-digit
sequenti al numbers assigned to each individual specinmen in a batch).

(d) Individual’s social security nunmber (use all digits).
(e) Testing prem se.

(f) Lnitials of nmenber providing specinen.

(g) Coordinator’s initials.

(3) Attach gummed | abel to bottle (never put the individual’s
grade, nane, or signature on the |abel).

(4) Maintain a urinalysis | edger (using Federal Supply System
Record 7530-00-222-3525) docunenting all test specinens
collected with their identifying information as indicated below Vertical
lines will be drawn to separate the informati on bel ow

(a) Date of collection (TIVE YEAR MONTH DAY). Note: Each
sanpl e must have the sane date per batch nunber.

(b) Batch nunber.

(c) Specinen nunber.

(d) Individual’s social security numnber.

(e) Testing prem se.

(f) Printed nane and signature of nenber providing specinmen.
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(5) Ensure the Marine validates the urine specinmen bottle. The
Marine will verify the identifying information on the |abel by signing the
| edger, initialing the label, and initialing the tanperproof tape on the
bottle top with the initials of the nane used in the | edger signature. |If
the Marine refuses to sign, verification of the specinen may be done
(signed and initialed) by the observer and w tnessed by the coordinator

(6) Ensure the specinen bottle contains a mnimum vol ume of 30
milliliters (approximtely one-third full).

(7) Initial the label and transcribe the appropriate information
to the Speci nen Custody Docunent - Drug Testing, DD Form 2624.

(8) Ensure the Marine submitting the urine specinmen places tanper
resi stant tape across the cap of the urine specinen bottle. The ends wll
be affixed over the bottle | abel edges. The tape is transparent and wll
not obliterate any portion of the label. |If the tape is inproperly
affixed to the bottle the Marine will transfer their own urine specinmen
i nt o anot her unopened speci nen bottle, under the direct observation of the
observers, and repeat the process.

(9) Complete a specinen custody docunent for each batch of
speci mens at the end of the collection. Only DD Form 2624 (NSN 0102- LF-
016-7600) will be used for subnission of urine specinmens.

(10) Using the ledger and an official listing of the nanes and
soci al security nunbers of nenbers, the bottles will be checked to verify
that the information is correct.

(11) Prepare specinens for shipnment as foll ows:

(a) Ensure that each bottle is enclosed in a | eak proof
secondary cont ai ner.

(b) Ensure that each secondary container contains sufficient
absorbent material to absorb the entire specinen contents in case of
| eakage.

(c) Enclose the original and one copy of DD Form
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2624 for each batch in a waterproof nailer, then insert the mailer into
t he shi ppi ng contai ner box with the speci nens.

(d) Ensure that each shipping contai ner has the coordinator’s
signature over the seal to ensure integrity of specinmens. This
requi renent applies to all nethods of transportation including
hand- carri ed speci nens.

(e) Ensure that each specinen collected is forwarded for
testing expeditiously.

(f) Ensure each specinen container is clearly marked on the
outside "Cinical Specimen - Uine Sanples.”

d. The observer must be thoroughly fanmiliar with all wurinalysis
col l ection procedures. (Observers shall:

(1) Be the sanme sex as the Marine providing the specinen.

(2) Wtness the conpl ete specinen collection process (urinating
into the specinmen bottle, placing the lid on the bottle, and delivering
the bottle to the coordinator).

(3) Sign the urinalysis |edger certifying that the specinmen bottle
contains urine provided by the Marine and there was no opportunity for
substitution or adulteration

e. Should a Marine be unable to provide a specinen during the
prescribed collection period or arrive after the collection period, the
sanpl e coll ection process will not be postponed. The coordinator will
informthe Marine’'s Commanding Officer who will determ ne a collection
time for those individuals.

f. Specinmens provided by femal e Mari nes nay be collected in nmedica
speci men contai ners (NSN 6530-00-8370-7472) but nust be
transferred to the standard bottle for processing. This transfer will be
done by the Marine providing the specinen in view of the observer

g. |If a Marine submts less than 30 milliliters (one-third full), it
is permssible to require the Marine to renain in a controll ed area, under
observation, and to drink fluids nornmally consuned in the course of daily
activity (e.g., coffee, water,
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soda) until such time as the Marine is able to provide a specinen, or the
bal ance of an inconplete specinen. In the case of an inconplete specinmen,
the unit coordinator will nmaintain custody of the inconplete specinen and
desi gnate an observer to witness that the bottle renmains on the collection
table until the given collection tine has ended. |f the nenber cannot
provi de the bal ance of the specinen in the sane bottle at the end of

the collection period, the bottle will be |abeled, sealed by the

i ndi vidual and sent to the DoD certified | aboratory with the collection
The urinalysis ledger will be annotated in the renarks that the specinen
had, "m nimum volurme."” No Marine Corps specinmens will be discarded from
a collection due to insufficient vol une.

19. Instructions for the DOD Specinen Custody Docunent Drug Testing (DD
Form 2624)

a. DoDinst 1010.16 requires all Services to use a standard chain of
custody form Marine Corps urinalysis collection will use DD Form 2624
SPECI MEN CUSTODY DOCUMENT - DRUG TESTI NG to docunent all speci nens
submtted for urinalysis. SACO and urinalysis coordinator training and
assistance in conpleting this formcan be obtained through the SACC. The
NSN for DD Form 2624 is 0102-LF-016-7600.

b. Do not mark in areas |abel ed al phabetically and beyond the heavy
black Iine. These are reserved for |aboratory use only. Provide
information fromthe | edger in the nunbered bl ocks only. An abbreviated
list of block information is provided on the backside of the form
Coordi nators should follow the directions belowin conpleting DD Form
2624;

(1) Block 1: SUBMTTING UNIT (front side). Use the Navy Message
Pl ai n Language Address (PLA) of submitting unit. SACO s should put the
command phone nunber at the bottom of bl ock

(2) Block 2: ADDI TI ONAL SERVI CE | NFORMATI ON. Message address
PLA of second echel on commander to whom submitting unit
reports administratively. Every DD Form 2624 will include the PLA "CMC
WASHI NGTON DC//MRO' /" in this bl ock.

(3) Block 3: BASE/ AREA CODE. Starting fromthe left bl ock
enter the command MCC.
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(4) Block 4: UNT |IDENTIFI CATION CODE (Reporting Unit Code). In
the left block that is separate fromthe other five bl ocks, type or print
"M" Enter RUC of unit submitting specinmen in the renaining five bl ocks.

(5) Block 5: DOCUMENT/ BATCH NUMBER. A four digit al phanumeric
code generated by the collection record log at the submtting unit
(exanpl e: UDO1). Each batch of 12 bottles (or a nunber of bottles |ess
than 12) will be assigned a separate |ocal batch nunber to assist in
i dentifying submitting unit specinens.

(6) Block 6: DATE SPECI MEN COLLECTED. This will be the date the
sanpl es were collected, only one date per batch. Enter the year as a four
digit nunmber in the YYYY blocks, the nonth as a two digit nunber in the MM
bl ocks, and the day as a two digit nunber in the DD bl ocks (place a zero
inthe left block if nonth or day is single digit nunber), e.g., 1995 02
03.

(7) Block 7: SPECI MEN NUMBER.  Use the pre-printed numbers on
the formto item ze bottles. The formis made to hold the maxi mum of 12
speci men numbers.

(8) Block 8: SOCIAL SECURI TY NUMBER (SSN). Enter the specinmen
bottle SSN in the nunber sequence that corresponds to the speci nen nunber
in block 7.

(9) Block 9: TEST PREM SE. Enter the premn se code that
i ndicates the reason for collection. DD Form 2624 requires two letter
prem se codes as specified in this Manual

(10) Block 10: TEST I NFORMATION. Not applicable to Marine Corps
(1 eave bl ank).

(11) Block 11: PRESCREEN (field-testing). Not applicable to
Marine Corps (I eave bl ank).

NOTE: | F THE LINE ENTRY OF | NFORVATI ON I N BLOCKS 7 THROUGH 10 HAS
ERRORS OR WLL NOT BE SUBM TTED AS PART OF THAT BATCH, THE ENTRY
MUST BE VO DED. TO VO D THE ENTRY, A BLACK LINE WLL BE DRAWN
FROM THE LEFT BORDER OF ERRONECUS LI NE IN BLOCK 7 M DWAY BETWEEN
THE TOP AND BOTTOM LI NES ACROSS BLOCKS 8,9, AND 10. THE

COORDI NATOR WLL TYPE OR PRINT THE WORD "VO DED* W TH N THE
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ENTRY AND I NI TITAL AT THE RIGHT END OF THE DRAWN LI NE. ONLY THE
REMAI NI NG VALI D ENTRI ES W TH THEI R CORRESPONDI NG BOTTLES W LL BE
SUBM TTED AS THAT BATCH. (ALL SAMPLES THAT ARE COLLECTED WLL BE
SUBM TTED FOR TESTI NG.)

(12) Block 12: SI GNATURE AND CHAI N- OF- CUSTODY (back si de).
Coordi nators should use block 12 (a) and (b) to docunment the initial chain

of custody person, i.e., the coordinator. Block 12 (c) will be conpleted
when transfer occurs to CSACC or other shipnment status is known, e.g.
Shipped U S. Mail. |[If additional transfers of custody take place, each

transfer must be docunented in block 12 until shiprment is delivered at the
| aborat ory.

(13) Batch discrepancy codes in paragraph 3 are to be used only by
the lab to informthe submitting unit of collection, shipping, and/or
speci men processing problens. The bottle discrepancy codes will appear in
bl ock G

20. Shipnent. The primary nodes of shipnent will be through regular U S
Postal Service nail or direct hand delivery. There is no requirenent for
the U.S. Postal Service to sign for the shipnment. Acceptance into the
U.S. Postal Service should be noted on DD Form 2624 retai ned by the
coordinator. |If the shipment requires a DD Form 1384 (Transportation
Control and Movenent Document), indicate a "priority one" on the form On
the U S. Governnment Bill of Lading, the shipnment is "priority one"
indicated in the "description of contents” block. On the DD Form 2624,
the coordinator will enter one of the nodes below in Block 12(d) on the
original copy.

a. "Released to U.S. Postal Service." NOIE: Registered nmail is not
recomended.

b. "Released to (Marine’s grade/nanme) to hand-carry to drug testing
| aboratory.” NOTE: Marine will sign block 12(c) of the Urine Specinen
Cust ody Docunent upon receiving the speci nens.

c. In the event that boxes of specinens from several comands are to
be collected at a central collection point for shipnment, the actions
descri bed above will be perforned by the collection point coordinator
after signing the Specinmen Custody Docunent in block |2(c) and providing a
copy to the unit coordinator
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d. Urine specinmens do not require refrigeration or freezing before
shi pment, but should be shipped as soon as possible after collection or
provided with incontestable security and chain of custody neasures while
awai ting shipnment. Al specinmens collected will be shipped
for testing.

21. Drug Testing Laboratories. Al Marine Corps units shall use DOD
certified Navy Drug Screening Laboratories (NDSLs) to detect drug
presence.

a. Units east of the Mssissippi River and all overseas conmands
(except WestPac comands) will submit their urine sanples to NDSL
Jacksonville, FL.

b. Units west of the Mssissippi River and WestPac units will submt
their sanples to NDSL San D ego, CA.

c. Navy Drug Screening Laboratories at the follow ng | ocations:

Commandi ng O ficer

Navy Drug Screeni ng Laboratory

34425 Farenholt Avenue Suite 40, Bldg 26-2b
San Di ego, CA 92134-5298

MSG PLA: NAVDRUGLAB SAN DI EGO CA//00//

Commandi ng O ficer

Navy Drug Screening Laboratory

Naval Air Station

Jacksonville, FL 32212-0113

MSG PLA: NAVDRUGLAB JACKSONVI LLE FL//00//

22. Anabolic Steroid Testing. Possession or trafficking of anabolic
steroids by Marine Corps personnel is prohibited and considered a
violation of Article 112a of the UCM], except as prescribed by a physician
for therapeutic purposes and recorded in the Marine's nedical record.

a. Collection of suspected anabolic steroid urine will followthe
procedures and docunentation required for normal drug urine collection in
the Marine Corps program Steroid testing is not limted to random
testing. Conmanders may col |l ect speci nens under other prenises.
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b. Before the urine specinmen(s) are collected, conmands
must contact the | aboratory bel ow via phone to ensure the | aboratory can
accept the specinen(s) and arrange for paynent. Only after these itens
are conpleted, will a conmand send the specinen(s) to the laboratory. The
cost of the anabolic steroid testing will be paid out of |ocal Drug Demand
Reducti on funds. Commands are authorized direct liaison with the
| aboratory to coordinate shipping and anal ysis of urinalysis specinmen(s).
Each specinmen(s) that is collected will be forwarded for testing
expeditiously to:

University of California, Los Angel es
UCLA d ympic Anal ytical Laboratory
Depart ment of Pharmacol ogy
2122 Granville Ave. Los Angel es, CA 90025
(310) 260-9077
23. Atotal leadership effort with full participation of all officers,
staff noncomm ssioned officers, and nonconm ssioned officers is required
to effectively counter drug abuse. Testing should NEVER be conduct ed:
a. On a predictable schedul e;
b. On a specific day each nonth

c. Inmmediately following the receipt of collection bottles by the
coor di nat or

d. Wth a policy to delete personnel froma test because they nay
have been previously tested under random or another prem se; or

e. Coincident with specific or periodic nusters.
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