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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-98-09 for Personnel Related Responsibilities Regarding the Department of Army Chemical Personnel Reliability Program

1.  PURPOSE:  To establish uniform procedures for accomplishment of the Chemical Personnel Reliability Program (CPRP) personnel related responsibilities.  This supersedes the previous SOP dated 4 Dec 98.
2.  SCOPE:  These procedures are applicable to all personnel involved in the accomplishment of CPRP related duties as described herein.  These procedures have been developed for use by the West Civilian Personnel Operations Center (WCPOC) and all West Civilian Personnel Advisory Centers (CPACs) servicing organizations with a chemical mission.

3.  REFERENCE:  Army Regulation 50-6, "Chemical Surety."

4.  DEFINITIONS:

a.  Certifying official - the commander or immediate supervisor responsible for the operation or security, or both, of a chemical agent and who is responsible for certifying that personnel being considered for an assignment to chemical duties meet the qualification requirements of the CPRP.

b.  Chemical Duty Position (CDP) - a position determined by an organization's certifying official to be associated with the operation and/or security of chemical agents.

c.  CPAC representative - employee identified by the CPAC chief to assume responsibility for accomplishment of CPRP related duties.  This is normally the generalist responsible for servicing the organization that has a chemical mission.

d.  WCPOC representative - employee identified by the director, WCPOC, to serve as liaison for CPRP related duties.

e.  Chemical Duty Position Roster (CDPR) - a listing identifying chemical duty positions within an organization and persons certified to fill such positions.

f.  Official Personnel Folder (OPF) - official record of personnel.

g.  Organizational Liaison (OL) - the individual identified as the Chemical Surety Reliability Program (CRP) administrative point of contact and is responsible for coordinating actions between the CPAC/CPOC and the organization responsible for a chemical mission. 

h.  Potentially-Disqualifying Information (PDI) - information regarding personnel reliability which may serve as a basis for CPRP disqualification.

i.  Chemical Personnel Reliability Program (CPRP) - an integral part of Department of Army's Chemical Surety Program designed to ensure the highest possible standards of individual reliability of persons occupying chemical duty positions.

j.  CPRP employee - a federal employee currently assigned to, or being considered for assignment to, a chemical duty position.

5.  POLICY:  Commanders and directors of organizations having chemical missions are mandated to ensure that personnel assigned to chemical duty positions meet prescribed standards of reliability.  All personnel involved in the successful operation of the CPRP must commit themselves to ensuring that the procedures in the applicable regulations and this SOP are carried out to the best of their ability.

6.  RESPONSIBILITIES:

a.  The Certifying Official will maintain the CDPR to identify both CPRP positions and those personnel certified to these designated positions.  Changes, additions, and deletions to this roster will be in writing.  The Certifying Official will authenticate the CDPR by signing the last page of the roster.  The Certifying Official must also be listed on the roster he/she authenticates.  A copy will be provided to the OL, the CPAC representative, and the CPOC representative.  

b.  The OL will coordinate all actions between the Certifying Officials and the CPAC.   This coordination will be through the CPAC CPRP representative to the WCPOC CPRP representative. 

c.  The CPAC will provide to both the CPOC and the OLs, a list of CPAC CPRP representatives within their organization.  This list will identify name, phone and email addresses of the representative.  Updates will be provided as changes occur.

d.  The WCPOC will provide a list of all CPOC CPRP representatives to the CPAC representative.  This list will identify name, phone and email addresses of the representative.  Updates will be provided as changes occur.  The WCPOC representative will also provide, through the CPACs to the Certifying Officials, all PDI contained in or entering the OPF of CPRP employees.  

NOTE:  Due to some remote CPRP locations, the duties of the CPAC may be assumed by the Organizational Liason (OL).  This is determined by individual Command procedure.  All references to CPAC responsibilities in this SOP also refer to duties of the OL in the designated remote locations (Pueblo and Umatilla Chemical Depot).

7.  PROCEDURES:

a.  Requesting OPFs: The Certifying Official may request the OPF through the CPAC representative at any time for individuals selected or assigned to the CPRP.  Upon receipt of the DA Form 3180-R, Personnel Screening and Evaluation Record, from the Certifying Official concerning a new applicant for the CPRP, the CPAC representative will contact the WCPOC representative via Email, requesting the OPF for required records screening.  The CPAC may request that the OPF be mailed directly to the Organizational Liaison at a remote location.  Upon receipt of the request for OPF, the CPOC representative will:

(1)  If the individual is currently a WCPOC serviced employee, the WCPOC representative will immediately obtain the OPF from the file room and forward the OPF to the CPAC representative. 

(2)  If the individual is not currently a WCPOC serviced employee, the WCPOC representative will ensure that the OPF is immediately requested with instruction to forward the OPF directly to the CPAC representative (by name).  To ensure prompt handling, the request will be faxed to the losing organization, with a follow-up phone call confirming receipt of the request and mailing of the OPF directly to the CPAC.  The CPAC will be kept informed of the status of the OPF request.

Once received from the WCPOC, the OPF will remain in control of the CPAC or Organizational Liaison until such time as the screening and evaluation process has been completed by the Certifying Official. 

b.  Records Screening:  Upon receipt of the OPF, the CPAC representative will screen the OPF and other relevant records for citizenship, security clearance, and suitability information.  

(1)  Citizenship:  If the candidate is not a U.S. Citizen, screening terminates at this point.  The CPAC representative will notify the OL/Certifying Official/WCPOC representatives that the individual is ineligible for chemical surety duty positions.  If the candidate is a U.S. Citizen, continue screening.  The presence of DA Form 873 in the OPF documenting the granting of a final clearance is evidence of U.S. Citizenship. 

(2)  Security Clearance:  Determine the level of security clearance, date clearance granted, type of investigation, and date investigation completed on the selectee.  This information is obtained from the individual's DA Form 873, Part II.  The clearance information must meet the requirements of AR 50-6.  If the OPF does not contain DA Form 873, the CPAC representative will contact the OL for guidance.  

(3)  Suitability:  The CPAC representative will review for PDI the candidate's OPF, appraisal files, suitability files and any other appropriate files maintained.  Examples of PDI are contained in AR 50-6.

(4)  Screening documentation:  After initial screening of the OPF and relevant records, the CPAC representative will complete Part II of DA Form 3180-R.  The local Command determines who is authorized to sign the DA Form 3180 as the personnel representative.  Any PDI identified in item A will be placed in a sealed envelope addressed:  "Exclusive for (name of Certifying Official)."  Only the Certifying Official is allowed to see the PDI.  The CPAC representative will enter his/her own name as the "screening official."

Upon completion of this screening process, the CPAC representative will forward the DA Form 3180-R with attached sealed PDI envelope, through the OL, to the Certifying Official.  

c.  Suitability determinations:  In accordance with guidance outlined in AR 50-6 the Certifying Official will:

(1)  Ensure that personnel being considered for assignment to CDPs receive medical evaluations.  The DA Form 3180-R will be signed by the medical screening authority.  

(2)  Ensure that all individuals submit to a urinalysis test to screen for illegal drug use prior to CPRP certification.

(3)  Interview all candidates for assignment to chemical duty positions, regardless of their previous status.  The individual and the Certifying Official will complete Part V, DA Form 3180-R.  The individual's signature indicates that a briefing on the standards and objectives of the CPRP was received and understood.

(4)  Determine the CPRP suitability and ensure that individuals are qualified, trained, and proficient prior to being assigned to a CDP.  The Certifying Official will consider all relevant facts in making the final judgment about the individual's reliability when performing CPRP duties.  The Certifying Official will indicate the final determination in Part IV, DA Form 3180-R. 

d.  Finding of "suitable":  Upon a suitable determination, the following procedures apply:

(1)  The Certifying Official will distribute the DA Form 3180-R as follows:  (a) original will be returned, through the OL, to the CPAC representative, (b) one copy will be sent to the supporting medical activity, and (c) one copy will be sent to the dental activity.

(2)  The CPAC representative will (a) file the original DA 3180-R on the left side of the OPF, (b) remove any previous DA Form 3180-Rs and return to the Certifying Official for appropriate handling, (c) if applicable, attach the CPRP label, DA Label 164, to the OPF and enter "50-6" in the designated blank, (d) return any original PDIs to their respective files and  (e) return OPF and an updated copy of the CDPR to the attention of the WCPOC representative. 

(3)  The WCPOC representative will return OPF to the file room and file the updated CDPR.

e.  Finding of "unsuitable - permanent":  Upon a finding of unsuitable, the following procedures apply:

(1)  The Certifying Official will complete the DA Form 3180-R with all necessary appeals and reviews completed prior to the permanent disqualification.

(2)  The CPAC representative will (a) if applicable, remove the CPRP Label (DA 164) from the OPF, (b) place the DA Form 3180-R marked "unsuitable" and supporting documentation in a sealed envelope and place the envelope on the permanent side (right side) of the OPF, (c) notify the WCPOC representative of the permanent disqualification, and (d) return the OPF to the attention of the WCPOC representative.

(3)  The WCPOC representative will return the OPF to the file room.

f. Finding of "unsuitable – temporary":   Upon receipt of any information that may cause an individual's reliability to be suspect the following procedures apply:

(1)  The Certifying Official will (a) immediately remove the individual from assigned CPRP duties, (b) notify the individual in writing within 15 work days of the reason for the temporary disqualification (unless returned to duty earlier), (c) notify the medical official of the temporary disqualification, (d) annotate the temporary disqualification of the employee on the CDPR, and (e) notify the CPAC representative of the action.  The Certifying Official will promptly investigate all circumstances surrounding the temporary disqualification.

(2)  The CPAC representative will receive the updated CDPR from the Certifying Official and immediately notify the WCPOC representative of the temporary disqualification and action.

(3)  The WCPOC representative will immediately obtain the employee's OPF and enter the date of temporary disqualification by pencil in Part VI, DA Form 3180-R.  

g.  Continuous evaluation of CPRP employees:  All personnel responsible for maintaining personnel records of CPRP personnel (i.e. supervisors, fellow workers, WCPOC, CPAC, medical, dental, etc.) will immediately report any PDI to the Certifying Official.   Notification of the actual PDI should be made orally, and the actual PDI provided in writing.

h.  Administrative Termination:  When an employee moves to a position that does not require CPRP certification, their CPRP status will be administratively terminated.  All continuous evaluation will cease effective on the date of the administrative termination.  

(1)  The Certifying Official will notify the supporting medical, dental and CPAC representatives of the administrative removal action. 

(2)  The Certifying Official will remove the employee's name from the CDPR and forward a copy to the CPAC representative.  The CPAC representative will forward a copy of the updated CDPR to the WCPOC representative.

(3)  The WCPOC representative will (a) promptly obtain the OPF from the file room and complete Part VII of the original DA Form 3180-R in the OPF (the original DA Form 3180-R will be retained in the OPF), (b) remove DA Label 164 from the OPF and (c) dispose of the OPF accordingly (i.e. return to file room or forward to appropriate activity). 

i.  Maintenance of OPFs:  All CPRP OPFs will be filed in accordance with standard filing procedures.  OPFs of CPRP employees will be identified by the presence of DA Label 164.  Upon receipt of any document submitted for filing in a CPRP OPF, the clerk will promptly forward the document and respective OPF to the servicing WCPOC representative.  The WCPOC representative will review the document(s) for presence of PDI.  Documents determined not to contain PDI will be filed in accordance with standard procedures.  Documents determined to contain PDI will be handled as follows:

(1)  The WCPOC representative will promptly forward a copy of the PDI to the CPAC representative in a sealed envelope addressed:  "Exclusive for (name of Certifying Official)".

(2)  The CPAC representative will promptly forward the PDI, through the OL, to the Certifying Official.

Any change in the certification status of an employee will be handled in accordance with the appropriate paragraphs above.  

8.  RECRUITING FOR CPRP POSITIONS:  As a general rule, vacancies are filled from open continuous announcements from an automated applicant referral system.  Candidates referred for CPRP positions will be advised at the time of interview of the CPRP requirements.  If a special announcement is required (i.e. DEU), the following statement will be added to the announcement:  "Position requires enrollment in the Chemical Personnel Reliability Program.  Conditions stated in AR-50-6 must be met.  A DA Form 5019-R, Drug Testing Form, must be completed prior to Entrance on Duty."

9.  INSPECTIONS: When CPRP inspections are conducted by outside authorities, the CPAC will provide the WCPOC as much advance notice as possible.  The CPAC will also provide the WCPOC with a list of the employees whose OPFs will be inspected.  The WCPOC will make these OPFs available to the inspection team for review.  If requested by the Command undergoing the inspection, the WCPOC will also make the OPF’s available for review by Command representatives prior to the scheduled inspection.  

10.  COMMUNICATION:  Contacts between serviced organizations and WCPOC representatives will be made through the respective OLs and CPAC representatives to the WCPOC representative.  Use of this chain is intended for all processes described, whether or not specifically cited.  Any situations that may arise not specifically covered by this SOP will be discussed among the responsible entities, and handled accordingly.  A summary of actions required in specific CPRP situations is enclosed.
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SUMMARY OF ACTIONS REQUIRED IN SPECIFIC CPRP SITUATIONS

(Use Only in Conjunction with Basic SOP)



Initial

Qualification
Administrative

Termination
Temporary 

Disqualification
Reinstatement from Temp Disqualification
Permanent

Disqualification
Re-Qualification Following Perm Disqualification

WCPOC
Complete Part VII, DA 3180-R



X





WCPOC
Complete in pencil Part VI, DA 3180-R




X




Certifying Official
Erase entry in Part VI, DA 3180-R





X



CPAC
Remove disqualification package from OPF





X

CPAC
File DA 3180-R on left side of OPF


X




X

CPAC/WCPOC
Retain DA 3180-R on left side of OPF



X
X
X



CPAC
File annotated DA 3180-R and assoc.

documents on right side of OPF




X


CPAC
Affix DA 164 to front of OPF


X




X

CPAC
Remove DA 164 from front of OPF



X


X


CPAC/WCPOC
Retain DA 164 on front of OPF




X
X



Certifying Official
Add employee to CDPR


X




X

Certifying Official
Remove employee from CDPR



X


X


Certifying Official
Complete in pencil Part VI, DA 3180-R




X
X



CPAC
Notify WCPOC representative of permanent disqualification




X


WCPOC
Provide continuous evaluation of the individual by providing copies of all new PDI to CPAC
X


X
X

X
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