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CONDTIINST 1754.7A

COMVANDANT | NSTRUCTI ON 1754.7A
Subjj.: COAST GUARD SPECI AL NEEDS PROGRAM

Reff:

21

(a) Rehabilitation Actof 1973, Public Law 93-11%2, §504,
87 Stat. 394, as codified at 29 U.S.C. §7%94.

(b)) Menorandum of Understandi ng between DBD and DOT, signed
18 NOV 91, Coandifnation of Overseas Assi gnnents of ast
Cuard Service Menbers Wio Have Children Wo Require or
Are Likely to Require Special Education

(e) Department of Defense Directive 1342.12, Education of
Handi capped Children in D6D Dependent School s

(d) Arericans Wth Disabilities Act of 199@, Public Law
101-33%, 104 Stat. 327, as codified at 42 v.S.C. §121@n.

(e)) Defense Dependents' Education Act of 1978, Public Law
95-5&lL, 92 Stat. 236%, as codified at 20 U.8.C. §921.

PURPCSE. The purpose of this instruction is to provide
Bollcy and gui dance concerning the Coast CGuard Special Needs
rogram

ACTioN. Area and district conmanders; conmanders,

mai nt enance and | ogi stics commands; conmmandi ng officers of
Headquarters units; Superintendent, Coast CGuard Acadeny;
unit commanding officers and officers in charge: Famly
Program Adm ni strators (FPA's)); Dependent Resource

Coordi nators (DRC's): and Work-Life Supervisors shall ensure
conpliance with the contents of this instruction and ensure
wiidestt di ssemi nati on.
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-

DI RECTI VES AFFECTED. COMDTINST 1754.7 i s cancellld.

APPL| CATI ON. This instruction applies to all Coast Guard
personnel (active duty, civilian and retired) having famly
menbers with special needs. Enrollnent in this programis
required forall active duty nenbers with famly nenmbers with
speci al needs.

B SCUSS 10%e.

a. The Coast Guard Special Needs Program was devel oped and
inplemented in 1984 to assist Coast Guard famlies with
special needs and to address the unique challenges and
concerns which are above and beyond nornmal, mlitary
famly life issues. e intent of this Progran1is to
i dentify and sugport the special needs of the fam |y nenber
while nmeeting the mssion of the Coast CGuard. Currentl
over 2000 Coast Guard famlies with special needs have been
identified and enrolled in the program These active duty
menbers have successfully continued their careers, their
fam |y nenber's special needs have been addressed and the
integrity of the Coast Guard fam |y has been-enhanced.

b. The Special Needs Program in concert with other

mlitary and civilian agencies, provides a
conprehensive, multidisciplinary approach to enhance
adequat e nedical, educational, psychological and comunity .
support for famly memberswi th special needs. Services are'"

provi ded through relevant Wrk-Life staffs before, during
and after reassignment. Location and timing of an
assi gnment involving nenbers enrolled with special needs
famlies are given careful consideration by detaillers and
Commandant (&-PWiL~2)) for availability of necessary resources
and to permt the menber to best continue a Coast CGuard
%ﬁ;ﬁﬂ while meeting the mssion needs of the Coast

ce Enrollment in the Coast CGuard Special Needs Programis
required by active duty personnel as a condition of
enmpl oyment . This will help ensure early identification of
famlies with special needs and naxim ze the provision of
qual ity services to reduce famly stress and undue hardship
while mnimzing costly and disruptive Humanitarian
Assi gnment requests and early returns of dependents from
outside of the continental United States.
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d.

(=~

fl

g.

Coast Cuard civilian personnel with famly menbers with
speci al needs are encouraged to em8dll in the Special Needs
Programto take advantage of assistance in the
identification of necessary resources and support.

Al though there is no statutory requirenent for such a
program, the Coast Quard has determined as a matter of
policy that a Special Needs Programis essential to the
welfare of Its mlitary menbers, civilian enployees and
their famly members.

Commandant (G;ﬁW%% is responsible for inplementing this
program t hrough Coast Cuard area and district
commanders, mai ntenance and |ogistics comands (MLE'S)
and Wrk-Life Staffs.

Thi s program .conpar abl e to"the Departnment of Defense
Exceptional Fam |y Menber Program (EFMP))..

6. POLICY AND SCOPE.

a.

Provide support and assistance to active duty, retired '
and civilian Coast Cuard fan1|¥ members Wi t h di agnosed
and professionally docunented [ong-term nedical,

physical, psychological, nental or educational _
disabilities. (Included in this category are those famly
menbers who are chronically ill and/or orthopedically
handi capped: hearing, vision and/or speech inpaired, have
chroni c psychol ogi cal problens and/or mental retardation;
and/or are learning disabled, erotionally disturbed or

mul ti-handi capped. Further definition is provided in
encl osure (1»%;

In order for special needs situations to be taken into
consi deration for assignnents and other personnel
decisions, all active duty nembers must enroll their
family nenbers with di agnosed special needs in the Coast
Quard Special Needs Program

Active duty nenmbers shall not be adversely
affected in their selection for pronotion, schools or
assignment due to their enrollment in this program

I nformation concerning enrollment or data used in this
program shall not be nade part of the service record of
the member nor the official personnel file of the
civilian enployee. Al information shall be kept
strictly confidential inalocked file cabinet with
access only by authorized personnel. Any case _
information maintained in a data base shall be physically
and el ectronically secure; and

Eligible active duty nmenbers who do not require or
request assistance still must enroll in this program
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71 PROCEDURES.
a. Commandant (G-PwWL)) shall:

)
(2)

()

(4)

N C)
(6)
),
(®)
(9)

(10)

Provi de coordination of the Coast CGuard Specia
Needs Program service-w de;

Initiate and devel op policy, procedures, revisions
and gui dance concerning the Coast Cuard Speci al
Needs Program

Revi ew, assess and namintain documentation on al
speci al needs cases provided by mlitary or civilian
agencies, Wrk-Life staffs, Fam |y Advocacy
Representatives (FAR'®), units, assignnment-officers,
medi cal staff, educational systens, districts and
commands to ensure appropriate education, prevention
and intervention and case decisions and judgments
have occurred; guidance and support have been

provi ded: and case recomendati ons have been nade
whenever necessary:

Maintain the Central Registry for special needs
cases Coast Guard-wi de for review, coordination of
transfers, tracking, and providing accurate monthly
and annual statistical reports:

Provide direct technical guidance to Wrk-Life
staffs on special needs cases or issues:

Exercise final review authority regarding specia
needs case deci sions;

Track and inplenent trends in national, Federal and
DD speci al needs related prograns:

Prepare reports and maintain statistics
for the Special Needs Program service-w de;

Devel op and establish training and witten
materials to provide education Coast Guard-w de on
speci al needs issues for all relevant personnel
(FPA's, FAR's, DRCSs, conmands, nedical staff,
chapl ains, assignnent officers, etc.);

Represent Coast Guard interests in meetings and
contacts with Department of Defense, national
Federal and state agencies and organizations;
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bl

(11)

(12)

(13)

(14)

Distr
shal | :

(1)

(2)

(3)

4)

4.7A
: ’H ‘l.’:A

Conduct regular Quality Assurance Visits of all
speci al needs case files under the management/revi ew
of the FPA and provide a witten report of findings
to the District Commander or Commanding O ficer
responsible for the admnistrative evaluation and
oversi ght of the dutiessamd responsibilities of
Wrk-Life staffs:

Provi de assistance and guidance to all Coast Cuard
personnel on special needs and related Humanitarian
Assignnent requests and overseas screening issues;

Identify and assess national resources/services and
programs, both civilian and mlitary, to enhance the
?royision of quality and available services to

amly nenbers with special needs service-w de; and

Provi de annual lists to FPA's and DRC's of al
speci al needs cases w thin geographic areas of
responsibility.

i ct commanders and commanding officers with FPA's

anlenent policy and program objectives as described
erein;

Ensure special needs training is conducted, in
accordance with training requirements as prescribed
by Conmandant (G-PWL), for all commands, FAR s
Wrk-Life Supervisors, FPA's and DRC's in their
geographi c areas of responsibility:

Require identification and enrollnment in the Coast
CGuard Special Needs Program for all nenbers with
speci al needs fam |y nmenbers; and

Identify and facilitate the pronpt availabi!itY of
adequate and appropriate medical, psychol ogical
and/or education services, through existing mlitary
or civilian nedical and educational facilities, for
all active duty famly menbers with special needs
bei ng considered for assignnent out of CONUS or
isolated in CONUS assignments. This particularly
pertains to famlies with special needs being
consi dered for assignment overseas. Ensure copies
of these evaluations are provided to Conmandant
(G-PWL-2), rel evant FPA's and DRC'®s.
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Supervi sors of FPA's shall

(1)

(2)

(3)

(4)

(5)

(6)

(7)

| npl enent policy and program procedures as described
her ei n;

Ensure special needs case files are secured; _
this shall include providing a private |ocked office
and file cabinet for the physical security of files;

Ensure only personnel with aneed to know are
provi ded access to case informtiion and files:

Supervi se and provide adm nistrative support to
FPA's and DRC'w; direct all technical and policy
guestions to Commandant (G-PWL-2);

Use applicable Quality Assurance Visit reports
provi ded by Commrandant (G-PWL) when rating the
performance of the FPA and DRC:

Ensure members with special needs famly nenbers are
identified and enrolled in the Coast Guard Specia
Needs Program and

Ensure all special needs cases are managed in
accordance wth the criteria delineated in enclosure
(2)),, Case Managenent/Review of Special Needs Cases.

FPA"'s shal | :

(1)

(2

(3)

4)

Provi de coordination and direct case managenent of
al | special needs cases w thin geographic areas of
responsibility:

Cbtain, review and anal yze docunentation on all
speci al _needs cases provided by Headquarters and
other FPA's, DRC's, districts, MLE commands, units
or FARs to ensure appropriate services and support
are being provided. Mike case recommendations
whenever necessary;

Revi ew and co-sign all special needs cases at |east
annual ly in which DR€'s are providing docunentation
unl ess the case is 'considered to be an "at risk" (of
fam |y violence) special needs case or already a '
famly violence case. |f so, these cases shall then
be managed exclusively by the FPA. Sign off on al
speci al needs cases to be transferred or closed:

Maintain a list of all active duty nenbers wth
speci al needs fam |y menbers updated quarterly, in
conjunction with the DRE, w thin geographic areas of
responsibility and provide a |list annually to
Commandant (G-PWi~2):
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(©
(6)
(7)
(®)

(9

(10)

(11)

(12)

(13)

(14)

Identify and enroll active duty nmenbers wth special
needs fam |y members;

Provi de ongoi ng coordination and comunication with
Work-Life staff specialists, especially the DRG;

Noti fy members’ conmands whenever their famly
menbers are enrolled I n the Special Needs Program

Represent and advise district commanders,

MLE commands and commanding officers, officers in
charge and Work-Life Supervisors, in conjunction
with the Wrk-Life DRG, in all areas pertaining to
speci al needs:

Mai ntai n speci al needs cases on children until they
reach 21 years of age and/or are no |onger a
dependent; or the menber is discharged Tromthe
service: or the special need of the famly nenmber
has been resol ved,

Send special needs cases of retired Coast Quard
personnel to Conmandant (G-PWL-2)) to be kept in
I nactive status pending request for further
servi ces;

Manage special needs cases invoIvin? menmbers who are
geographi ¢ bachel ors but whose famly menbers wth
special needs reside within their area of
responsibility:

Not use E-mail to transfer case information or
provi de discussion of any special needs cases or
si tuations;

Maintain all special needs case records in
accordance with Privacy Act Systens Notice DQOT/CG

641, the Privacy and Freedom of Information Acts

Manual , COMDTINST MB260.2 (series), and the
?aperm%rk Managenment Manual , COMDTLNST MB5212.12
series);

I f disclosure of case particulars is made to an
agency outside the Department of Transportation
(DaT), the nane and address of the person or the
aﬁgngyi the date, agency involved, and purpose for
the disclosure nust be made part of the special
needs case record by the FPA or DRC; and
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Di scl ose case information within the follow ng
guiidielliiress :

(a) Disclose to personnel of the Coast Guard who
have a need to know the information within the
aecord in the performance of their official

uties:

&y Disclosure outside the Coast Guard within
conpliance with the routine uses of records
published in the system of records notice.
Specifically, this pertains to:

(1) Federal, state and |ocal governnent or
private agency for coordination of
speci al needs prograns, nedical care,
mental health treatnent, and monitoring
and trhacking special needs famlies:

(2)) I ndividual s or organizations providing
fam |y support prmgmamcare under contract
to the Federal government.

(e) I ndividual s requesting access to special needs
case records should wite to: Conmmandant
(6-TPS),, USCG, 2100 Second St., S.W.,

Washi ngton, DC 20593-00@. Only Conmandant
can disclose case information or provide
copies of case files to private individuals.

BRE's shal | :

(@)
(2)

3)

(4)

(5)

Provi de assistance to FPA's with special needs
cases and case documentation;

Provi de special needs contact and followup, by

t el ephone and/or face to face contact, wth each
famly enrolled in the Special Needs Program wthin
areas of responsibility at a mninmm of once a year;

Document in the special needs record each contact
and any activity pertaining to those famlies
ensuring each entry is signed and dated by the

I ndi vi dual making the entry:

Provide information to all Coast Cuard personnel,

wi thin geographic areas of responsibility,
concerning rel evant policy, procedures and required
enrollment in the Special Needs Program

Identify and enroll all Coast Cuard active duty
nmenbers with special needs fanily menbers within
geographi c areas of responsibility:
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(6)

(7)

(8)

(9)

(10)

(11)

(12))

f. Unit

Access and assess relevant resources (medical,
educat i onal and psychol ogi cal services/ prograns),
both civilian and military, in cl ose col |l aboration
with other Work-Life specialists, wthin geographic
areas of responsibility. Create and maintain a
resource file;

Provi de ongoi ng coordination and comunication wth
FPA's and commands concerning all identified
famlies with special needs:

Provide all obtained special needs enrollnent forns
and suPport|ve medi cal , educational and/or

psychol ogi cal documentation to relevant FPA's to
enable them to provide appropriate case
managenent/revi ew,

Ensure multi-disciplinary support, guidance, .
advocacy and followup to Coast Cuard personnel with
speci al need fam |y menbers whenever necessary;

Mai ntain and update a list of all active duty
members W th special needs fam |y nmenbers within
geographic areas of responsibility and provide a
quarterly copy ofthat list to the FPA;

Not use E-mail to transfer case information or
provi de discussion of any special needs cases or
situations; and

Report immediately all suspected or substantiated
fam |y violence incidents to relevant FPA's,
conmands and appropriate state agencies'

whenever any such information is provided or
obt ai ned.

conmandi ng officers, officers in charge and their

FAR's shal | :

(1)

(2)

(3)

Ensure enrol | ment of active duty nembers with
special needs fam |y menmbers at individual units
providing menbers wth the enroll nent

formwith the Privacy Act Statenent included;

Keep no case files and/or supportive docunentation
Fnedlcal, educational or psychol ogical) of the

am |y member with special needs at the unit |evel.
Al'l such information shall be sent immediately, upon
receipt, to FP¥IB or DRC's. Cinical records shall
be kept in accordance w th COMDTINST MBOOD.L,,
(series) Medical Mnual, Chapter 4;

I nform FPA's and DRC's of Coast Cuard personnel who
have fam |y menbers with special needs; and
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(4)) Ensure information and enrollnent forms are provided
to all unit personnel concerning relevant policy and
required enrol Il nent in the Special Needs Program

Commanding Oficers of units with clinics shall:

(1)) Ensure every effort is made to provide nateri al
assistance to famlies wth special needs;

(2) Provide famlies with information regarding health
benefit plan alternatives: and

(3) Conply with paragraph 7.t€. (L), (3) and (4)..

Coast Cuard active duty nembers with fam |y members wth
speci al needs shall:

(1) Conplete the Coast Guard Special Needs Enroll
and Assessnent Form (€6-5494)) (encl osure (1))
each identified famly menber:

nent
for

(2) Ootain and provide copies of culdrent nedical,
educational and/or psychol ogi cal
docunent ati on/ eval uations when submtting the
Speci al Needs Enrollnment and Assessnent Formto
rel evant FPA's or DRC's:;

(3) Provide an update of all information to
FPA's or DRC's every two years or sooner if the
situation warrants;

(4) Informindividual assignment officers,

Commander (MPGapm-2) or (MPSeipm-2)) and FPA*s or

DRC's of any special needs famly nenber(s); and

(5) Send the conpleted forms and docunentation to
rel evant FPA's or DRC's. Place forms and supportive
docunentation in doubl e envel opes and mark *FGUO" on
the outside of the inner envel ope.

Directors of Coast CGuard Child Devel opnent Centers shall:

(1) Inform FPA's, DRC's or FAR's whenever a famly with
special needs is identified: and

(2) Encourage enrollment of famlies with special needs
in the Special Needs Program
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j- Orbudsnen shal | :

(1) Informunit FAR'S, DRChs, FPA's and commands
whenever a famly with special needs is identified,;

and

(2) Encourage enrollment of famlies with special needs
in the Special Needs Program

81 FORWS Coast Guard Special Needs Enrollnent and Assessnent
Form  Security classification shall not be given
to this form This formmay be reproduced | ocally.

—t
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Enct: (1) Clc:)aSt Quard Special Needs Enroll ment and Assessnent
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Encl osure (1) to COMDTUNST 1754.7A

COAST GUARD SPECI AL NEEDS ENROLLMENT MD ASSESSMENT FORM

PRI VACY ACT STATEMENT

Data required by the Privacy Act of 1974 (5 U.S.C. 552a)

AUTHORI TY:
PRXNCI PAL. PURPCSES:

ROUTI NE USES

DI SCLOSURE:

14 vU.S.C. §632.

To obtain famly information needed to

eval uate and docunent the needs of faml
menbers for special education and/or health
related services. Information will be used
by personnel, Commwahdant (G-PWL-2), toO

eval uate and dbcument the health rel ated
needs of fam |y menbers and to document the
speci al education needs of school age
famly menbers. This information wiil
enabl e assignment personnel to nmatch needs
of famly menbers against the availability:
of special education and health related
SCEVICGS by assignment |ocation, serviee-
wi de.

Provide information to Federal Governnent
agencies for coordination of special needs
programs, medical care, nental health
treatment, and nonitoring and tracking of
special needs famlies. Provide
information to individuals or organizations
providing famly support program care under
contract to the Federal Government.

The provision of requested information is
mandatory from active duty mlitary

personnel. Failure to respond may preclude
processing requests or consideration for
out-of - assignnents. Proper nedical

and educational evaluations of famly
menbers cannot be nmade w thout conpletion
of this form

DEPARTMENT OF TRANSPORTATI ON, USCG, CG-54%4 (6-88))



DATE:

SPONSOR S NAME: SSN# :
RATE: DI STRI CT: UNIT:
WORK  NUMBER: HOVE ADDRESS:

(INCLUDE ZIP CODE)
HOMVE NUMBER:
NAVE OF CHI LD/ SPOUSE W TH SPECI AL NEEDS:
DATE OF BIRTH OF CHI LD/ SPOUSE:

TYPE OF DI AGNOSED SPECI AL NEEDS CONDI TI ON (Deaf, Vision or Speech
| mpaired; Cerebral Palsy: Mental Retardation; Attention Deficit

Di sorder; Down Syndrone; Spina Biffiids; Sei zure Di sorder; Learning
Di sabilities; Devel opmental Delays: Emotionally Disturbed,

HydireesptedLiss; Chronic illnesses such as heart, kidney, cancer,

?s_thma, bl ood )di sorders, tunors: Depression; Head or Spinal Cord
njuries; etc.):

CAUSE OF SPECIAL NEED (if known):

TYPES OF THERAPY/ TREATMENT NEEDED OR CURRENTLY RECEI VI NG
&?peech: Physi cal Therapy; Cccupational Therapy; Psychot herapy;

enot herapy; Radi ation; Speciffic Msitadtboas; Medi cal
Specialists; etc.):
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SPECIAL SCHOOLS ANDY OR PROGRAMS ATTENDED OR PRESENTLY ATTENDI NG
Infant Stimulation; Center Base School; Hone Resources;

esi dential Treatment Facility; Learning Disabled O asses;
Resource Room Special Education O asses: Chem cal Substance
Program etc.):

SPECI AL EQUI PVENT NEEDED (Wheel chair; neck, arm |eg and/or back
braces: crutches: apnea nonitor: hearing aids; glasses: nodified

car or van; feeding devices; comunication board (Bliss); etc.):

SUPPORT GROUPS USED, |F ANY (Parents of Down Syndrone Children;
Parent Goups Wthin Schools: Parents of Learning Disabled
Children; National Parent Network on Disabilities; Easter Seals:
National Cancer Society: Candlelighters; etg):

SPECI AL PROBLEMS AND/ OR CONCERNS: (Avail ability of Special |
School s and/ or Prograns; Lack of Medical Specialists/ Therapists,
Medi cati ons and Equi pnent; Support G oups; etc.):

NAVE OF FAM LY PROGRAM ADM NI STRATOR (FPA) AND TELEPHONE NUVBER:

NAME OF UNIT FAM LY ADVOCACY REPRESENTATI VE (FAR) AND TELEPHONE
NUMBER:



HAS A COPY OF THIS ENROLLMENT FORM AND SUPPORTI VE DOCUMENTATI ON
BEEN SENT TO YOQUR FPA OR DRC?

YES DATE NO

HAS A coPy OF THI S ENROLLMENT FORM AND SUPPORTI VE DOCUMENTATI ON
BEEN SENT TO HEADQUARTERS (G-PWL-2)2

YES DATE NO

ESTI MATED DATE/ YEAR OF REASS| GNVENT:
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CASE IVANAGEMENT/ REVI EW OF SPECI AL NEEDS CASES

Fam |y Program Adm nistrators (FPA's)) shal|l case manage or review
al| special needs cases in accordance with risk factors and
criteria listed bel ow

LEVEL |: - Famly is know edgeabl e
- Services are available and apPropriate
- Services are utilized by famly
- Once a year (unless otherw se requested by DRC's
or other WL staff) FPA's shall staff and review
case W th DRC's and' siigm case notes indicating a
review has occurred
LEVEL Il1: - Family is know edgeabl e
- Services are' availlablle and appropriate
- Famly beginning to utilize services
- Twice a year FPA's shall staff and review cases
with DRC's and sign case notes indicating a
review has occurred
LEVEL IIl: - Famly becom ng know edgeabl e and accepting
speci al need
- Assessnent of needs conpl et ed
- Avail able services are i1dentified
- FPA's shall nanage the case until services are
in place and utilized by the famly
LEVEL 1V: - Famly cannot/will not accept special need
- Services are not available or appropriate
- Famly refuses to utilize services
- FPA's shall manage the case until positive or
per manent change occurs
LEVEL V: - Famly Violence and Special Needs case

- FPA's shal| al ways case manage









US Department
of Transportatvon

United States
Coast Guirdl

210C Secorc &
wasnington C

W

v
227

g
~ A
C 2

Qffededi Busnmasss
Penalty for Pflvate Use 83X



