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CIVIL AIR PATROL
DRUG DEMAND REDUCTION
QUICK START HANDBOOK
INTRODUCTION: This handbook is designed to assist Drug Demand Reduction Officers in implementing and maintaining a Drug Demand Reduction Program. It is designed as a reference to supplement CAP Regulation (CAPR) 51-1, Drug Demand Reduction Program. 

CHAPTER 1 - CIVIL AIR PATROL
DRUG DEMAND REDUCTION PROGRAM OVERVIEW

VISION
To be a leading force in America’s drug demand reduction strategy through education and development of tomorrow’s leaders in volunteer community service for a drug-free world.

MISSION STATEMENT
The Civil Air Patrol Drug Demand Reduction Program assists squadrons, groups, wings, and regions to instill an aggressive, positive, drug free attitude in CAP members, AF families, DoD civilians, and school age children through a comprehensive program that:

·  Promotes CAP as a positive community service lifestyle.

·  Encourages youth to remain in school.

·  Focuses on drug abuse education, prevention, and awareness.

·  Provides positive activities as an alternative to drugs and gang violence.

PROGRAM ELEMENTS
The CAP DDR Program consists of three elements: 

· Education - Increases knowledge and awareness of drug abuse through the use of literature, videos, games and partnerships with AF Active Duty, Reserve, and National Guard DDR programs and partnerships with local substance prevention agencies, coalitions; portable displays and fatal vision goggles.
· Training - Provides the fundamental knowledge and competencies for DDR officers to facilitate the DDR Program throughout CAP. DDR officers are our greatest asset and training is conducted to ensure program effectiveness. Training is offered at Wing, Region and National Conferences.
· Community Outreach – Places local CAP units in the forefront of their community to communicate a drug-free message to youngsters through local anti-drug activities.  Cadets and unit members partner with base and local community coalitions to support anti-drug activities. They provide essential and supplemental assistance to community outreach activities.
CHAPTER - 2 IMPLEMENTING A DDR PROGRAM

Successful implementation of any program starts with selection of personnel and the capacity to provide the proper training and tools to support the program. It is important that members understand the roles and responsibilities before accepting the position.

ROLES AND RESPONSIBILITIES
NHQ DDR Program Manager

· Manages all aspects of the program. 

· Provides guidance for all CAP DDR personnel, and serves as the corporate point of contact for all DDR matters. 

· Ensures all aspects of the DDR program comply with established DOD and Air Force directives, instructions, and guidelines. 

· Responsible for properly managing all aspects of the CAP DDR program budget. 
NHQ DDR Administrator

· Coordinates office requirements for the DDR program.  

· Provides information in response to inquires. 
· Handles administrative and program details with DDR units and outside agencies.  
National DDR Team Leader 
Reports to the Senior Advisor of Cadet Programs.
· Point of contact from National to the DDRCs and from the DDRCs to National. 

· Coordinates and facilitates DDR Strategy sessions for program enhancement. 

· Develops strategic plans and programs to support the DDR program. 

· Assists DDRCs developing training plans and programs, as needed.
DDR Coordinator (DDRC)
· Point of contact from the DDR Administrator to the wings and from the wings to the NHQ DDR Team Leader. 

· Manages and directs DDR activities for the region and develops or revises the Region DDR Strategic Plan and annual DDR training plan. 

· Prepares and manages the regional DDR financial plan.
Assistant DDR Coordinator (DDRC)
· Assists with duties of the DDRC as assigned.
Cadet DDR Coordinator (C/DDRC)
· Assists in highlighting Drug Awareness throughout their Region.

· Assists in developing a regional training plan.
· Assists in developing a display to be used at Region activities.
· Point of contact to the Wing C/DDRA.
DDR Administrator (DDRA)
· Point of contact for all CAP units within the wings for DDR information. 

· Manages and directs DDR activities for the wing and develops or revises the Wing DDR Strategic Plan due NLT end of first quarter of year.
· Prepares annual DDR training plan. 

· Prepares and manages the wing’s DDR financial plan.
· Ensures DDR training is conducted at Wing Activities.
· Coordinates, where possible, with active duty and reserve Air Force base DDR coordinators and the National Guard DDR Administrators.
Assistant DDR Administrator (A/DDRA) 
· Assists with the duties of DDRA as

       assigned.
Cadet DDR Administrator (C/DDRA)
· Assists in highlighting Drug Awareness throughout their Wing.

· Assists in developing a training plan for DDR within the Wing. 

· Assists in developing a display to be used at Wing activities.
· Point of contact to the Region C/DDRC.
DDR Officer (DDRO)
· Point of contact for DDR information between the group/squadron/flight and the wing. 

· Manages and directs DDR activities for the group/squadron/flight and shall develop an annual DDR training plan.
· Prepares and manage the DDR financial plan.
· Ensures DDR training is conducted at the group/squadron/flight level.
· Coordinates where possible with active duty and reserve AF base DDR coordinators and National Guard DDR Administrators.
Cadet DDR Office (C/DDRO)
· Assists in highlighting drug awareness throughout their Unit.
· Assists in developing a training plan for DDR within the Unit. 

DDR PROGRAM START-UP 

Getting started in DDR is not a difficult process. A checklist has been developed as a guideline to guide you through the program. A copy of the checklist is also provided at the end of this document for your convenience.  
1. Enroll in DDR Program

The first step would be to update e-services information to reflect duty position and enrollment in the DDR Specialty Track. 

2. Educate Yourself

Obtain a copy of CAPR 51-1 and familiarize yourself with the contents. A copy of CAP 51-1 is located on the on the NHQ DDR Website.  CAPR 51-1 is divided into 4 sections:
· Chapter 1 – Overview and Structure 

· Chapter 2 – National Program
· Chapter 3 –  Goals and Objectives

· Attachments

Information, program updates and additional resources can be found on the NHQ DDR Website. 
3. Obtain Support

The best way for a Commander to support the program is to have a good understanding of the Program. Set up a meeting to discuss the benefits of the program for the unit, CAP and the community. 

Establish a DDR committee to include your Chaplain (MLO), Health Services Officer and especially your Recruiting and Retention Officer. Also, ask other members of your unit for their support in making a difference.

To obtain unit support, brief the DDR Program at a unit or staff meeting. 

4. Establish Goals and Objectives

To be successful, goals and objectives must be developed.  The goals identify what you want to accomplish and the objectives define what activities need to be done to meet these goals.  A strategic plan should also be developed to forecast long range (2 – 4 years) goals and objectives.   

Jointly developing the goals with the unit commander and the DDR Committee gives them a clear understanding of what needs to be accomplished at the unit level. It also solidifies their support in attaining program goals. 

Even though your unit goals may vary they should be written to support National, Region and Wing goals wherever possible. A copy of the National Goals is listed in CAPR 51-1. The Region and Wing Goals can be obtained from the Region DDR Coordinator or the Wing DDR Administrator.  

5. Develop Budget 

Even though most DDR activities do not require funding, you should develop a budget to be submitted to your Unit Commander and/or Finance Committee. In some cases, funding is available from the Air Force Surgeon General’s Office via the NHQ DDR office.  Information regarding the DDR Funding process is contained in Chapter 2 of CAPR 51-1.
6. Develop List of Contacts

DDR presentations and activities can be initiated by any unit member or conducted by CAP members or external resources. 

Whether it is regarding the DDR Program or information on drugs, there are dozens of resources available. These resources can provide direction and support in developing DDR programs and activities for the unit and the community. 
CAP Resources:
· DDRCs/DDRAs
· Chaplain Services

· Members with drug enforcement backgrounds

· Military DDR personnel

· Local/State/National Drug Coalitions

· Community Anti-Drug Coalitions

· Educational Institutions

· Youth Organizations

· Internet

In addition, don’t forget the parents of cadets. Meet with them and ask them to assist with developing a DDR Program within the unit. This will open the door for you to recruit them as Cadet Sponsor Members.  
7. Schedule Activities 

One of the keys to maintaining a viable DDR program is planning meaningful activities and educational programs. Lack of activities and/or training is one of the most frequently cited reasons for leaving the CAP program. Especially when the cadets are getting near the end of their High School years or they have achieved higher ranks in the CAP Program.  Many feel as though they are no longer useful, which provides a great opportunity to get those cadets involved in the CAP DDR Program.
There is not a directorate within CAP that has not been impacted by drug and alcohol abuse in some way.  The following are activities where a DDR presentation or message could be easily incorporated:
· Unit meetings

· Wing Staff Meetings

· CAC Meetings

· Encampments/FTX

· Base and Community Events

· Wing/Region Conferences or Schools

· DDR weekend

· Air shows/Open Houses/Recruitment Drives

· SAREXs

· School/ Home School Group Presentations 
· Community Model Rocket Activity
· Mountain Flying Clinic
· Driver Education Class
DDR can be incorporated into any activity. Most CAP activities are planned well in advance. Don’t forget to check the unit calendar for events and coordinate with project officers.
Keep everyone informed by posting information and events on your unit’s webpage and bulletin board.  Plan in advance, to present information on alerts, to raise awareness at unit meetings and activities.  Unplanned meetings are boring, which will result in those not wanting to do the program.

8. Develop/select DDR materials

There is not a shortage of available DDR materials to meet the needs of any senior member or cadet activity. A list of available educational materials and presentations is provided on the NHQ DDR Website.  These materials can be downloaded for your use or ordered through the DDR catalog. 

Many organizations have lesson plans, research materials, games, posters, and other information available at no charge. An internet search will provide you with hundreds of organizations, articles, and research information all supporting the war on drugs.
9. Measure and Report Success

Reporting DDR activities is critical to measure the success of the program. Upon completion of activities, an After-Activity Report is submitted to the Wing DDRA/Region DDRC within 15 days of the event, who will forward the report to National.  DDR funded events must be documented with an After-Activity Report.
The quarterly end-of-year report is designed to report on successful completion of  DDR Program activities and events.  A quarterly submission is optional but recommended; however, all units must submit an annual report at the end of the fiscal year

After-Activity reports should be submitted as close to the event as possible to ensure an accurate report, but more importantly, to capture good “lessons learned” and “best practices” for other units to use.

10. Develop a Continuity Book

A Continuity Book is a great tracking tool to ensure your program is on track. It should contain documentation and historical information regarding your DDR program. Not only is it a great resource tool, it is also an excellent way to measure the success of your program during Unit inspections. 
CHAPTER 3 - DDR FUNDING

Since most DDR activities do not require funding, there is no need for funding to be a requirement to implementing the program. However, there are a number of funding sources available to assist with promoting the Program.  Among these are the Air Force Surgeon General’s Office and grants from anti-drug coalitions  

The Air Force Surgeon General provides Drug Demand Reduction funding for units within 30 miles of an Air Force Installation.  It is not part of the annual CAP appropriation.  These Congressionally mandated funds are provided by the Air Force Drug Demand Reduction Program and may only be used for programs targeting AF members and people they associate with or who influence them.  The funded activities must have a direct correlation to drug demand reduction.  The requirements for obtaining these funds are provided in CAPR 51-1.

In 2006 there were significant changes in the funding process. Instead of submitting a single request for funding for the entire year, you are able to request funding at any time. It is recommended that requests be submitted 45-60 days in advance of the activity and no later than 30 days prior to the activity. (Check with your Wing DDRA and Region DDRC for the standards they have set forth).
Prior to requesting funding a Wing Demographic Form should be submitted to NHQ DDR and updated annually. A copy of this form and instructions are located on the NHQ DDR website. 
A number of DDR related items have been pre-paid by NHQ. These are provided at no expense; however, the units pay for shipping and handling, A CAPF 108 is not required for these items.  They are listed on the NHQ DDR website and are divided into 4 categories:

· Promotional Items 

· Education and Training materials 

· Fatal Vision Goggles 

· Model Rocket Supplies (DDR community outreach activities only). 

Approved items not included in the DDR catalog will be reimbursed via a CAPF 108 on an 80/20 split. Unit pays for the event up front with 80% being reimbursed by NHQ DDR at the conclusion of the event.  This could include administrative supplies for DDR activities such as an encampments or school events and any additional support with a strong DDR nexus. For example, you are having a Mountain Flying Clinic and would like to provide a flight bag, which are non-catalog items, with the DDR logo to each student. 

Bottom line: less paper work, simplified ordering process, easier management and less guesswork.

Copies of all forms, along with instructions, are located on the NHQ DDR Website.  
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