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[bookmark: _bookmark0]Purpose
To set forth guidance to Beaverhead-Deerlodge National Forest program managers for handling death and serious injuries to employees, volunteers, interns, Job Corps students, contractors and cooperators. It is the intent of the Beaverhead-Deerlodge National Forest to provide immediate assistance and support to survivors, families and coworkers of those who die or are seriously injured in the line of duty. The primary focus of the plan is how to deal with injuries or fatalities while employees or others are on duty or in travel status, performing agency missions.

[bookmark: _bookmark1]Leaders Intent
The intent is to provide a framework of communication that employees can use to respond to a critical incident. It provides a detailed overview of roles and responsibilities before, during, and after a critical incident.

[bookmark: _bookmark2]General Information
The Beaverhead-Deerlodge National Forest is committed to ensuring the safety and welfare of all   employees. The Beaverhead-Deerlodge National Forest has developed this procedure to assist the managers, supervisors, employees and others in their roles and responsibilities when dealing with a critical incident in the workplace.
When a workplace critical incident occurs, it is a time of sadness, chaos, and difficulty for everyone involved. The Beaverhead-Deerlodge National Forest management is deeply concerned with employee's welfare in these most difficult times and will work to make the aftermath as easy as possible on each employee.
This document will help meet reporting requirements as well as provide some checklists and procedures to aid employees in the event of a critical incident. A critical incident in this circumstance means any serious injury or fatality. Accurate reporting may provide the Beaverhead-Deerlodge National Forest some insight and lessons learned to help prevent similar occurrences in the future.
Communication of the plan to all employees is valuable. Managers shall participate in an annual review of the plan to look for improvement opportunities and to increase understanding.
This Critical Incident Response Plan is tiered to the Casualty Assistance Handbook
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Date:	
Corey Lewellen  Forest Supervisor
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[bookmark: _bookmark3]Responsibilities of All Beaverhead-Deerlodge National Forest Employees
The responsibilities of all Beaverhead-Deerlodge National Forest employees are to perform daily work, and to deal with unexpected situations in a safe and responsible manner. If a critical incident occurs, remain as calm and professional as possible, limit information sharing to those on a need- to- know basis. Follow established procedures as defined in this plan.
If you are a person at the scene of the critical incident, ensure that all individuals are safe and out of danger. Ensure that the scene/building is secured and preserved for investigators and that it does not pose a risk to others in its current condition. If there is a threat of danger, assist in escorting others (employees and public) to safety.
It is important that all employees refrain from sharing information regarding the critical incident, except as defined in this process or with immediate supervisors. Refer all inquiries from the public and media to the Public Affairs Officer(s). Keep names of victims and information gathered at the scene confidential. Restrict access to all documents containing Personally Identifiable Information (PII).
To provide as much security and privacy as possible for communications use a landline telephone as your primary means of communications. If a landline is not available, use cell phone.
Use the radio as a last resort.
Each role will contact the supervisor when all the steps you are responsible for are completed. This will also help if an individual is absent from work or unable to complete the assigned tasks as designated in this procedure, as the tasks may then be reassigned as needed.

[bookmark: _bookmark4]Key Agency Contacts
	Role
	Contact Name
	Phone Numbers

	AGENCY ADMINISTRATOR
	Acting Forest Supervisor 
Corey Lewellen
	406-683-3973(w)
406-422-3847(c)

	AGENCY ADMINISTRATOR
	Acting Deputy Forest Supervisor 
Nate Gassmann
	406-490-4605 c)

	LINE OFFICERS
	District Ranger - Dillon
Sara Rouse
	406-683-3988(w)
406-274-2105(c)

	
	District Ranger - Wisdom
Kristen Thompson
	406-689-3243(w)
406-210-7185(c)

	
	District Ranger – Pintler
Cameron Rasor
	406-859-3235(w)
406-491-0351(c)

	
	District Ranger – Butte
Tim Lahey
	406-494-0250(w)
406-533-8408(c)

	
	District Ranger – Madison
Josh Connors
	)406-682-4253 (w)
406-370-3787(c)

	FOREST FIRE STAFF OFFICER
	Joe Sampson
	406-683-3955(w)
406-491-0884(c)

	FOREST STAFF OFFICER
	Megan Mullowney
	406-683-3987(w)

	FOREST SAFETY MGR
	VACANT
	(w)
(c)

	FOREST STAFF OFFICER
	Anton Brennick
	406-683-3979(w)
406-490-3555(c)

	FOREST STAFF OFFICER
	Mike Ryan
	               406-683-3923(w)

	LAW ENFORCEMENT
	Kristina Vitolins
	406-925-9700(c)

	LAW ENFORCEMENT
	Robert Littlejohn
	406-540-2448(c)

	LAW ENFORCEMENT
	Scott Foreman
	406-490-0270(c)

	LAW ENFORCEMENT
	 Andrew Young
	 406-596-5425(c)

	PATROL CAPTAIN
	Nicholas Scholz
	406-410-0004 (c)

	PUBLIC AFFAIRS OFFICER
	Catherine McCrae
	406-683-3984(w)
406-431-5539(c)

	ACTING REGIONAL FORESTER
	Troy Heithecker
	303-275-5451(w)
501-282-6518(c)

	R1 HEALTH & SAFETY MGR
	Justin Singer
	406-930-3473(w)
406-930-3473(c)

	FIRE DIRECTOR
	Craig Glazier
	 406-329-3402 (w)          
208-659-1131(c)

	DEPUTY FIRE DIRECTOR
	Marty Mitzkus
	208-935-4223(w)
406-670-5421(c)

	RISK MANAGEMENT SPECIALIST
	Dave Williams
	 406-329-3423(w)        406-531-8952(c)

	R1 INCIDENT BUSINESS
	Melissa Swain
	406-363-7135(w)
541-786-1275 (c)

	ASC-HRM OWCP
	   Ryan Sanchez (Program Manager)
   Nathan Kallenberger (Supervisory HR)
	505-744-5662(w)
505-944-4705(w)

	ASC-HRM-BENEFITS
	Ricky Martin
Program Manager
	       505-944-4705(w)

	R1 OFFICE OGC
	Nick Pino
	406-329-3074(w)

	  R1 CAP/CISM/EAP Coordinator
	  Justin Singer
	406-930-3473
    



[bookmark: _bookmark5]Community Emergency Services Contacts
	Agency
	Phone Number

	Police/Fire/Ambulance
	911

	FBI-Missoula Field Office
	406-549-7696

	Beaverhead County Sheriff 
	406-683-3700

	Madison County Sherriff 
	406-843-5301

	Granite County Sheriff
	406-859-3251

	Butte-Silverbow County Sherriff 
	406-497-1120

	Jefferson County Sheriff 
	406-225-4075

	Deerlodge County Sherriff
	406-563-5241

	Powell County Sheriff
	406-846-2711

	Montana Highway Patrol
	406-444-3780

	SE MT Highway Patrol
	406-377-5238

	NW SD Highway Patrol
	605-892-0060

	OSHA-Boise Area
	208-321-2960

	OSHA-MT-Billings Area Office
	406-247-7494

	See Fire Mob Guide for additional Contacts
	




	Dispatch Contact Information

	Contact Location
	Phone Number
	Service Area for the State

	Dillon
	406-683-3975
	Beaverhead-Deerlodge National Forest, Central Land Office DNRC, Southwest Land Office DNRC, Dillon and Butte Field Offices BLM



[bookmark: _bookmark6]Area Office Contacts

	Contact Location
	Phone Number
	Service Area

	B-D NF Supervisor’s Office
	406-683-3900
	B-D National Forest

	Dillon BLM Office
	406-683-8000
	Dillon Field office

	Butte BLM Office
	406-533-7600
	Butte Field Office

	Dillon Ranger District 
	406-683-3900
	B-D National Forest

	Butte Ranger District
	406-494-2147
	B-D National Forest

	Madison Ranger District
	406-682-4253
	B-D National Forest

	Pintler Ranger District
	406-859-3211
	B-D National Forest

	Wisdom Ranger District
	406-689-3243
	B-D National Forest

	Whitehall Work Center
	406-287-3084
	B-D National Forest

	Wise River Work Center
	406-832-3178
	B-D National Forest

	MT-DNRC Southwest Land Office
	406-542-4200
	Southwest Land Office

	MT-DNRC Missoula Unit Office
	406-542-4201
	Missoula Unit 

	Regional Foresters Office
	406-329-3439
	USFS Northern Region

	Fire & Aviation Office
	406-329-3401
	USFS Northern Region



[bookmark: _bookmark7]Hospitals

	Name
	Location
	Phone Number
	Webpage

	Barrett Hospital
	Dillon, MT
	406-783-3000
	barretthospital.org

	St. Vincent Hospital
	Billings, MT
	406-657-7000
	sclhealth.org/locations/st-vincent- healthcare/

	St. James Healthcare
	Butte, MT
	406-723-2500
	sclhealth.org

	Community Hospital of Anaconda
	Anaconda, MT
	406-563-8500
	www.communityhospitalofanaconda.org/

	Bozeman Health (Deaconess)
	Bozeman, MT
	406-585-5000
	bozemanhealth.org/

	St. Peters Hospital
	Helena, MT
	406-442-2480
	www.sphealth.org

	Madison Valley Hospital
	Ennis, MT
	406-682-6862
	mvmedcenter.org

	Ruby Valley Hospital
	Sheridan
	406-842-5453
	rvmc.org

	Community Medical Center
	Missoula, MT
	406-728-4100
	communitymed.org

	St. Patrick’s Hospital
	Missoula, MT
	406-543-7271
	providence.org

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	uwmedicine.org

	Univ. of Utah Burn Center
	Salt Lake City, UT
	801-581-2700
	healthcare.utah.edu/burncenter/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	saltlakeregional.org

	Eastern Idaho Regional MC
	Idaho Falls, ID
	208-529-6111
	eirmc.com/



[bookmark: _bookmark8]Safety Contacts

	Contact Location
	Phone Numbers
	Contact and Email
	Service Area

	Region 1 Safety Manager

Region 1 CAP Coordinator
	


406-930-3473
	VACANT


Justin Singer: justin.singer@usda.gov
	USFS Northern Region

	BLM Safety Manager
	406-533-7625
	Anya Moline:
amoline@blm.gov
	Western District Office

	Custer Gallatin National Forest Safety
Officer
	406-580-0188
	Cody Yeatts
Justin.yeatts@usda.gov

	Custer Gallatin National Forest

	Dakota Prairie Grasslands National
Forest Safety Manager
	701-989-7303
	Robert Schatz : robert.schatz@usda.gov
	Dakota Prairie Grasslands National
Forest

	Helena-Lewis and Clark National Forest
Safety Manager
	
	VACANT
	Helena-Lewis and Clark National Forest

	Lolo National Forest
Safety
	406-499-2928
	Alicia Tanrath
Alicia.tanrath@usda.gov


	Lolo National Forest

	
	
	
	



[bookmark: _bookmark9]Employee Assistance Program & Support Contacts

	Entity
	Phone
	Website

	Employee Assistance Program (EAP) 
	833-621-2989
202-205-1284

	 https://foresteap.personaladvantage.com/

	OSHA-MT-Billings
	406-247-7494
	https://www.osha.gov/contactus/bystate/MT/areaoffice

	Veteran’s Affairs
	        406-324-3742
	https://dma.mt.gov/mvad/



[bookmark: _bookmark10]Critical Incident Support Family/Hospital Liaisons

	Forest or Agency Coordinator
	Internal Key Contacts/Duty
Station
	Phone Number & Email

	
	
	

	
	
	

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Michelle Peterson 
Butte - RD
	Michelle.Peterson@usda.gov
406-456-7557 

	Beaverhead-Deerlodge NF
Family/Hospital liaison
	Asheli Racicot 
Butte - RD
	Asheli.Racicot@usda.gov
406-502-8205

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Brian Gorwitz 
Wisdom - RD
	brian.gorwitz@usda.gov
406-210-2344 

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Jennifer Mickelson
  SO - Dillon
	Jennifer.mickelson@usda.gov
406-370-1988

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Jennifer Gatlin
SO - Dillon
	Jennifer.gatlin@usda.gov
406-620-6033

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Darcy Wheeler
Madison - RD
	darcy.wheeler@usda.gov
406-560-6988

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Gina Flemming 
Butte - RD
	gina.flemming@usda.gov
406-498-3038

	Beaverhead-Deerlodge NF
Family/Hospital Liaison
	Anthony Streams
Madison - RD
	Anthony.Streams@usda.gov
406-640-0062

	
	
	

	
	
	



[bookmark: _bookmark11]Local Care Team Contacts
Person(s) for whom Care Team is working: 	

	
Assignment
	
Name
	
Home Unit
	Contact Info: Cell Phone &
Email Address

	Agency Administrator
	
	
	

	Public Information Officer
	
	
	

	Safety Manager
	
	
	

	Law Enforcement
	
	
	

	Hospital Liaison
	
	
	

	Family Liaison
	
	
	

	Administrative Liaison
	
	
	

	CISM Coordinator
	
	
	

	Benefits Coordinator
	
	
	

	Budget/Finance/Travel
	
	
	



Provide up-to-date listings to Agency Administrator, other team members and investigation teams.

[bookmark: _bookmark12]Annual Readiness Checklist
There shall be an annual review of this critical incident management plan to ensure all documents and contact information are updated with the most recent information
Beaverhead-Deerlodge National Forest Employees

	Before Incident
	Done?
	Responsibility

	Familiar with 8-line and Forest Evacuation Plan. Ensure radio
frequencies are up to date. Currency in First-Aid / CPR
	
	All Employees

	Ensure Contact Information in Plan is updated annually
	
	Safety Manager

	Update and train to Emergency Medical Evacuation Information /
Plan
	
	Dispatch
All Employees

	Review Pre-Season Checklist and CIRP. Ensure FLT Agenda Item for Beginning of Field Season
	
	Forest Supervisor
District Ranger Safety Manager

	Prepare a Delegation of Authority for the critical incident management team. The delegation can be edited at the time of
the incident to reflect specific complexity and scope.
	
	Forest Staff Program Managers

	Ensure ALL employees have current emergency notification information on file (secured yet accessible). Update information as
seasonals are hired.
	
	
Immediate Supervisors

	Identify family and hospital liaison(s) before serious injuries or
fatalities occur.
	
	FLT

	Establish process/protocol for notification of next of kin in case of
serious injury or death; coordinate with local authorities.
	
	FLT

	Ensure key personnel designated to manage the critical incident are capable, organized, and clearly understand their roles and
responsibilities
	
	FLT
Immediate
Supervisors

	Review the Casualty Assistance Program webpage, dedicated to providing policies, procedures, tools, resources, and training opportunities to assist employees and their families
CAP Webpage: http://fsweb.wo.fs.fed.us/cap/
	
	FLT
Program Managers Immediate
Supervisors

	Ensure that CISM protocols and resources are identified prior to the occurrence of a critical incident.
-Identify local/regional/are CISM resources ( peer support, defusing, debriefing)
-Contact CISM resources to discuss activation/capabilities/costs
	
	

Justin Singer
406-930-4373

	Identify Employee Assistance Program (EAP) and its capabilities in:
-Grief counseling
-Family support
-Critical incident stress support
	
	
1-833-621-2989
https://foresteap.personaladvantage.com/

	Ensure Public Information Officers receive appropriate formal training (including trainee assignments) and participate in
simulation exercises.
	
	
Public Affairs Officer



	Casual hires/ADs/EFFs are agency employees and are the responsibility of the hiring unit.
Refer to NWCG Standards for Interagency Incident Business Management (SIIBM)
	
	FLT
Program Managers

	Volunteers are all under agreement when working
	
	FLT
Program Managers

	Reference Casualty Assistance Program Updates
fsweb.wo.fs.fed.us/cap/
	
	FLT
Program Managers

	Review the Forest Service Critical Response Protocol (2017)
fs.usda.gov/rmrs/sites/default/files/March2017CRPGuideFinal.pdf
	
	FLT
Program Managers

	Perform Emergency Incident Simulation and Training Exercises (internal, and where possible, with cooperators) to assess local fatality-based Incident Management Team capacity. See Appendix
P: ICS Roles in Fatality Response
	
	FLT
Program Managers




NOTES:

[bookmark: _bookmark13]Person Reporting the Incident - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Call 911. Report that a possible critical incident has occurred. Tell them: who you are, where you are and what has
happened. Do not use names while on the radio!
	Phase 1
	
	

	Call Dillon Interagency Dispatch Center (DIDC) @ 406-683-3975. If you have already contacted 911 make sure you let Dispatch know. Tell them: who you are, where you are and
what has happened.
	Phase 1
	
	

	Ensure safety of self and others.
	Phase 1
	
	

	Administer First Aid/CPR if trained or seek qualified Emergency Medical Technician (EMT) assistance. When EMT/Police/Fire
arrives on the scene allow them to do their jobs.
	Phase 1
	
	

	Secure area if appropriate: If incident occurs on highway, apply traffic control procedures as necessary.
	Phase 1
	
	

	If there is a body on the scene and it cannot be removed right away, please be sure that the face of the victim and any identifying articles are out of sight except to investigating personnel, by blocking view or by covering with a blanket or other material. Most media are sensitive to notification of family, but it is best to be cautious, especially if live camera is
in the vicinity.
	Phase 1
	
	

	Do not let anyone disrupt the scene except to attempt rescue. This includes moving the body, (until the coroner arrives) and
materials or property associated with the incident
	Phase 1
	
	

	Do not leave scene until after checking with LEO or Supervisor
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
	Date/Time

	Provide Dispatch with updates
	Phase 2
	
	

	Follow up with immediate supervisor and provide information
for forms
	Phase 2
	
	

	Provide LEO or Supervisor documentation of the incident
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	
	Date/Time

	Provide additional information as requested
	Phase 3
	
	



NOTES:

Responsibility of Person Reporting Incident (Narrative)
The employee reporting the incident may also be the person who witnessed the incident. These procedures have been developed to assist this person in carrying out the functions that may be designated upon him/her by “being there” at the time the incident occurred.
It is possible that the person reporting the incident may also be the Immediate Supervisor and the On- Scene Senior Beaverhead-Deerlodge National Forest Official until such a time as he/she can be relieved. If this happens, have the checklists for all three of these positions to ensure that all tasks are completed.
It is important to remain as calm as possible.
Time-Frame Noted in Checklist

1. Remain as calm as possible.
2. Immediately call 911. Use plain English. Report that a possible critical incident has occurred. Be able to articulate who you are, where you are and what has happened.
3. Call Dispatch. If you use the radio, please ensure that names are not mentioned. To provide as much security and privacy as possible for communications use a land line telephone as your primary means of communications, then cell phone and as a last resort the radio. Make sure your conversation is out of physical earshot of media who may have microphones nearby.
4. Ensure the safety of yourself and others at the scene. Do not put yourself or other persons in additional danger.
5. Administer first aid/CPR to the victims of the incident if trained. Assistance may arrive on the scene such as EMS/Fire/Police. Allow them to do their jobs.
6. Secure the area as appropriate.
7. Identify and make note of the date, time and location of the incident, as well as the individual(s) who have been injured or have died and cause of incident. Write down as many details as possible, as these will be necessary for follow up reports and analysis.
8. Do not disturb the accident scene except to perform rescue or mitigate an imminent danger. If there is a Safety Manager available or Public Safety (LEO, EMS, Fire, or Police) is on the scene, they may be able to assist.
9. If there is a body on the scene and it cannot be removed right away, please be sure that the face of the victim and any identifying articles are out of sight except to investigating personnel, by blocking view or by covering with a blanket or other material. Most media are sensitive to notification of family, but it is best to be cautious, especially if a live camera is in the vicinity.
10. If the incident occurs on a state highway, implement emergency traffic control. If incident occurs in a building or other USFS facility, ensure that the safety of other employees and/or members of the public occurs.
11. If there is no one else available to respond to the scene, you are in charge of the scene and will need to follow some of the instructions for On Scene Senior Official. Your Immediate Supervisor or Dispatch will instruct you in the processes.
12. As soon as possible, turn the scene over to a more senior supervisor or manager, and notify the Public Safety agency on the scene that you are doing so.
13. Check with LEOs or other official before leaving the scene to ensure they have all needed information.
14. Follow up with immediate supervisor and provide information for forms.
15. Provide LEOs or supervisor documentation of the incident
16. Provide additional information as requested.

[bookmark: _bookmark14]Local Dispatch - Checklist
	
Phase 1: Respond
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Determine proper call center for emergency services.
	Phase 1
	
	

	Call Police, Fire, EMS and agency Law Enforcement Investigation (LEI).
	Phase 1
	
	

	Initiate Run Card procedures and Notifications
	Phase 1
	
	

	Ensure radio traffic recording is enabled and shift to telephone communication as soon as possible.
	Phase 1
	
	

	Communicate with people on-scene.
	Phase 1
	
	

	Do not allow employees involved to drive or operate machinery. Provide drivers. ADD TO RUN CARD (if not already on it)
	Phase 1
	
	

	Call other parties as requested, such as HazMat, DEQ, etc.
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	
Priority
	Completed Y/N and Print
Name
	
Date/Time

	Collect information and prepare reports documenting all calls and the subsequent data relating to the incident.
	Phase 2
	
	

	Secure all recordings and documentation
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	
Priority
	Completed Y/N and Print
Name
	
Date/Time

	Provide additional information as needed
	Phase 3
	
	

	Assess workforce for affects
	Phase 3
	
	



NOTES:

Responsibility of Local Dispatch (Narrative)
Dispatch is available to provide support in a time of crisis. They can serve as a framework to provide information, call services and to centralize information requests. Dispatch, upon receiving a call regarding a critical incident in the workplace, will follow guidelines for notification as outlined in the appropriate Run Card.
Dispatch can assist the person reporting the incident by placing phone calls and pages, requesting assistance to the scene as appropriate and keeping the reporting person calm. Dispatchers are trained to remain calm and provide support to the people at the scene of an incident. They will notify appropriate staff anytime they are informed of an incident or injury involving a USFS employee.
At times, Dispatch can also become an information center for tracking and logging details for the Process Tracker, Up-Line Managers, Public Affairs Officers, District Offices, and others.
Time-Frame Noted in Checklist

Upon receiving a call for assistance, Dispatch will:
1. Determine proper call center for emergency services and place the call to police, fire, EMS and LEI.
2. Initiate run card procedures and notifications.
3. Ensure radio traffic recording is enabled and shift to telephone communication when appropriate.
4. Stay in communication with the Immediate Supervisor/On Scene personnel and up-line manager as they arrive at the scene.
5. Do not allow employees involved to drive or operate heavy machinery. Provide drivers.
6. Call other parties as requested, such as HazMat, DEQ, etc.
7. Collect information and prepare reports documenting the call and the subsequent data.
8. Share confidential information only with those approved by Agency Administrator.

[bookmark: _bookmark15]Forest Supervisor - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Notify Supervisor’s Office/Regional Office
	Phase 1
	
	

	Notify Unit Safety Manager
	Phase 1
	
	

	Ensure safety of self and others
	Phase 1
	
	

	Ensure Next of Kin notification is coordinated
	Phase 1
	
	

	Coordinate Liaison Assignments; Assign Hospital and/or Family Liaisons
	Phase 1
	
	

	Assess Organizational Needs and Mobilize Support; Assemble
or request Care Team
	Phase 1
	
	

	Ensure Honor Guard is mobilized, if appropriate
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Assemble team (Agency Administrator, Safety Manager, PAO, and others determined as necessary) to assess the situation,
clarify roles and responsibilities, and plan
	Phase 2
	
	

	Address off-unit employee needs and potential family travel
	Phase 2
	
	

	Coordinate any investigation response required with team lead (OSHA/CRP)
	Phase 2
	
	

	If CRP is activated, assign responsibility for briefing packet
	Phase 2
	
	

	Inquire with Family Liaison re: family request for agency
participation in arrangements
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Forest Supervisor manages team (Agency Administrator, Safety Manager, PAO, and others determined as necessary) to
implement the plan
	Phase 3
	
	

	Communicate and coordinate with District Ranger, Immediate Supervisor and Hospital and/or Family Liaison
	Phase 3
	
	

	Follow up in months and year ahead with coordinators and
liaisons to determine if needs are being met
	Phase 3
	
	

	Follow up with any action plans developed during OSHA or CRP reviews
	Phase 3
	
	

	Gather info and notify Agency Administrator if a claim against the agency is possible
	Phase 3
	
	

	Coordinate AARs, learning review efforts, participate in the
learning review board
	Phase 3
	
	

	Organize a thoughtful approach to rolling out report / information to organization and family
	Phase 3
	
	

	Continue to monitor affected employees
	Phase 3
	
	



NOTES

Responsibilities of Forest Supervisor (Narrative)
In the event of a Critical Incident, the Forest Supervisor will play a major role by providing leadership, guidance and assistance to the Agency Administrator. They will make necessary up-line contacts and assemble a team of resources to assist with the incident.


Time-Frame Noted in Checklist

1. Notify Regional Office and Supervisor’s Office of event.

2. Notify Unit Safety Manager
3. Ensure next of kin notification is coordinated

4. Coordinate Liaison(s) assignments. Assign Hospital and/or Family Liaisons.
5. Assess organizational needs and mobilize support. Assemble or request Care Team.
6. Ensure Honor Guard is mobilized, if appropriate

7. Assemble team (Agency Administrator, Safety Manager, PAO, and others determined as necessary) to assess the situation, clarify roles and responsibilities, and plan
8. Address of unit employee needs and potential family travel

9. Coordinate any investigation response required with team lead (OSHA/CRP)
10. If CRP is activated, assign responsibility for briefing packet
11. Inquire with Family Liaison re: family request for agency participation in arrangements

12. Manage team (Agency Administrator, Safety Manager, PAO, and others determined as necessary) to implement the plan
13. Communicate and coordinate with District Ranger, Immediate Supervisor, and Family Liaison

14. Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met
15. Follow up with any action plans developed during OSHA or CRP reviews
16. Gather info and notify if a claim against the agency is possible

17. Coordinate AARs, Learning Review efforts, Participate in the learning review board
18. Organize a thoughtful approach to rolling out report / information to organization and family

19. Continue to monitor affected employees

[bookmark: _bookmark16]District Ranger - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Determine the scope of the incident, identify the involved jurisdictions, and implement initial actions. Obtain accurate information regarding the involved employee(s), locate their emergency contact information, ensure their immediate needs (shelter, food, etc.) are met and provide a private and safe
place away from the incident.
	Phase 1
	
	

	Check with Forest Supervisor to ensure Next of Kin notification was completed.
	Phase 1
	
	

	Check with Agency Administrator to ensure a Liaison meets
victims at hospital
	Phase 1
	
	

	Identify other agencies that are or should be involved (such as local law enforcement, other federal agencies, etc.). Contact other identified agencies, and begin coordination immediately.
	Phase 1
	
	

	Assess Organizational Needs and Mobilize Support (Could be
IMT, individuals, or Care Team
	Phase 1
	
	

	If off-unit employees are involved, contact the victim’s
workplace
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan
(next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Reevaluate capabilities and limitations of your organization.
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Assist as requested with learning reviews and AARs
	Phase 3
	
	

	Continue to monitor affected employees
	Phase 3
	
	

	Follow up with EAP and affected staff to determine needs
	Phase 3
	
	

	Follow up with any action plans developed during OSHA or CRP
reviews
	Phase 3
	
	

	Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met.
	Phase 3
	
	



NOTES:

Responsibilities of District Ranger (Narrative)
Within USFS, the District Ranger for the incident will be designated by the Forest Supervisor. He/she is responsible for the following:
Time-Frame Noted in Checklist

1. Determine the scope of the incident, identify the involved jurisdictions, and implement initial actions. Consider need for implementing other emergency response plans (i.e. HAZMAT, Aircraft Crash/Rescue) and coordinate with Dispatch.
2. Check with Forest Supervisor to ensure Next of Kin notification was completed
3. Check with Agency Administrator to ensure a Liaison meets victims at hospital
4. Identify other agencies that are or should be involved
5. Assess organizational needs and mobilize support - Determine the capabilities and limitations of your organization and request assistance (e.g., neighboring unit, State or Regional Offices, National)
6. If off-unit employees are involved, contact the victim’s workplace
7. Reevaluate capabilities and limitations of your organization.
8. Assist as requested with learning reviews and AARs
9. Continue to monitor affected employees
10. Follow up with EAP and affected staff to determine needs
11. Follow up with any action plans developed during OSHA or CRP reviews
12. Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met

[bookmark: _bookmark17]Safety Manager - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Work with Forest Supervisor/District Ranger and Dispatch to determine the scope of the incident, identify the involved
jurisdictions, and implement initial actions.
	Phase 1
	
	

	Ensure that managers are aware of the incident
	Phase 1
	
	

	Notify Regional Safety Manager
	Phase 1
	
	

	Respond to incident scene if possible. Gather information for
initial reports.
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Ensure OSHA notification has occurred, if needed
	Phase 2
	
	

	Coordinate any investigation response required with team lead
(OSHA / CRP)
	Phase 2
	
	

	Request assistance from neighboring Safety managers, if needed
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Check agency specific accident reporting system (e-Safety) to
ensure that claim process is complete for final review.
	Phase 3
	
	

	Participate in the After Action Review to determine the overall effectiveness of the Critical Incident Plan
	Phase 3
	
	

	Update CIRP as needed based on lessons learned or new
information; and distribute the revised plan.
	Phase 3
	
	

	Ensure that appropriate training on the revised plan is provided to Lolo National Forest managers and supervisors.
	Phase 3
	
	

	Work with Leadership Teams to develop prevention strategies as needed
	Phase 3
	
	



NOTES:

Responsibilities of Safety Manager (Narrative)
OSHA requires that (the Forest Safety Manager is) required to notify OSHA when an employee is killed on the job, or suffers a work-related hospitalization, amputation, or loss of an eye. A fatality must be reported within 8 hours. An in-patient hospitalization, amputation, or eye loss must be reported within 24 hours.
To make a report, do one of the following: call the nearest OSHA Office – Billings, MT (406-247-7494), or call the 24-hour OSHA hotline (800-321-6742). Utilize the Serious Event Reporting Online Form at www.osha.gov/pls/ser/serform.html


Time-Frame Noted in Checklist

1. Work with Forest Supervisor/District Ranger and Dispatch to determine the scope of the incident, identify the involved jurisdictions, and implement initial actions.
2. Ensure that appropriate managers are aware of the incident and are briefed.
3. Notify Regional Safety Manager
4. Gather information for initial reports
5. Ensure OSHA notification has occurred, if needed
6. Coordinate any investigation response required with team lead (OSHA/CRP)
7. Request assistance from neighboring Safety Managers (if needed)
8. Check agency specific accident reporting system (e-Safety) to ensure that claim process is complete for final review.
9. Participate in the After-Action Review to determine the overall effectiveness of the Critical Incident Plan
10. Update the CIRP as needed based on lessons learned or new information; distribute the revised CIRP.
11. Ensure that appropriate training on the revised plan is provided to USFS managers and supervisors.
12. Work with Leadership Teams to develop prevention strategies as needed
Ensure required reports and forms are completed. Perform and complete USFS incident analysis.
INCIDENT ANALYSIS
An Incident Analysis is important to incident prevention. Beginning to gather information that can give significant information into the causes associated with the incident is very important.
The USFS must start the analysis as early as possible. OSHA’s analysis is independent of the USFS analysis process and results may take months to receive. The USFS needs prompt information about the cause, to initiate prevention of further incidents. The team conducting the analysis should be comprised of two or more individuals,

who may include the responsible supervisor or manager, the assigned safety manager, a safety manager not directly impacted, a safety committee member, a human resources manager or other trained individual.
SECURE THE SCENE
If possible, do not let anyone disrupt the scene unless it is necessary. Avoid moving the body until the coroner has arrived. Materials or property associated with the incident, such as equipment being used at the time of the incident, surrounding building or property related to the incident, and personal belongings at the scene should be preserved as well.
Investigators need to have the ability to secure the scene as quickly as possible and document the scene as accurately as possible.
GATHER INFORMATION
With the exception of conducting life saving measures do everything you can to not disturb the scene until appropriate investigators arrive and assume control of the area. Work with the investigators to gather information as needed for internal reports. Walk the area of the scene; take appropriate measurements, photos/data of the scene, and drawings to depict the incident scene.
Interview witnesses to the incident, including employees and others that may have observed the incident or have relevant information leading up to the incident. This may include rescue personnel, co-workers and first level supervisor to name a few. Out of respect for what the employees have experienced it is imperative that we strive to reduce the number of times that employees must be interviewed.
Develop and finalize incident reports – focus on prevention and system failures, not on pointing fingers and placing blame. Focus on who, what, when, where, and how the incident occurred. Provide management with recommendations to address the hazards and reduce or eliminate future exposure. What could the USFS do, as a prudent employer, to prevent reoccurrence?

[bookmark: _bookmark18]Public Affairs Officer - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Forest PAO notifies Regional Office Public Affairs Officer.
	Phase 1
	
	

	Collect information on affected employee(s)
	Phase 1
	
	

	Ensure information released is accurate and coordinated with the Family Liaison
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	If multiple agencies are involved, contact their PAO and begin
coordination immediately.
	Phase 2
	
	

	Ensure information released is accurate and coordinated with the Family Liaison. Establish social media outlets for
information dissemination.
	Phase 2
	
	

	Prepare a news release for the media, send out agency-wide announcement, monitor social media for misinformation
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Update press releases as needed
	Phase 3
	
	



NOTES:

Responsibility of Public Affairs Officers (Narrative)
In the event of an emergency that takes the life of an USFS worker, there may be a wide variety of communication duties to perform. In most cases, the Agency Public Affairs Officer (PAO) in a given area is best known by the local media, and will receive the first media inquiries.
Time-Frame Noted in Checklist

This protocol will be used when there has been a critical incident in the workplace of an USFS employee or there has been a serious injury at an USFS worksite or office.
1. Notify RO Public Affairs Officer
2. Collect information of affected employee(s)
3. Ensure information released is accurate and coordinated with the Family Liaison
4. If multiple agencies are involved, contact their PAO to coordinate
5. Ensure information released is accurate and coordinated with the Family Liaison. Establish social media outlets for information dissemination.
6. Prepare a news release for the media, send out agency-wide announcement, monitor social media for misinformation
7. Update press releases as needed


[bookmark: _bookmark19]Procedure for a High-Profile Incident
PAO personnel may be assigned to shift work if necessary for the duration of the crisis.
PAO personnel may be detailed to work not only with the media, but also with Human Resources to get messages out to the USFS family about the situation, and about resources available for those who are dealing with grief or trauma.
If there is an ongoing situation in which USFS employees are in danger, the PAO will deliver periodic updates to both internal and external audiences.

[bookmark: _bookmark20]Forest Staff Officer - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Assess Organizational Needs and Mobilize Support
	Phase 1
	
	

	Coordinate employee support needs with immediate supervisor
	Phase 1
	
	

	Gather and organize information
	Phase 1
	
	

	Establish a planning cycle to keep people informed, as needed
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan
(next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Evaluate planning cycle for effectiveness
	Phase 2
	
	

	Coordinate any investigation response required with team lead (OSHA / CRP)
	Phase 2
	
	

	Coordinate with any volunteer organization that offers support and assistance
	Phase 2
	
	

	Establish procedure for determining appropriate funding and
tracking of expenditures or delegate to Admin position
	Phase 2
	
	

	Ensure assigned Liaisons and assigned Care Team establish communication and are coordinating as appropriate
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing
Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Coordinate AARs, Learning Review efforts, Participate in the learning review board
	Phase 3
	
	

	Continue to monitor affected employees and provide support as needed
	Phase 3
	
	

	Assist with the role out of any reports
	Phase 3
	
	

	Follow up in months and year ahead with coordinators and
liaisons to determine if needs are being met.
	Phase 3
	
	

	Incorporate any items identified in action plans into programs
	Phase 3
	
	



NOTES

Responsibilities of Checklist for Forest Staff Officer (Narrative)
There are many levels of Supervisors within USFS. Supervisors can range from Immediate Supervisors to Staff Officers, District Rangers, Deputy Forest Supervisors and Forest Supervisors, depending on where you work. To identify and develop a course of action for each level and branch would be difficult. Below is a guideline of what the affected supervisors are responsible for. Each area can develop a more specific course of action tailored to their needs. It is possible that the person reporting the incident may also be the Immediate Supervisor and the Senior USFS Official until such a time as he/she can be relieved. If this happens work with Dispatch to ensure that the checklists for all three of these positions are completed.
Time-Frame Noted in Checklist

1. Assess Organizational Needs and Mobilize

2. Coordinate employee support needs with immediate supervisor
3. Gather and organize information

4. Establish a planning cycle to keep people informed, as needed
5. Evaluate planning cycle for effectiveness

6. Coordinate any investigation response required with team lead (OSHA / CRP)
7. Coordinate with any volunteer organization that offers support and assistance

8. Establish procedure for determining appropriate funding and tracking of expenditures or delegate to Admin-position
9. Ensure assigned Liaisons and assigned Care Team establish communication and are coordinating as appropriate
10. Coordinate AARs, Learning Review efforts, Participate in the learning review board
11. Continue to monitor affected employees and provide support as needed

12. Assist with the role out of any reports
13. Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met

14. Incorporate any items identified in action plans into programs

[bookmark: _bookmark21]Immediate Supervisor - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Work with PAO to collect information on affected employee(s)
	Phase 1
	
	

	Coordinate with an individual on scene to collect information
	Phase 1
	
	

	Provide employee notification form to appropriate person for next of kin notification
	Phase 1
	
	

	Work with District Ranger to establish support for affected employees
	Phase 1
	
	

	Start E-safety Forms CA-1 or CA-6
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	If needed, provide Human Resources with info and coordinate Hospital Presence until Hospital Liaison is in place
	Phase 2
	
	

	If employees are transported to a hospital, go or designate
someone on your behalf
	Phase 2
	
	

	Assess & monitor affected employees, provide support if needed (EAP/CISM)
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Continue to monitor affected employees and provide support,
as needed
	Phase 3
	
	

	Complete necessary workers comp claim paperwork and data entry
	Phase 3
	
	

	Follow up with EAP and affected staff to determine needs
	Phase 3
	
	

	Prepare final timesheet(s), if applicable
	Phase 3
	
	

	If applicable, change employee's voicemail, email, and collect
and return belongings, keys, badges, etc.
	Phase 3
	
	

	Follow up with any action plans developed during OSHA or CRP reviews
	Phase 3
	
	



NOTES:

Responsibilities of Immediate Supervisor (Narrative)
There are many levels of Supervisors within USFS. Supervisors can range from Immediate Supervisors to Staff Officers, District Rangers, Deputy Forest Supervisors and Forest Supervisors, depending on where you work. To identify and develop a course of action for each level and branch would be difficult. Below is a guideline of what the affected supervisors are responsible for. Each area can develop a more specific course of action tailored to their needs. It is possible that the person reporting the incident may also be the Immediate Supervisor and the Senior USFS Official until such a time as he/she can be relieved. If this happens work with Dispatch to ensure that the checklists for all three of these positions are completed.
Time-Frame Noted in Checklist

1. Work with PAO to collect information on affected employee(s)
2. Coordinate with an individual on scene to collect information
3. Provide employee notification form to appropriate person for next of kin notification
4. Work with District Ranger to establish support for affected employees
5. Start E-safety Forms CA-1 or CA-6
6. If needed, provide Human Resources with info and coordinate Hospital Presence until Hospital Liaison is in place
7. If employees are transported to a hospital, go or designate someone on your behalf
8. Assess & monitor affected employees, provide support if needed (EAP/CISM)
9. Continue to monitor affected employees and provide support, as needed
10. Complete necessary workers comp claim paperwork and data entry
11. Follow up with EAP and affected staff to determine needs
12. Prepare final timesheet(s) if applicable
13. If applicable, change employee's voicemail, email, and collect and return belongings, keys, badges, etc.
14. Follow up with any action plans developed during OSHA or CRP reviews

[bookmark: _bookmark22]Law Enforcement and Investigation (LEI) - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Secure and protect the scene, ensure life and property protected. Obtain accurate information regarding the affected
employee(s).
	Phase 1
	
	

	If appropriate, assist with next of kin notification
	Phase 1
	
	

	Begin log, begin documentation, take overall photographs
	Phase 1
	
	

	Request Resources
	Phase 1
	
	

	Notify Law Enforcement supervisor and ensure the Special
Agent has been notified
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Coordinate any investigation response required with team lead
(OSHA / CRP)
	Phase 2
	
	

	Coordinate with any IMT in place, as needed
	Phase 2
	
	

	Secure employees personal effects both from scene and work place
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Facilitate and coordinate with coroner with obtaining autopsy
report
	Phase 3
	
	

	Coordinate with local law enforcement as needed (processional, etc.)
	Phase 3
	
	

	Assist as needed
	Phase 3
	
	

	Coordinate with local law enforcement if large number of
emergency vehicles involved
	Phase 3
	
	



Responsibility of LEI (Narrative)
Follow the procedures described in FSM 5356.11a and 5356.11b when law enforcement personnel are involved in a critical incident.
Time-Frame Noted in Checklist

1. Take appropriate measures to secure and protect the scene, ensuring life and property are protected. Render first aid and request medical assistance for any injured person(s).
2. If appropriate, assist with next of kin notification
3. Begin log, begin documentation, take overall photographs
4. Request Resources
5. Notify Law Enforcement supervisor and ensure the Special Agent has been notified
6. Coordinate any investigation response required with team lead (OSHA / CRP)
7. Coordinate with any IMT in place, as needed
8. Secure employees personal effects both from scene and work place
9. Facilitate and coordinate with coroner with obtaining autopsy report
10. Coordinate with local law enforcement as needed (processional, etc.)
11. Assist as needed
12. Coordinate with local law enforcement if large number of emergency vehicles involved

[bookmark: _bookmark23]Hospital Liaison - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Determine which hospital patient is being transported to and
respond safely
	Phase 1
	
	

	Identify yourself as agency Hospital Liaison and begin to coordinate hospital arrangements with hospital staff
	Phase 1
	
	

	Establish folders for employee and supervisor for OWCP
documentation
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Arrange for private waiting facilities for family and fellow employees to assemble (where possible)
	Phase 2
	
	

	Confirm hospital is aware family has arrived and update family
on patient condition before others
	Phase 2
	
	

	Coordinate with immediate supervisor that OWCP process has started
	Phase 2
	
	

	Maintain OWCP information folders
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing
Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	In the event of a prolonged stay, work with the Family Liaison to provide sufficient support at the hospital
	Phase 3
	
	

	Hand-off to Family Liaison or transition into family liaison role
	Phase 3
	
	

	Long duration event may require additional transitions to
other Hospital/Family Liaison(s)
	Phase 3
	
	

	Ensure folders are given to the supervisor and employee / or employees family
	Phase 3
	
	



Responsibilities of Hospital Liaison
Time-Frame Noted in Checklist

1. Determine which hospital patient is being transported to and respond safely. If patients are taken to multiple hospitals ensure Forest Supervisor/District Ranger is aware
2. Identify yourself to the family and Emergency Room staff as the agency Hospital Liaison and begin to coordinate hospital arrangements and help the family where you can
3. Establish folders for employee and supervisor for OWCP documentation
4. Arrange for private waiting facilities for family and fellow employees, if possible
5. Confirm hospital is aware that family has arrived and make certain family is updated on patient condition before others
6. Coordinate with Immediate Supervisor to confirm that OWCP has been notified. Inform medical provider billing offices that all related bills be sent directly to Department of Labor. Remind them that 9-digit OWCP claim number (when available) must be clearly annotated on each document/bill.
7. Maintain OWCP information folders
8. In the event of a prolonged stay, work with the Family Liaison to provide support at the hospital
9. Hand-off to Family Liaison. If Hospital Liaison will also be the Family Liaison, continue to the Family Liaison checklist. Briefing during hand-off should include passing on any pertinent documentation, completed and status of processes not yet completed.
10. Long duration event may require additional transitions to other Hospital/Family Liaison(s)
11. Ensure folders are given to the supervisor and employee or employees family

[bookmark: _bookmark24]Family Liaison - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Gather Information to make initial contact with family
	Phase 1
	
	

	After next of kin notification, make contact with family
	Phase 1
	
	

	Gather information about family (Appendix C Family Liaison Resources)
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Request designated representative to speak for the family
	Phase 2
	
	

	Relay details of incident (with approval) and maintain log of contacts
	Phase 2
	
	

	Act as intermediary to coordinate and communicate family needs with agency officials
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing
Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Arrange for delivery of personal belongings and gov't property
	Phase 3
	
	

	Begin working with the family on required forms for benefits; coordinate with Administrative Liaison and/or Care Team as appropriate
	Phase 3
	
	

	Continue working with others to facilitate family needs
	Phase 3
	
	

	Work with Administrative Liaison to coordinate invitational family travel, if needed
	Phase 3
	
	

	Update family on status of benefit claims
	Phase 3
	
	

	Facilitate close out with the family when appropriate
	Phase 3
	
	



NOTES:

Responsibilities of Family Liaison (Narrative)
Time-Frame Noted in Checklist

1. Gather Information to make initial contact with Family
2. After next of kin notification, make contact with family
3. Gather information about family (Appendix C Family Liaison Resources)
4. Request designated representative to speak for the family
5. Relay details of incident (with approval) and maintain log of contacts
6. Act as intermediary to coordinate and communicate family needs with agency officials
7. Arrange for delivery of personal belongings and gov't property
8. Begin working with the family on required forms for benefits; coordinate with Administrative Liaison and/or CARE Team as appropriate
9. Continue working with others to facilitate family needs
10. Work with Administrative Liaison to coordinate invitational family travel, if needed
11. Update family on status of benefit claims
12. Facilitate close out with the family when appropriate

Considerations for Selecting a Family Liaison(s):
The family liaison is critical in facilitating communication between the agency and the family. The family liaison must be capable of ensuring that agency needs are met while providing assistance to families. This balancing act occurs in an emotionally charged atmosphere that can be stressful to the liaison. Agencies should be mindful of selecting the appropriate person to act as family liaison. Select one family liaison per family but consider the need for other individuals to assist.
Try to have local liaisons, if possible.

The family liaison should be available to the family within the first 24 hours.

Being a family liaison is a long-term commitment that will often impact work. Family liaisons can work with families for years.
Consider identifying a pair of employees to serve as family liaisons. This will provide a backup contact and allow family liaisons to brief each other.
Carefully weigh the pros (immediate rapport/trust) and cons (emotional involvement lack of objectivity) of assigning a family liaison who is a friend of the family.
Select a steady, levelheaded individual who is a good listener and communicator and will likely maintain their objectivity.
A family liaison must be willing to take on the job, with an understanding of the emotional and time demands involved. Allow the selected liaison the opportunity to decline the assignment.
Work with the Family Liaison to develop a transition plan to allow a return to normal duties.

[bookmark: _bookmark25]Administrative Liaison - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Work with Family Liaison to gather information to make initial
contact with Family
	Phase 1
	
	

	After next of kin notification, make contact with family
	Phase 1
	
	

	Gather information about family on the Family Liaison Worksheet
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan
(next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Establish Care Team communication plan
	Phase 2
	
	

	Coordinate with ASC on Administrative Support (Consider mobilizing ASC personnel on site)
	Phase 2
	
	

	Initialize invitational travel for the family, if needed
	Phase 2
	
	

	Establish communication with acquisition for paying expenses
(such as funeral expenses)
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Assist Family Liaison and family on completion of required forms for benefits, answering questions or referring questions
to CARE Team
	Phase 3
	
	

	Implement care team communication plan
	Phase 3
	
	

	Establish tracking process for benefits and communicate with Family Liaison and Care Team
	Phase 3
	
	

	Facilitate close out with the family when appropriate
	Phase 3
	
	



NOTES:

Responsibilities of Administrative Liaison (Narrative)
Time-Frame Noted in Checklist

1. Work with Family Liaison to gather information to make initial contact with Family
2. After next of kin notification, make contact with family
3. Gather information about family (Appendix C Family Liaison Resources)
4. Establish Care team communication plan
5. Coordinate with ASC on Administrative Support (Consider mobilizing ASC personnel on site)
6. Initialize invitational travel for the family, if needed
7. Establish communication with acquisition for paying expenses (such as funeral expenses)
8. Assist Family Liaison and family on completion of required forms for benefits answering questions or referring questions to Care Team
9. Implement care team communication plan
10. Establish tracking process for benefits and communicate with family liaison
11. Facilitate close out with the family when appropriate
[bookmark: _bookmark26]Care Team
The CARE Team is comprised of the Hospital Liaison(s) and/or Family Liaison(s), Administrative Liaison, ASC-WC, ASC-Benefits, WO Policy Analysist (Amber Watson or designee) and other representatives as needed. The purpose of the CARE Team is to coordinate response, share information to minimize the impact to the family, communicate incident specific information in a timely manner and provide support to each other. The CARE Team should establish a conference call schedule within the fire 24-48 hours; calls should be a held daily, more often if necessary. Reference the CAP Toolkit for the Care Team Checklist.
Care Team: Communicating With Families
This section is a summary of key principles that are useful for communicating effectively with next of kin and other family members.
The first principles are for responding to emotion. Strong emotional responses by the next of kin can be expected and may be very helpful to long-term acceptance and readjustment.
“Listening” is different from “hearing”—people hear with their ears but listen with their minds. No matter what the family says, do not argue. It will not help and usually makes the situation worse.
Negative information and high-stress situations tend to make people defensive. Almost any information can be presented either negatively or positively.
Telling people what to do and starting sentences with the word “you” are common triggers for defensiveness. Defensiveness can also be reduced by avoiding general statements and dealing instead with specific needs.
The key factor to giving complicated information is breaking it into small pieces. Do not assume that the information has registered or has been understood. The guideline in this section can save a lot of misunderstanding and future problems.
Assist the family in establishing achievable goals. Some examples may be arrangements for funerals, memorials, meeting with Benefits Coordinator/Workers Comp coordinator, etc. Allow the family time to make decisions and do not make decisions for them. Goal setting is a valuable tool for avoiding problems and keeping communication open. A long-term family representative assignment can lead to over dependence on the part of the next of kin and a dread of letting go of a relationship. Goal setting helps to keep the process focused on the end point of the assignment. A transitional meeting to officially end the assignment is usually helpful for both the Family Liaison

and the next of kin. Assure the family that you are still available, but your primary focus will now be returning to your normal duties.
Communicate family/agency decisions to key agency officials. Chain of command is not required in this circumstance.
Care Team: Follow-up Contacts
The family liaison should encourage the next of kin to begin funeral arrangements, with consideration given to the return of the remains, desires of the family, when travel arrangements can be made for family members, and agency logistics. Work with appointed Funeral Liaison or assume duties as identified under Funeral Liaison tab.
The family liaison in, coordination with the Immediate Supervisor/Hospital/Administrative Liaison, may need to help the family complete the forms and processing for:
  Office of Workers’ Compensation Programs (OWCP)
  Social Security Administration
  Veteran's Administration (if applicable)
  Public Safety Officers Benefit Program (if applicable)
 Agency benefit claims (e.g., retirement, life insurance, TSP, Agency Death Gratuity Payment, Lump Sum Payment and Final Paycheck)

Stay in touch with family. Many times, family and friends will care for the immediate needs of the bereaved well, but within months this support often disappears. Would-be supporters might feel that a grieving person would rather face their loss alone. This is the time when the family liaison and supporters are needed the most and must stay in touch more than ever before. Provide families with access to support programs and resources such as Employee Assistance Program (EAP), Wildland Firefighter Foundation, and encourage networking with other affected families and coworkers.
Document and coordinate external offers of assistance and help the family determine the employee’s membership
in organizations that can provide assistance. (See External Support Organizations under Resources tab)

[bookmark: _bookmark27]Incident Management Team Liaison - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Prepare for in-briefing of IMT
	Phase 1
	
	

	Draft DOA from examples in CIP
	Phase 1
	
	

	Gather Intel for IMT location and logistical support
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Conduct in-briefing
	Phase 2
	
	

	Ensure DOA is complete and signed
	Phase 2
	
	

	Coordinate with Forest and IMT. Provide local knowledge for
IMT efforts
	Phase 2
	
	

	Ensure the DOA covers all aspects the IMT will manage (Funeral/memorial services, mortuary coordination, local transport for family, family lodging)
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing
Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Ensure coordination with Family Liaison and Family Spokesperson to determine the needs and wishes of the family (attending dignitaries, memorial music, venue, etc.)
	Phase 3
	
	

	Keep the Forest informed of arrangements. Participate in
Forest planning cycle
	Phase 3
	
	

	Ensure DOA intent is being followed
	Phase 3
	
	

	Continue to support IMT with local knowledge
	Phase 3
	
	

	Track thank you list for recognition
	Phase 3
	
	

	Coordinate the close out and evaluation process for IMT
	Phase 3
	
	



Responsibilities of IMT Liaison (Narrative)
Timeframe Noted in Checklist

1. Prepare for in-briefing of IMT
2. Draft DOA from examples in CIP
3. Gather Intel for IMT location and logistical support
4. Conduct in-briefing
5. Ensure DOA is complete and signed
6. Coordinate with Forest and IMT. Provide local knowledge for IMT efforts
7. Ensure the DOA covers all aspects the IMT will manage (Funeral/memorial services, mortuary coordination, local transport for family, family lodging)
8. Ensure coordination with Family Liaison and Family Spokesperson to determine the needs and wishes of the family (attending dignitaries, memorial music, venue, etc.)
9. Keep the Forest informed of arrangements. Participate in Forest planning cycle
10. Ensure DOA intent is being followed
11. Continue to support IMT with local knowledge
12. Track thank you list for recognition
13. Coordinate the close out and evaluation process for IMT

[bookmark: _bookmark28]Support Staff - Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Consider establishing front line support
	Phase 1
	
	

	Cover daily operations as assigned
	Phase 1
	
	

	Provide a contact list with names & roles to everyone
	Phase 1
	
	

	Assess organizational needs and mobilize support as needed
	Phase 1
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Provide a contact list with names & roles to everyone
	Phase 2
	
	

	Cover daily operations as assigned
	Phase 2
	
	

	Phase 3 Implementation of the Plan and Managing Afterwards (Ongoing)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	Cover daily operations as assigned
	Phase 3
	
	

	Demobilize front liner support when appropriate
	Phase 3
	
	

	Provide daily updates to line as daily operations dictate
	Phase 3
	
	



Responsibilities of Support Staff (Narrative)
Timeframe Noted in Checklist

1. Consider establishing front line support
2. Cover daily operations as assigned
3. Provide a contact list with names & roles to everyone
4. Assess organizational needs and mobilize support as needed
5. Provide a contact list with names & roles to everyone
6. Cover daily operations as assigned
7. Demobilize front liner support when appropriate
8. Provide daily updates to line as daily operations dictate

[bookmark: _bookmark29]Appendix A: Initial Notification Procedure
Notification of next of kin in the event of a death is always a top priority, and no release of names or other identifying information should go out via a public source (i.e. a radio transmission even on an USFS frequency, or to any news media) until notification of next of kin has been accomplished. Media members have scanners, and if they hear it, it becomes news even before all the facts are known.
It is best to use a landline or a cell phone for discussions about the death or serious injury. Make sure your conversation is also out of physical earshot of media who may have microphones nearby.
If there is a body on the scene and it cannot be removed right away, please be sure that the face of the victim and any identifying articles are out of sight except to investigating personnel, by blocking view or by covering with a blanket or other material. Most media are sensitive to notification of family, but it is best to be cautious, especially if a live camera is in the vicinity.
The Public Affairs Officer usually will leave notification duties to the Agency Administrator and the immediate supervisor of a victim. If media are on scene, the more rapidly notification can be accomplished, the better chance we have of not having the loved ones of a victim learning about the death from a media source. It is possible that a Public Affairs Officer could make notification if circumstances warrant.
Make sure all personnel on scene are equipped properly with the correct safety gear. No camera should catch a worker without appropriate safety gear that is required by law or safety protocol

[bookmark: _bookmark30]Notification of Next of Kin Checklist
	
Phase 1 Initial Response Incident (first 24 to 48 hours)
	
Priority
	Completed by Y/N and Print
Name
	
Date/Time

	Refer to Emergency Notification Form on file for employee
	Phase 1
	
	

	Select the notification team and have them read “Family Notification Guidelines”
	Phase 2
	
	

	Determine if “non-traditional” family situation exists
	Phase 2
	
	

	Determine Cultural or Religious background
	Phase 2
	
	

	Clearly determine facts and what is not yet verified BEFORE notification
	Phase 2
	
	

	Establish lead spokesperson (who will talk first)
	Phase 2
	
	

	Verify address of next of kin
	Phase 2
	
	

	Phase 2 Continued Response & Developing the Plan (next 48-72 hours)
	Priority
	Completed
Y/N and Print Name
	Date/Time

	After next of kin has been notified inform Forest Supervisor/District Manager this has been completed
	Phase 2
	
	



NOTES:

[bookmark: _bookmark31]Notification Guidelines
Determination of who will do the Next of kin Notification:
The Forest Supervisor, in conjunction with the Immediate Supervisor, Agency Administrator, Law Enforcement and Safety Manager will determine who will notify the next of kin, as well as when and how.
It is preferred that at least two (2) people go together to deliver the notification.

It is a good idea to consider taking separate cars in case one person needs to pick up a family member who is not home or perhaps accompany a family member to the hospital.
Key information to gather prior to the notification:

The circumstances surrounding the death or injury (be clear what is fact and what is not verified), information on the survivors, medical status if the employee is injured, where the injured/deceased person is right now.
Verify the address of the next of kin. Decide ahead of arrival who will speak first.

It is important to note that not everyone has the skills that are necessary or required to perform this task effectively. If needed, the designated representatives may ask a chaplain or doctor, or a Law Enforcement Officer to accompany them.
As a personal representative of the USFS, you are expected to be courteous, helpful, and sympathetic toward the next of kin. Personal notification is a delicate task, and your presence is designed to soften the unexpected shock, if possible, and show the agency’s concern for personnel and their families. Each notification will be different, with unique moments and reactions from family members. Your sensitivity and alertness to their needs will assist the agency in maintaining a rapport with the next of kin in their time of grief.
The Notification Team may provide the family with a Contact Information Sheet, (see Appendix). Take this sheet and a brochure for the Employee Assistance Program with you.
Determining Primary Next of Kin
Refer to the Emergency Notification Information form that should have been completed by the employee. If not available, determine the primary next of kin. The following order is usually the order to use in notifying the primary next of kin.
1. Spouse
2. Parents
3. Adult children
4. Brothers and sisters, to include stepsiblings and those acquainted through adoption
5. Grandparents
6. Persons granted legal custody of the individual by a court decree or statutory provision
7. Other relatives in order of relationship to the individual according to civil laws
8. If no other persons are available, the county coroner or medical examiner will provide information on who can officially act on the behalf of the deceased.
9. The most important issue here is to make absolutely sure that the correct persons are notified.
REMEMBER: Family relationships can be very complicated. Fiancés and significant others, whether or not they live with the injured or deceased person, are not legal next of kin. If you are aware of such an individual, ask the primary next of kin if they want to call/visit the significant other.

Inability to Locate the Primary Next of Kin
If the next of kin is not home, contact neighbors, the police department or local postmaster for information on the next of kin’s location (work, out of town, etc.). You may await their return or go in search of them as appropriate. If the next of kin is out of town and not expected to return shortly, determine their exact location. If it is within reasonable distance, attempt to contact them in person. If not, immediately contact the nearest Agency
Administrator to the next of kin’s physical location, brief him/her and request notification actions.
Secondary Next of Kin
If primary next of kin is not available, contact the secondary next of kin as identified on the Emergency Notification Information sheet.
Conducting the notification
Notify the next of kin in person, as soon as possible, any time of day or night.
Your visit should be low-profile in the neighborhood. Do not use emergency lights. Turn off radios.

Be neat in appearance and attire. Ensure that at least one team member conducting the notification is in uniform. Never make any notification on the doorstop of the house!
Most families will know something is wrong when they see Agency Representatives at their door. Ask to be admitted into the house and ask him or her to sit down.
Identify yourself to the next of kin, e.g. “I am (Agency Administrator) and this is (person accompanying you).
Confirm the identity of the next of kin, e.g. “Are you Mr. John Smith?” Verbally relate to the next of kin in your own words the information that you have. Always use the victim’s name which they are commonly known by.
Be as natural as possible in speech, manner and method of delivery of notification. Use the word died or killed. Do not down-play with “passed away” or “was lost.”
Be sensitive for any reaction to the notification of death. If there is no other adult member of the family at home and the news produces a shock, the agency representative should offer assistance such as contacting a friend, neighbor, family minister, counselor or offering transport or help with arranging a babysitter. Throughout the ordeal, the representative must be sympathetic and provide support. If minor children are at home, use your best judgment to determine whether they should be told in the presence of the parent/spouse/adult or if they should be asked to leave the room. If the minor children are home without an adult present, do not make the notification at that time. Determine the location of the parent/spouse/adult and make the notification at a later time.
As an example, in the case of a death, the next of kin should be provided with the following statement of condolences: For example:
"The Chief/Director of the [Agency] has asked me to express his/her regret that your (relationship; husband/wife/son/daughter [name (most commonly known by)]	) died/was killed in (city/state) on (date). (State the circumstances). Our deepest sympathy to you and your family in your tragic loss.”
The first visit should be brief and in private. The main concern is to answer questions and meet the demands and requests from the next of kin. A private meeting will cut down on the confusion that can occur with too many people in the room.
Offer to call immediate family members, friends, or clergy who are available to come and support the family.

Inform the next of kin they will be contacted by an agency family liaison within 24 hours to assist them with benefits paperwork and other arrangements.

Verify that all children have been correctly identified.
Leave names and phone numbers for the family to reach you or the family liaison. Make sure they can find you.

In the case of a death, you should solicit help of neighbors, friends, postmaster or police agency having jurisdiction, as appropriate, in locating next of kin who are not at home. If absence is temporary (shopping or visiting), you can wait for his/her return or go in search, depending upon circumstances. If the next of kin is out of town on a visit or vacation, you should ascertain exact location and accomplish the visit if within reasonable geographic distance or redirect action through normal supervisory channels for further instructions. If the immediate family is not in the local area, request that the local Forest Service/BLM unit and/or local law enforcement agency with jurisdiction at the family’s residence notify the family in person.
If notification must be made at the next of kin’s workplace, ask for a supervisor and a quiet private room to talk with the next of kin. If notification is made at the hospital, the same rules apply. Find a quiet, private place for the notification and next of kin’s questions and reactions. Bring Next of Kin Follow-up Worksheet with you. (See below)
Tell the next of kin where their loved one has been taken, if known. Offer to call the medical examiner to find out the location if that information is not yet known.
Inform the Hospital Liaison when the family is on its way to the hospital.

In the case of a missing person, request cooperation of next of kin in making public only information concerning
the missing person’s name, job, social security number and date of birth, or as directed by law enforcement.

Actions to be avoided
Do not notify the next of kin by telephone under any circumstances. Do not call for an appointment prior to visiting the next of kin.
Do not divulge your message except to the person or persons concerned.

Do not touch or handle the next of kin in any manner unless there is extreme shock or fainting, in which case assist next of kin to a chair or couch or obtain a glass of water and summon medical assistance if considered necessary. If family member has a known medical condition, consider pre-positioning EMS personnel.
Do not hold or display speech notes when approaching residence of next of kin. Likewise, when talking to next of kin, do not continuously refer to any speech or notes.
Do not speak hurriedly, or extend over-sympathetic gestures or manifestations, which might be misconstrued.

Do not discuss entitlements in death cases. (If you are to be the contact person providing additional information regarding benefits, do not discuss entitlements initially, but inform next of kin that you will return later that day/evening/next morning after he/she has regained his/her composure).
Do not discuss or comment on matters you are not informed about or qualified to discuss.

Leave a brochure from the Employee Assistance Program (EAP) and inform the family members of the benefits of this valuable program and that they are eligible to use the program.
Lastly, leave the Contact Information sheet for the family in case they have questions or need additional information. (See sample form in the Resources Section).
Notifying USFS Leadership
The Forest Supervisor will be notified without delay when notification has been accomplished. Only when the notification has been completed will the name of the casualty be officially released.

It is important to advise the crew when the family has been officially notified, as there may be employees who will want to send their condolences to the family, especially if they were close.
Procedure after Next of Kin Have Been Notified
The Agency PAO, in consultation with the Agency Administrator, will assist the lead jurisdictional Law Enforcement agency to prepare a news release for the media identifying the employee and releasing the following:
Employee’s name

Employee’s age
Work assignment and position Length of employment
A statement of condolences to the family from the agency expressing (1) the value of the employee as a friend and colleague, and (2) the value of his or her contributions to the agency.

[bookmark: _bookmark32]Appendix B: Beaverhead-Deerlodge National Forest Hospital and Family Liaisons

*See Page 11 for list of Hospital and Family Liaisons across the forest.

[bookmark: _bookmark33]Appendix C: Hospital and Family Liaison Resources
Family Liaison Training Opportunities
Go to fsweb.wo.fs.fed.us/cap/ to get information regarding 1.5 day-long trainings available
1. Hospital and Family Liaison
2. Preparing for Critical Incidents
3. Care Team Lead
4. Casualty Assistance Policy
5. Benefits Guidance

Hospital and Family Liaison Self-Care
It is important for Hospital and Family Liaisons to practice self-care. The following recommendations may reduce the risk of compassion fatigue and burnout.
1. Learn limitations and set healthy boundaries
2. Take time off
3. Accept that things are not perfect
4. Examine caregiving motivations
5. Attend to your spiritual and creative life
6. Recognize the stress response as a way to adapt and survive
7. Increase resilience through preparedness, training, and creating a more resistant workforce.


Family Liaison Tools for Assisting the Family
This list is not all inclusive but is intended to be used as a guide and a starting point for outlining benefits, forms and support for the surviving spouse and family members of Forest Service employees who have died in the line of duty. Many of the same items are required for submission of death benefits for individuals who have died outside the line of duty.
Loss of Human Life (FSH 1309.19, Chapter 40)
Forest Service Handbook 1309.19 contains the Casualty Assistance Handbook. It can be found online at the Casualty Assistance Program (USFS Intranet) at this link: fsweb.wo.fs.fed.us/cap/. This webpage is dedicated to providing policies, procedures, tools, resources, and training opportunities to assist employees, their families and the larger interagency community following traumatic incidents.
It is the intent of the Forest Service to provide immediate assistance and support to survivors, families and coworkers. This section describes the allowable funding and administrative processes when a loss of human life occurs.
Determining Type of Death
Based on the circumstances surrounding an employee death, only the Department of Labor’s Office of Workers’ Compensation Program (DOL OWCP) administratively determines whether the death occurred in the line of duty or not in the line of duty. Should DOL OWCP deny a claim, Human Resources

Management Workers Compensation (HRM/WC) informs the designated family representative who may appeal the DOL OWCP decision.
Line of duty deaths normally occur as a direct and proximate result of personal injury or illness sustained in the performance of official duties or while in an official travel status, acting within the scope of their employment. A death is normally “not in the line of duty” when the circumstances do not conform to
the above definition of a “line of duty death.”
Some examples of deaths not in the line of duty are as follows:
1. Death from natural causes whether during work hours or non-work hours.
2. Death from accidental causes outside of work hours.
3. Death from accidental causes during work hours due to employee’s willful misconduct,
intention to bring about the injury or death of oneself or another, or intoxication
Autopsy
Local Governments often require autopsies when death occurs without medical professionals in attendance, or when foul play is suspected. Some countries or States require an autopsy prior to transporting the body. Appropriated funds may be used to pay for an autopsy if required for an investigation or a requirement of the jurisdiction where the fatality occurred.
If the autopsy is performed to meet a requirement for the family to claim death benefits under
Department of Justice’s Public Safety Officer Benefit Program (or other insurance or claim), the autopsy fee is an allowed Government expense (5 USC 8134). Federal Autopsy Protocols are available online.

Dignified Transportation of Remains
Authority to pay for all actual costs of transportation of the remains include, but is not limited to
1. Preparation of remains:
a. Necessary clothing.
b. A casket or container suitable for shipment to place of burial; and
c. Expenses necessary to comply with local laws at the port of entry into the United States.

2. Transportation of remains by common carrier (that is normally used for transportation of remains), hearse, other means, or a combination thereof, from the temporary duty station or official station outside the Continental United States (OCONUS) to the employee's residence, official station, or place of burial, including but not limited to:
a. Movement from place of death to a mortuary and/or cemetery.
b. Shipping permits.
c. Outside case for shipment and sealing of the case if necessary.
d. Removal to and from the common carrier; and
e. Ferry fares, bridge tolls, and similar charges.

Costs for transportation by hearse or other means cannot exceed the cost of common carrier (that is normally used for transportation of remains). Transportation costs to the place of internment cannot

exceed the actual cost of transportation to the employee’s residence (FTR 303-700.200). There must be documented cost analysis to show the threshold limitations have not been exceeded.
Expenditures associated with the transportation of remains are to be paid by the local unit; a warranted Procurement Official must process the payments in accordance with DR 5013-6. These types of purchases may not be processed by a micro-purchaser; use of credit card by warranted Procurement Official requires special handling to avoid credit card declination.
Escorts to Transport Remains
Travel expenses for escorting remains are authorized only when the death occurs while the employee was in an official travel status away from their official duty station in the United States, or while performing official duties outside the United States (OCONUS), or in transit to or from the United States.
Escorts accompanying remains are limited to no more than two persons (5 USC 5742) and are separate from the Honor Guard personnel. Which persons escort the remains (whether family members or official Federal employees) is determined by the Unit Line Officer based on the prudent use of appropriated funds and other factors such as the family’s requests, the facts of the case, local government requirements, or security issues. Charge escort travel and per diem expenses to the fund and program where the employee was working when the incident occurred
Employee Personal Property
Ensure employee personal property is inventoried and safeguarded in a secure location until all investigations are completed. Return the property to the employee or authorized family representative as soon as possible. Transportation costs to return a deceased employee’s baggage or other personal property to their official duty station or residence are allowable. Insurance or reimbursement for loss of damage to the baggage is not authorized (41 CFR 303-70.300). The family may request to return property to an alternate destination, and the allowable expense cannot exceed the cost of
transportation to the decedent’s residence (41 CFR 303-70.302).
If the employee or representative identifies lost or damaged personal property, contact Chief Financial Officer- B&F Claims to ensure completion of the appropriate forms and documentation. Claims personnel will provide the necessary information and assistance to the claimant in working through the claims process.
Government Vehicles
When an employee is seriously injured while on assignment (including while in travel status), or suffers a medical emergency in travel status, appropriated funds, on a case-by-case basis, may be used to pay for travel expenses of family members. Family members may travel to the location where an employee is receiving medical treatment to serve as a non-medical attendant or because their presence is required by law during the evaluation or treatment of a patient. There may be circumstances when a government vehicle is a more cost-efficient option for family travel. A written request to authorize non-government persons to travel in government vehicles must be submitted to Regional Foresters, Station, and Area Directors. Include a justification for the purpose of the trip, the reason(s) why a non-government
person’s transportation is necessary to the Government, and identification of any known or associated
hazards with the trip. (FSH 1309.19 Chapter 30)

[bookmark: _bookmark34]Appendix C1: Primary and Secondary Family Contact Information Worksheet
These checklists are examples ONLY. Avoid use as an “interview” form. Information may be collected over a period of several days under many different circumstances. Destroy (shred) the checklist and information when no longer needed to support the family. Social Security numbers and bank information may be needed if FS is providing commercial travel, or an ETS2 Travel Profile is established; also needed to apply for benefits. Ensure information is fully safeguarded. Intended to be printed.

	Primary Contacts Information

	Employee’s Name
	
	SSN#

	Spouse/Sig. Other Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Child’s Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Child’s Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Father’s Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Mother’s Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Secondary Contacts Information (extended family, e.g., grandparents, other
relatives

	Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	

	Name
	
	SSN#

	Address (city, state, zip)
	

	Home Phone Number
	
	Cell Phone Number
	



[bookmark: _bookmark35]Appendix C2: Employee Background Worksheet
Intended to be printed.

	Employee’s Name
	

	Where will the family be staying and how can they be
reached? Out-of-towners?
	

	Are family members requesting
transportation?
	

	Education

	Graduated High School in (year)
	
	From (Name of HS)
	

	High School City and State
	

	Graduated College in (year)
	
	From (Name of Coll.)
	

	College Degree(s) in
	

	Affiliations

	Religious Affiliation
	

	Place of Worship Address (city,
state, zip)
	

	Military Affiliation (Branch)
	

	Highest Military Rank
	
	DD214
Available?
	Yes	No

	Job Title
	

	Dates of Employment
	From:
	To:

	Served Overseas in
	

	Special Military Awards
	

	Fraternal Organizations
	

	Personal Interests and Hobbies
	

	Work Experience (USFS)

	Start Date
	
	Position
	

	Years in Position
	
	Yrs in Gov
	

	Years in Specialized Field
	
	Field
	

	Locations of Home Units
	

	Special Awards or Recognition
	



[bookmark: _bookmark36]Appendix C3: Funeral & Memorial Worksheet
Intended to be printed, double-sided as a two-page document.

	Will the family have a
funeral?
	Yes	No
	Date
	

	Location Address
	

	Facility & Phone
	

	Family Contact
	

	Family Contact
	

	Family Viewing Time
	
	Guests Viewing Time
	

	Family Funeral

	Date
	
	Family Only? Yes No

	Location Address
	

	Reserved Seating for Family Needs
	

	Does the Family Need Rides?
	Yes	No
	
	
	
	
	
	

	If yes, list names and Locations

	Who will be recipient of flag
or special presentation?
	

	Honor Guard Requested?
	Yes	No

	Additional Details
	

	Forest Service Memorial Ceremony

	Date
	
	Family Only?
	
	Yes
	No
	
	
	

	Location (city, state, zip)
	

	Reserved Seating (front row for the family) Number Needed
	

	Rides to Service Needed? (Names and Locations)

	Who will be recipient of the
flag or special presentations?
	

	Honor Guard Requested?
	Yes   No
	Available?
	Yes
	No
	

	Donations may be sent to
	

	There may be photographers, news media etc.?
	Yes
	No

	Privacy Details:



	Detail cultural considerations (if any)

	Detail family members with medical considerations that impact logistics

	Detail anyone who will take part in the program (song selections, PowerPoint presentations, videos, singers, or will need special equipment, etc.)

	Detail anyone who want to speak at the event

	Additional Details

	Forest Service Memorial Ceremony

	Does the family want any memorabilia or photos that require
an easel or stand?
	Yes   No

	Reception Address
	

	Food Provided by?
(no agency funds)
	

	Detail any needed communication accommodations

	When would be a good time to meet with agency personnel to go over financial documents and personnel records? Possibly before the family leaves (day/time)

	Contact for future communication:

	Detail day/time/location for delivery of personal effects

	Site Visit

	If it’s possible, would the family like to go to the accident site when safe?
	Y  N

	If yes, Date and Time
	

	Location
	

	Contact Person
	

	Contact Phone Number
	

	Number of People Attending and Rides Needed (approve agency vehicles)



[bookmark: _bookmark37]Appendix C4: Memorial Attendance Guide
The Forest Service considers employee attendance at a coworker’s funeral or memorial ceremony appropriate for sustaining employee morale, maintaining productivity, and reinforcing the significance of the deceased. FSH 6109.11, Chapter 30 contains current policy regarding employee attendance at a funeral or memorial ceremony. Refer to appendix D for the sample memo “Requesting Employees to Serve as Official Agency Representatives.”
Management may grant excused absence and/or administrative leave without charge to personal leave in the situations listed below. Although it specifically addresses many situations where excused absence and/or administrative leave may be granted, it is not intended to cover all possible instances. Excused absence should be coded as TC-01 and administrative leave should be coded as TC-66 on the employee’s T&A. The table below explains who has the responsibility for authorizing employee time and attendance at a funeral or memorial ceremony and how that time is coded. (FSH 5109.11 – Pay, Admin, & Leave Handbook (May 2015): Chapter 30 – Absence and Leave

	Activity
	Approver
	Time Code
	Guidance

	Attending a coworker’s funeral or memorial ceremony
	Agency administrator
	TC-66
	Grant administrative leave for the time required to attend a deceased employee’s local funeral or memorial ceremony.
Grant a reasonable amount of administrative leave only for the time necessary to attend a funeral or memorial ceremony outside the local commuting area.

	Serving as official representative
	Deputy chief, regional forester, or station/area director
	TC-01
	Unless otherwise approved by the Chief of the Forest Service, a deputy chief, regional forester or station/area director:
· For a death that occurred while an employee was performing official duties, the number of employees who may be authorized to attend memorial ceremonies on official time and at Government expense is limited to 25.
· For a death that occurred while an employee was not performing official duties, the number of employees who may be authorized to attend a
memorial ceremony on official time and at Government expense is limited to five.

	Attending a funeral or memorial ceremony for an LEO or firefighter not killed in the line of duty
	Deputy chief, regional forester, or station/area director
	TC-01
	Unless otherwise approved by the Chief of the Forest Service, a deputy chief, regional forester or station/area director:
· The number of employees who may be authorized to attend a memorial ceremony on official time and at Government expense is limited to five.

	Attending a funeral or memorial ceremony for a non- employee
	Agency administrator
	TC-66
	Only the Chief of the Forest Service may approve resources and designate employees to act in an official capacity to represent the Forest Service for non-employee fatalities.
Employees who attend as designated agency representatives shall use TC-01.



[bookmark: _bookmark38]Appendix C5: Agency Purchasing Consideration
It is improper for the Forest Service to use appropriations to provide monetary support for funeral services. The family or a private party must pay for funeral services. These expenses may be reimbursed and deducted from the death gratuity payment (refer to appendix D for the sample memo “Requesting a Payment of Death Gratuity”). Agency Administrators may not use a Government credit card to pay any funeral home costs and must be careful to perform research before putting anything on a Government credit card.
Appropriations law and the Federal Acquisition Regulation provide guidance on authorized expenses for goods and services connected to a memorial ceremony. Listing every allowable or prohibited item when planning memorial ceremonies is difficult and requires judgment. The table below identifies who pays for some common requests. Personal expenses or private donations often pay for many types of services and supplies.
The Forest Service pays for some expenses related to planning and providing a memorial ceremony, the family pays for others.

	Expenses Paid by AGENCY
	Expenses Paid by FAMILY or DONATION

	Staff time associated with planning and providing a memorial ceremony
	Memorial venue (non-Federal facility)

	Transportation of deceased
(if employee dies while on temporary duty)
	Programs, posters, and handouts (outside printing)

	Family transportation to memorial ceremony
	Food and beverages

	Non-monetary posthumous award (e.g., flag in case)
	Music, floral arrangements, and plants

	Employee transportation to memorial ceremony (official representative)
	Photographer or videographer

	Fleet (fire trucks, buggies, or fire apparatus)
	Microphones, screens, projectors, portable toilets, or shade covers



[bookmark: _bookmark39]Appendix C6: Dignified Transfer of Remains (DTR)
The DTR process for employees who die while on temporary assignment away from their duty station is a very sensitive matter. The Forest Service will handle the transport of the deceased’s remains with the reverence, care, priority, and dignity befitting the deceased and the circumstances. Consistent with
applicable laws and regulations, an employee’s remains will be recovered, identified, and returned to his or her family as quickly as possible.
The Forest Service may honor deceased employees following DTR procedures. This includes the procession by which the remains of employees are transferred from the aircraft to a waiting vehicle, and then to the funeral, mortuary, or related ceremony. The dignified transfer is not a ceremony, but a solemn movement of the transfer case by a carry team of employees or the Honor Guard.
Use of Government Aircraft
Government aircraft may be the most efficient option for transporting an employee’s remains under
some circumstances. Federal Travel Regulation 303 requires a documented cost analysis to show that
the cost for transporting an employee’s remains by hearse or by other means (e.g., Government aircraft) does not exceed the cost of a common carrier normally used for transporting remains, or a combination of transportation methods. A documented cost analysis includes:
Step 1. Complete form FS-5700-11—Cost Comparison:
The temporary duty unit or regional Fire and Aviation Program Manager (FAM):
· Completes cost estimates.
· Contacts Budget and Finance-Travel for help with common carrier cost estimates.
· Identifies issues or complications with Form FS-5700-10—Flight/Justification for Administrative Use of Aircraft.
· Sends the form(s) to the Director of WO FAM.

The director of WO FAM reviews and validates the aircraft cost estimates and works with the CFO to validate common carrier cost estimates.

Step 2. Determine the method of dignified transportation:
· If the cost of the aircraft does not exceed the cost of the common carrier, the Director of WO FAM approves form FS-5700-11.
· If the cost of the aircraft (or other means) exceeds the cost of the common carrier, the Director of WO FAM forwards an exception request to the Chief of the Forest Service or the Secretary of Agriculture for approval.

Step 3. Review by the Chief of the Forest Service, determination, and exceptions:
If the cost of the aircraft (or other means) exceeds the cost of the common carrier and there are issues or complications with using the common carrier, the Chief of the Forest Service may seek an exception to the Federal Travel Regulation from the Secretary of Agriculture through the U.S. Department of Agriculture, Office of the Chief Financial Officer.

Common Carrier Arrangements
Major common carriers (refer to the table below) work directly with Federal agencies, funeral homes, and mortuaries to assist with transporting employee remains and agency personnel. The agency representative consults with the Forest Service Honor Guard for information about arranging
transportation of an employee’s remains from a temporary duty station or official station outside the
continental U.S. to the employee’s residence, official station, or place of interment.

	Carrier
	Reservation Website
	Support

	Delta Airlines
	Delta Cargo

deltacargo.com/Cargo/
	1–800–352–2737

	American Airlines
	American Airlines TLC aacargo.com/learn/humanremains.html
	1–800–228–7878

	Frontier Airlines
	Frontier (only crematory remains) Frontier Cargo
	1–801–401–9000

	United Airlines
	United Cargo-Trust UA unitedcargo.com/shipping
	1–855–822–2737

	Alaska Airlines
	Alaska
alaskaair.com/content/cargo/human-remains
	1–800–225–2752

	Southwest Airlines
	Southwest Cargo

swacargo.com/
	1–888–922–9525



[bookmark: _bookmark40]Death Benefits
Public Law 104-208, Section 651 (codified as a note to 5 USC 8133 and 8134), authorizes agencies to pay up to $10,000 in burial costs and related out-of-pocket expenses, as a death gratuity to the representative of any employee who dies from an injury sustained in the line of duty. This payment is authorized by Human Resources Management/Workers Compensation Branch (HRM/WC) only when
the worker’s compensation claim is adjudicated and accepted by the Department of Labor Office of
Workers’ Compensation Program (DOL OWCP). HRM/WC is responsible for initiation of the OWCP claim and all actions related to it.
HRM/WC obtains permission from the DOL OWCP for Forest Service to pay the Agency Death Gratuity to the designated representative, rather than the Department of Labor (OWCP) paying it. Forest Service requests permission to pay the Agency Death Gratuity directly to the deceased employee’s representative so that the payment can be expedited, and there is assurance that the payment is made. The death gratuity provides funds to the surviving family during a time of personal financial uncertainty and stress. The accounting charges for the Agency-processed payment appear immediately in the Forest Service core financial accounting system. In contrast, when the DOL OWCP pays the Agency Death Gratuity then transfers the charge to Forest Service, the transfer process requires 24 months.
The $10,000 is not subject to income tax withholding but may be taxable to the representative as ordinary income. Consult the Internal Revenue Service Publication 525, Taxable and Nontaxable Income, issued each calendar year and available on the following website: www.irs.gov. If applicable, the recipient is responsible for reporting the taxable income on his/her annual income tax return.
Payment of and Deductions from the Agency Death Gratuity
The Agency death gratuity payment is a one-time payment which, when combined with certain other payments, may not exceed $10,000. Any remaining balance after authorized deductions (including funeral expenses paid by the Agency on behalf of the family representative) is paid to the employee’s representative, usually the beneficiary designated by the employee.
Close coordination between the designated Family Liaison, the warranted Procurement Official who may make local payments for funeral expenses, and B&F Miscellaneous Payments group must exist to avoid duplication of payments. In a timely manner, the local warranted Procurement Official must send copies of all funeral/burial bills paid by the Agency to both the ASC-B&F Miscellaneous Payments group (for financial files) and the HRM/WC specialist (to send to the DOL OWCP.
Charge these costs to the fund and program in which the employee was working when the incident occurred. The job code and override must be provided to the local Budget Officer for processing. On the Lolo National Forest, work with the Administrative Liaison assigned to the incident.
Letter to Request a Death Gratuity Payment
The information required for the final death gratuity payment is provided in a letter from the Director of HRM, addressed to the Director of B&F. The information provided in the letter is described below.
The Family Liaison provides information to the Director of HRM, for inclusion in the letter, as follows:
1. Name, address, and social security number of the Employee’s Representative. “Representative” is the
person named in the statutory authority as the recipient of the Death Gratuity payment. The

Representative’s information is often (but not always) listed on the employee’s designation of beneficiary in personnel records. The social security number is required to establish a vendor identification code in the Agency’s core financial accounting system.
2. Banking information necessary for an electronic funds transfer (EFT). The bank’s routing number and the recipient’s account number is required for an EFT, the fastest way for a payment be disbursed. In one case, for example, the deceased employee received salary via direct deposit, and that salary bank account was a joint account with the Personal Representative; the EFT payment was processed to the same bank account. The Family Liaison works with the family to complete Forest Service Form 6500-231 Vendor Code Information Worksheet.
3. Amount of the Death Gratuity Payment. To alleviate some of the financial concern and pressure on the survivors, a warranted Procurement Official may make some funeral-associated payments on behalf of the survivors. Such payments are deducted from the death gratuity benefit total of $10,000. The Family Liaison is the conduit for relaying requests from the family to the warranted Procurement Official and ensuring there is written documentation of the request and approval.
[bookmark: _bookmark41]Public Safety Officer Benefit (PSOB) Program
Title 42 United States Code Chapter 46, Subchapter XII- Public Safety Officers’ Benefits Act of 1976, is administered by the U.S. Department of Justice and applies to law enforcement, rescue and fire personnel. It provides a one-time tax-free benefit to eligible survivors of a Public Safety Officer whose death is a direct result of traumatic injuries sustained in the line of duty. The amount of the payment adjusts each year. The Act also provides compensation to a Public Safety Officer who has been permanently and totally disabled as a direct result of catastrophic personal injury sustained during the performance of duty. 

For guidance and additional information on the program: https://psob.bja.ojp.gov/
Documentation needed, as appropriate, for PSOB Claim
1. Death Certificate (request a minimum of 15 copies)
2. Marriage Certificate
3. Divorce Decree(s)
4. Birth Certificate(s) of Dependent Children
5. Adoption Decree(s)
6. Beneficiary Information
7. Banking Information (if requested)
Public Safety Officers Educational Assistance (PSOEA) Program
The Public Safety Officers' Benefits (PSOB) Program includes the Public Safety Officers' Educational Assistance (PSOEA) Program, which expands efforts started under the Federal Law Enforcement Dependents Assistance (FLEDA) Act of 1996 (Public Law 104-238). PSOEA’s purpose is to lessen the financial burden of educational expenses through an established monthly allowance for spouses and children of Federal, Police, Fire, and Emergency Public Safety Officers who have been killed or permanently disabled in the line of duty. The program is administered by the Bureau of Justice Assistance, U.S. Department of Justice. Information on the program can be found at https://www.bja.gov/Programs/PSOB/PSOB_Education.pdf.

Contractors and Cooperators
Forest Service funds are not authorized for expenses related to the fatality of non-Forest Service employees. This includes expenses associated with preparation and transport of the body, funeral, or any related ceremony.
When the Agency responds to the death or serious injury of a cooperator or contractor, due care and concern is shown at the scene. Following the immediate emergency response, the Chief must approve any additional activity requiring the use of appropriated funds, for example, designation of employees to serve in the role of liaison or escort for the victim, or the attendance of the Honor Guard at a ceremony or assigning official Agency representatives to attend a memorial service.
Requests to the Chief must be in writing and approved prior to the expenditure of appropriations. If attendance is approved, employees shall charge their salary and travel expenses to their respective work-related fund and program.
The authority to provide mementos to the families of non-employees is granted thru the Government Employees Incentive Awards Act (5 USC 4503). Limitations on non-monetary awards should be used as guidance on what is appropriate and could include flags, flag boxes, and related items.
Additional Benefits Organizations
· Wildland Firefighter Foundation https://wffoundation.org/
· National Fallen Firefighter Foundation https://www.firehero.org/
· Eric Marsh Foundation for Wildland Firefighters https://www.ericmarshfoundation.org/
· Federal Law Enforcement Officers Association http://www.fleoa.org/
· Concerns of Police Survivors (COPS) www.nationalcops.org
· Forest Service Employee Assistance Program (EAP)
· Grief and Healing www.webhealing.com
· Journey of Hearts www.journeyofhearts.org
Notes:
There are many other benefits that may be available through professional organizations. Recommend that the agency administrator contact State and Local organizations as appropriate to determine if there may be other entitlements available to the survivors. (e.g., FLEOA, Fraternal Orders, Firefighters Assoc.). Most of the time these organizations will contact the family and we can assist or facilitate in processing the necessary paperwork.
In line of duty deaths, there are frequently memorial services (local, regional, and national). Assisting, providing information, gathering documentation and organizing are services that may also be necessary to reduce the impact upon the surviving family.
Many of the benefit agencies have websites and a lot of information can be found here. Phone contacts are best but sometimes difficult until a case has been established, the websites can provide alternative numbers and access to valuable information quickly.


[bookmark: _bookmark42]Appendix D: Benefits Summary Tables
NOTE: These tables are screen-captures; the hyperlinks are not available. Tables are from Hospital and Family Liaison training workbook.
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Benefit Summary Tables Hyperlinks

	Table Reference
	Hyperlink (Available: March 2020)

	TSP Designation of Beneficiary
	https://www.tsp.gov/PDF/formspubs/tsp-3.pdf

	TSP Information Relating to Deceased Participant
	https://www.tsp.gov/PDF/formspubs/tsp-17.pdf

	TSP Booklet: Death Benefits Information for Participants/Beneficiaries
	https://www.tsp.gov/PDF/formspubs/tsp-17.pdf

	FEDVIP (Federal Employee Dental and Vision Insurance Program)
	www.benefeds.com

	SF-1152 Designation of Beneficiary – Unpaid Compensation of Deceased Civilian Employee
	https://www.opm.gov/forms/pdf_fill/sf1152.pdf

	SF-1153 Claim for Unpaid Compensation of Deceased Civilian Employee
	https://www.opm.gov/forms/pdf_fill/sf1153.pdf

	SF-2823 Designation of Beneficiary – Federal Employees Group Life Insurance (FEGLI)
	https://www.opm.gov/forms/pdf_fill/sf2823.pdf

	FE-6 Claim for Death Benefits (FEGLI)
	https://www.opm.gov/forms/pdf_fill/fe6.pdf

	CA-5 Claim for Compensation by Widow, Widower, and/or Children
	https://www.dol.gov/owcp/regs/compliance/ca-5.pdf

	CA-5b Claim for Compensation by Parents, Brothers, Sisters, Grand Parents, or Grand Children
	https://www.dol.gov/owcp/regs/compliance/ca-5b.pdf

	Public Service Officer Benefit (PSOB) Website
	https://psob.bja.ojp.gov/




[bookmark: _bookmark43]Appendix D1: Survivor’s Benefits Checklist
NOTE: This table is a screen-capture and is intended to be printed as a reference. Table is from Hospital and Family Liaison training workbook.
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   R-1 EMERGENCY NOTIFICATION INFORMATION
	DATE PREPARED:

	Last Name	First Name	Middle Name

	Physical Address

	City	State	Zip Code

	Home Phone	Date of Birth

	PRIMARY NEXT OF KIN (NOK) NOTIFICATION

	Last Name	First Name	Middle Name

	Physical Address (NO P.O. Box)

	Relationship Status (spouse/parent/sibling etc.):

	City	State	Zip Code

	Primary Phone Number
	Secondary Phone Number

	Primary NOK’s Place of Employment
	Work Phone Number

	Primary NOK’s Physical Work Address

	City	State	Zip Code

	Any communication barriers to be advised of when making notification to the primary NOK or would an interpreter be necessary?

	Who would you like present to make notification of major injury/death to your primary NOK?
	Phone number to reach this person:

	SECONDARY NEXT OF KIN (NOK) NOTIFICATION- In-case Primary NOK is Unavailable

	Last Name	First Name	Middle Name

	Physical Address (NO P.O. Boxes)

	Relationship Status (spouse/parent/sibling etc.)

	City	State	Zip Code

	Phone Number
	Secondary Phone Number

	Secondary NOK’s Place of Employment
	Work Phone Number

	Secondary NOK’s Physical Work Address

	City	State	Zip Code

	Any known communication barriers to be advised of when making notification to the Secondary NOK or would an interpreter be necessary?

	Who would you like present to make notification of major injury/ death to your Secondary NOK?
	Phone number to reach this person:







	CHILDREN (OPTIONAL)

	Last Name
	First Name
	
	Phone Number
	Date of Birth

	Physical Address

	City
	
	State
	
	
	
	Zip Code
	

	Last Name
	First Name
	
	Phone Number
	Date of Birth

	Physical Address

	City
	
	State
	
	
	
	Zip Code
	

	Last Name
	First Name
	
	Phone Number
	Date of Birth

	Physical Address

	City
	
	State
	
	
	
	Zip Code
	

	MEDICAL INFORMATION

	Primary Care Physician
	Phone Number

	Do you have any known allergies? List allergies
	
	Yes
	No

	Do you have any medical conditions you would like to disclose? If so, please list.

	Are you an organ donor? List any special requests?
	
	Yes
	No

	Do you have a Will?

If yes, where it is located or who should be contacted about it?
	
	Yes
	No

	Do you have a Living Will?

If yes, where it is located or who should be contacted about it?
	
	Yes
	No

	OTHER CARE CONSIDERATIONS

	Do you have any pets that need immediate attention? If so, where are they located? What is your pet(s) name and species/type?

Name of pet(s) designated care giver
	


Phone
	
	






Employee signature:	Date:

Due to Personally Identifiable Information (PII), this document will be stored in a separate blue envelope and in a locked cabinet. Only designated personnel will have access to the form for Emergency Notification purposes.

OPTIONAL FORM
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Appendix F: USFS Internal Accident/Injury/Fatality Notification Flowchart


All accidents/injuries/fatalities are reported to the immediate line officer and the forest safety/risk manager
The Forest Supervisor or their designee will start the notification process to the Regional Office


Fire Operations:
Wildfire or Prescribed
Non-Fire or Non-
Aviation Incident
Aviation
Operations
Bozeman Dispatch 406-624-3830 Billings Dispatch 406-896-
2900 Miles City Dispatch 406-233-2900 Radio	OR



		
Forest FMO Scott Schuster 406-255-1414(w)
406-850-3202(c)
Safety Manager Justin Singer
406-587-6755(w)
406-930-3473(c)
Aviation Officer Steve Christman 406-587-6893(w)
406-539-3630(c)
District Ranger and Forest Supervisor
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[bookmark: _bookmark46]Appendix F1: USFS Internal Notification Requirements for Incidents
Notification should be timely, based on the seriousness of the incident and public interest. All phone call notifications are required to be followed up with an email narrative by the next business day.
Occupational Injury or Illness Reporting

	EVENT
	INITIAL NOTIFICATION REQUIRED

	
All accidents, with or without minor injury or illness.
	Employees Supervisor District Ranger Forest Supervisor
Forest Safety Manager

	
Accidents resulting in serious injury or illness, including broken bones, eye injuries, poisoning, burns, or chemical contamination.
	Employees Supervisor District Ranger Forest Supervisor
Forest Safety Manager Regional Safety Manager

	
Accidents resulting in severe injury or illness, requiring hospitalization.
	Employees Supervisor District Ranger Forest Supervisor
Forest Safety Manager
Regional Safety Manager

	Occupational fatality (or likely death) to Forest Service employee or enrollee.
OR
One or more private citizens dies (or death likely) on NF lands.
OR
Five or more employees, enrollees, and/or private citizens are hospitalized.
	Employees Supervisor District Ranger Forest Supervisor
Forest Service Law Enforcement Officer Forest Safety Manager
Regional SAIC Regional Safety Manager Deputy Regional Forester



Aviation-Related Accident Reporting

	EVENT
	INITIAL NOTIFICATION REQUIRED

	All agency aircraft accidents are to be reported immediately.

The Regional FAA staff will make notifications to the national office and NTSB
	Forest Supervisor Regional Aviation Officer
Regional Aviation Safety Officer Regional Safety Manager Deputy Regional Forester



Motor Vehicle Accident Reporting

	EVENT
	INITIAL NOTIFICATION REQUIRED

	All motor vehicle accident involving a government-owned, - leased, or -rented motor vehicle, motorized equipment or ATV (includes private vehicle on official use).
	Employees Supervisor District Ranger
Forest Supervisor Forest Fleet Manager Forest Safety Manager
Forest Service Law Enforcement Officer

	Total damage in excess of $1,000 as a result of a motor vehicle accident involving a government-owned, -leased, or
-rented motor vehicle, motorized equipment or ATV (includes private vehicle on official use).
	Employees Supervisor District Ranger
Forest Supervisor Fleet Manager
Forest Safety Manager
Forest Service Law Enforcement Officer Regional Safety Manager



Incident Involving Someone Other Than Employee (Visitors) Reporting

	EVENT
	INITIAL NOTIFICATION REQUIRED

	Every fatality on National Forest System lands

Notification not required for civil air crashes and on easements administered by other jurisdictions (such as federal and state highways)
	District Ranger Forest Supervisor
Forest Safety Manager
Forest Service Law Enforcement Officer Regional Safety Manager
Deputy Regional Forester



Notification should be timely, based on the seriousness of the incident and public interest. All phone call notifications are required to be followed up with an email narrative by the next business day.

[bookmark: _bookmark47]Appendix G: Forest Service Funding Matrix
	
Activity
	Transport of Sick/Injured, When in Travel Status
	Transport of Deceased Body - When in Travel Status
	Funeral/Memorial Attendance by Agency
Employees
	Honor Guard Representation at funeral
or memorial
	
Honor Watch
	
Additional Support/Items

	

Reference
	
Federal Travel Regulations, Chapter 300; FSH 1309.19,
Chap 30
	
Federal Travel Regulations, Chapter 303; FSH 1309.19,
Chap 30
	

FSH 6109.11, Chap 30
	
FS 6109.11, Chap 30; FSH
1309.19, Chap 30; Honor Guard HB
	FSH 6109.11, Chap 30;
FSH, 1309.19, Chap
30; FSH, 1309.13
Honor Guard HB
	Appropriations Law; FSH 1309.19, Chap. 40;
posthumous non- monetary awards per 5
USC 4503

	



Funding
	
Expenditures charged to the program in which the victim was working at the time of the incident. For Wildland fire charge to the specific incident fire code
	
Expenditures charged to the program in which the victim was working at the time of the incident. For Wildland Fire charge to the specific incident fire code.
	Charged to attending individual's program funds - or other funds as approved by local management. Not appropriate to charge against suppression funds.
Overtime/Comp time not usually authorized
	
Expenditures charged to the program in which the victim was working at the time of the incident. For Wildland Fire charge to WFPR not WFSU.
	Charged to the attending individual's program funds or other funds as approved by local management. Not an appropriate charge against suppression
funds.
	Federal funds are allowed for posthumous non- monetary awards, but not for direct support of funeral or memorial services e.g., venue rent, food, beverages, floral arrangements, plants, etc.

	FS Regular Employees (includes
temporaries)
	
Yes, with up to 3 attendants (can be family members)
	Yes, including travel expenses, under certain circumstances, for up to 2 persons to escort
the remains.
	Yes. The # of approved attendees is dependent on the situation. Prior approval is
required.
	

Yes
	

Yes
	Charged to victim's program funds. If Wildland fire is involved,
use WFPR (FS).

	

Casual Employees
	
Yes, with up to 3 attendants (can be family members)
	Yes, including travel expenses, under certain circumstances for up to 2 persons to escort
the remains.
	Yes. The # of approved attendees is dependent on the situation. Prior approval is
required.
	

Yes
	

Yes
	Charged to the program in which the victim was working. If Wildland fire is
involved, use WFPR (FS).

	
Contractors
	
No. Covered by the contractor.
	No, however, the Chief may
designate an official agency rep. to escort the deceased.
	The Chief may designate an official agency representative.
	Yes, with approval from Chief
	Yes, with approval
from the Regional Forester
	For FS, the Chief approves any expenditures.

	
Federal Cooperators
	
Refer to employing agency of victim.
	
Refer to employing agency of deceased
	Yes. The # of approved attendees is dependent on the situation. Prior approval is
required.
	
Yes, with approval from Chief
	Yes, with approval from the Regional Forester
	
Refer to employing organization of victim

	
State/Other Government Cooperators
	
No. Covered by employing organization.
	Refer to employing organization of deceased. The Chief may designate an official agency rep to escort the
deceased.
	
The Chief may designate an official agency representative.
	
Yes, with approval from Chief
	
Yes, with approval from the Regional Forester
	
Refer to employing organization of victim
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Appendix H1: Delegation of Authority for Incident Management Team - Beebe
File Code	1230/5100	Date: August 16, 2016
Route To:

Subject: Delegation of Authority and Leader’s Intent for Justin Beebe’s Memorial

To: Bob Houseman, Incident Commander

Effective at 0800 hours on August 16, 2016, you have full authority and responsibility for the management and coordination of the Justin Beebe Memorial.
You have full authority and responsibility for managing operations and activities within the framework of legal statutes, the current policy of USDA, the broad direction provided in your oral briefings and this delegation. This specific delegation carries with it the full responsibility for management of the resources and costs directly associated with your Team's efforts.
My intent is for you to plan and conduct a memorial ceremony which honors the contributions of Lolo Hotshot Justin Beebe who lost his life in a line of duty death on August 13, 2016. I expect the ceremonies to be a tribute to Justin and his family and they be conducted in a respectful way which honors the wishes of his family and the Lolo IHC. Please also consider Justin's coworkers and demonstrate the value their perspectives bring by incorporating as appropriate.
The desired "end state" is that Justin's family and coworkers feel that Justin was properly honored and cared for with respect and dignity while following law, regulation and policy.
I also expect you to build a process with assigned CRP in support of the learning review process and any additional interviews.




/s/ Signature Forest Supervisor
Lolo National Forest


I accept this Delegation.


/s/ Signature Incident Commander
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Appendix H2: Official Attendance at a Memorial – David Ruhl


File Code	6100/6500	Date:
Route To:

Subject: Official Attendance at Services Honoring David Ruhl

To: Regional Forester

Ceremonies to honor the contributions of employees who die in the line of duty are an important tribute to the deceased and their family. The Forest Service intent is to conduct these activities honoring our fallen firefighter with due respect.
Events honoring David Ruhl begin on Sunday, August 9, with the viewing at 1400 and the memorial service at 1500, both occurring at the Rushmore Plaza Civic Center, 444 North Mt. Rushmore Road, Rapid City, South Dakota. On Monday, August 10, the funeral will take place at 1000 at the Cathedral of Our Lady of Perpetual Help, 520 Cathedral Drive, Rapid City, South Dakota, followed by the internment at the National Cemetery in Sturgis, South Dakota.
This letter provides approval for Regional Foresters to designate official representatives to attend services and participate in ceremonial events honoring David Ruhl and his contribution to his co-workers and our Agency. Per the lists of official representatives maintained by the Rocky Mountain Region and Pacific Southwest Region, the number of representatives designated by these two regions may exceed 25; other Regional Foresters may specify official representatives as described in FSH 6109.11, Chapter 30, and Section 38.42. Other Forest Service employees, who are not designated as official agency representatives, are encouraged to attend at their own expense. Please exercise risk management principles when executing this authority.
Employees attending as official agency representatives are authorized salary and travel expenses or other compensation, if needed. Local Human Resource Officers can advise you about coding time and attendance. Your regional direction to your participants should include your instructions about the Forest Service uniform of the day.
It is important that as we honor David, we also show our respects by remaining prepared to perform our mission and ensure we remain ready to answer the fire call across the Regions. Those who provide staffing in a state of readiness during the memorial service for David are doing so.
/s/ Mary Wagner (for) THOMAS TIDWELL
Chief

Appendix H3: Official Attendance at a Memorial – Luke Sheehy


File Code	6100/6500	Date:
Route To:

Subject: Official Attendance at Luke Sheehy’s Memorial Ceremony

To:	Faye Krueger, Regional Forester for the Northern Region Nora Rasure, Regional Forester for the Intermountain Region
Kent Connaughton, Regional Forester for the Pacific Northwest Region

Ceremonies to honor the contributions of employees who die in the line of duty are a tribute to the deceased and their family. The Forest Service intent is to conduct these activities honoring our fallen firefighter with due respect.
This letter provides guidance regarding time and attendance status for employees who are attending the memorial ceremony honoring Luke Sheehy as official representatives of the Forest Service. The ceremony will be held at the Redding Civic Auditorium located at 200 Auditorium Drive in Redding, California on Sunday, June 23, 2013 at 1:00 pm. Employees attending as official agency representatives are authorized salary and travel expenses. Each smokejumper base located in Regions 1, 4, and 6 are approved to send one to two official representatives.
The field uniform with short sleeves is the approved uniform for this event, dark green Nomex is the preferred pant.
Employees attending as designated agency representatives shall use their base program job code with transaction code (TC-01) on their T&A and shall be compensated for travel expenses as appropriate. The ceremony does not meet the criteria for the overtime pay provision (Public Law 106-558) and coding with prefix 11 is not permitted.
Other Forest Service employees, who are not designated as official agency representatives, are encouraged to attend at their own expense. In honoring the family's wishes, the focus of attendance at the memorial will be the family members, friends, smokejumpers, and others from the fire community. Seating is limited to 2,230 in the Auditorium and priority seating will be for those mentioned above. Remaining seats are open to those who wish to come celebrate and honor Luke.



/s/ Thomas L. Tidwell THOMAS L. Tidwell Chief

Appendix H4: Delegation of Authority for Incident Management Team – Sheehy


Subject: Delegation of Authority – Sheehy Memorial

To:	Bob Houseman, Incident Commander

Effective 1200 hours on June 16, 2013, you have full authority and responsibility for the management and coordination of the Sheehy Memorial.
You have full authority and responsibility for managing operations and activities within the framework of legal statutes, the current policy of the USDA, the broad direction provided in your oral briefings and this delegation. This specific delegation carries with it the full responsibility for management of the resources and costs directly associated with your Team's efforts.
My intent is for you to plan and conduct a memorial ceremony which honors the contributions of smokejumper Luke Sheehy who lost his life in a line of duty death on June 10, 2013. I expect the ceremonies to be a tribute to Luke and his family and they will be conducted in a respectful way which honors the wishes of his family. Please also consider Luke’s coworkers and demonstrate the value their perspectives bring by incorporating as appropriate.
The desired "end state" is that Luke's family and coworkers feel that Luke was properly honored and cared for with respect and dignity while following law, regulation and policy.
Lastly, I expect you to work in seamless coordination with the Saddle Back Support organization.
Should you have questions or require assistance in successfully accomplishing the end state I am available at jwade@fs.fed.us, (707) 562-8996 or (707) 980- 5292. Fire Director Joe Millar or his Deputy Arlen Cravens are also available to you and can be reached at jmillar@fs.fed.us, 707- 562-8925 or (530) 945-8804 and acravens@fs.fed.us or
(530) 945-3699 respectively.
Thank you for accepting this assignment.



/s/Randy Moore
Regional Forester

Appendix H5: Sample Email Message Notifying Employees of Fatality – Beebe
Such emails can be sent to all USFS employees in the event of a workplace critical incident.

SAMPLE EMAIL (Immediately Following Incident)

Dear USFS Employees,

We are in the midst of an emergency situation involving NAME IF RELEASED, a fellow employee. Details are sketchy at this time, but we do know it is a life-threatening situation.

For the safety of those who are dealing with the emergency, we ask that you NOT use phones and/or e-mail to make inquiries about the situation while emergency conditions still exist. This may interfere with critical communications that right now must be focused on helping people at the scene.

Please be patient. We will get you more information as soon as it becomes available. USFS Administrator

SAMPLE EMAIL (Confirmation of Fatality)

Dear USFS Employees,

This is a difficult message to write.

We have just informed the family of NAME that their RELATIONSHIP has died in an emergency at LOCATION. More details of this tragedy are forthcoming, but we wanted you to know, as part of the US Forest Service extended family.

INCLUDE ANY DETAILS THAT CAN BE ETHICALLY RELEASED ABOUT THE SITUATION

For the safety and security of those who are still dealing with the emergency, please do not use the phones and e-mail system to make inquiries about the situation while emergency conditions still exist. We still have people at the scene who need our continued help and support - and clear communications.

Again, we ask for your patience. We will provide more information as it becomes available.

/s/ USFS Agency Administrator

Appendix H6: Press Release Announcing Serious Incident – Beebe


Great Basin National Park News Release

For Immediate Release: August 14, 2016 Contact: PAO Information

Firefighter Fatality Confirmed

BAKER, NV -The Great Basin National Park, Lolo National Forest, Ely District Bureau of Land Management and White Pine County officialsaredeeply saddened to confirma Forest Servicefirefighter lost hislifeyesterday while workingonthe Strawberry Fire near Baker, Nevada.
The deceased is Justin Beebe of Bellows Falls Vermont. He is a member of the Lolo Hotshots based in Region 1 with the US Forest Service. The fire crew member succumbed to injuries suffered when struck by a tree during firefighting efforts on Saturday afternoon, August 13, 2016. The Forest Service is investigating this line-of-duty death.
"This loss of life is tragic and heartbreaking," said Park Superintendent, Steve Mietz "Please keep the family and Forest Service employees in your thoughts and prayers during this time."
The Strawberry Fire started on August 8, 2016 and is being managed jointly by Great Basin Incident Management Team 7, the National Park Service and the Bureau of Land Management.

[bookmark: _bookmark49]Appendix I: Medical Incident Report – 8-Line
	Medical Incident Report – 8 Line

	FOR A NON-EMERGENCY INCIDENT, WORK THROUGH CHAIN OF COMMAND TO REPORT AND TRANSPORT INJURED PERSONNEL AS NECESSARY.
FOR A MEDICAL EMERGENCY: IDENTIFY ON SCENE INCIDENT COMMANDER BY NAME AND POSITION AND ANNOUNCE "MEDICAL EMERGENCY" TO INITIATE RESPONSE FROM IMT COMMUNICATIONS/DISPATCH.

	Use th e following items to communicate situation to communications/dispatch.
1. CONTACT COMMUNICATIONS / DISPATCH (Verify correct frequency prior to starting report)
Ex: "Communications, Div. Alpha. Stand-by for Emergency Traffic."
2. INCIDENT STATUS: Provide incident summary (Including number of patients) and command structure.
Ex: “Communications, I have a Red priority patient, unconscious, struck by a falling tree. Requesting air ambulance to Forest Road 1 at (Lat./Long.) This will be the Trout  Meadow Medical, IC is TFLD Jones. EMT Smith is providing medical care.”

	
Severity of Emergency / Transport
Priority
	· RED / PRIORITY 1 Life or limb threatening injury or illness. Evacuation need is
IMMEDIATE
Ex: Unconscious, difficulty breathing, bleeding severely, 2o – 3o burns more than 4 palm sizes, heat stroke, disoriented.
· YELLOW / PRIORITY 2 Serious Injury or illness. Evacuation may be DELAYED if necessary.
Ex: Significant trauma, unable to walk, 2o – 3o burns not more than 1-3 palm sizes.
· GREEN / PRIORITY 3 Minor Injury or illness. Non-Emergency transport
Ex: Sprains, strains, minor heat-related illness.

	Nature of Injury or Illness & Mechanism of Injury
	
	Brief Summary of Injury or Illness (Ex: Unconscious, Struck by Falling Tree)

	Transport Requests
	
	Air Ambulance / Short Haul/Hoist Ground Ambulance / Other

	Patient Location
	
	
Descriptive Location & Lat / Long (WGS84)

	Incident Name
	
	Geographic Name + “Medical”
(Ex: Trout Meadow Medical)

	On-Scene Incident Commander
	
	Name of on-scene IC of Incident within an
Incident
(Ex: TFLD Jones)

	Patient Care
	
	Name of Care Provider (Ex: EMT Smith)

	3.  INITIAL PATIENT ASSESSMENT Complete this section for each patient as applicable (start with the most severe patient)

	Patient Assessment
See IRPG page 106

	Treatment

	4.  TRANSPORT PLAN

	Evacuation Location (if different): (Descriptive Location (drop point, intersection, etc.) or Lat. / Long.) Patient’s ETA to Evacuation Location

	Helispot / Extraction Site Size and Hazards

	5.  ADDITIONAL RESOURCES / EQUIPMENT NEEDS

	Example: Paramedic/EMT, Crews, Immobilization Devices, AED, Oxygen, Trauma Bag, IV/Fluid(s), Splints, Rope Rescue, Wheeled Litter, HAZMAT, Extraction

	6.  COMMUNICATIONS: Identify State Air/Ground EMS Frequencies and Hospital Contacts as applicable

	Function
	Channel Name/Number
	Receive (RX)
	Tone/NAC*
	Transmit (TX)
	Tone/NAC*

	COMMAND
	
	
	
	
	

	AIR-TO-GROUND
	
	
	
	
	

	TACTICAL
	
	
	
	
	

	7.  CONTINGENCY: Considerations: if primary options fail, what actions can be implemented in conjunction with primary evacuation method? Be thinking ahead.

	8.  ADDITIONAL INFORMATION Updates/Changes, etc.

	REMEMBER: Confirm ETAs of resources ordered. Act according to your level of training. Be Alert, Keep Calm, Think Clearly, Act Decisively



[bookmark: _bookmark50]Appendix J: Hospital Liaison Resource: Injury Claim Lifecycle
This is a screen capture from the Hospital and Family Liaison Training Workbook
[image: ]
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[bookmark: _bookmark51]Appendix K: Invitational/Sponsored Travel for Family Members
Prepared by
ASC B&F Travel Branch
1-877-372-7248, Option 3
UPDATED: March 2019
Published on the ASC B&F Travel Branch website

Invitational Travel Definition
The Federal Travel Regulations (FTRs) define invitational travel as “Authorized travel of individuals either not employed or employed (under 5 U.S.C. 5703) intermittently in the Government service as consultants or experts and paid on a daily when-actually-employed basis and for individuals serving without pay or at $1 a year when they are acting in a capacity that is directly related to, or in connection with, official activities of the Government. Travel allowances authorized for such persons are the same as those normally authorized for employees in connection with TDY”
The purpose of this guide is to provide general guidance on the different types of invitational travel, also known as sponsored travel.
What are the different types of invitational/sponsored travel?
1. Sponsored Travel
2. Forest Service employee traveling for a non-USDA federal agency
3. Invitation of another Federal employee traveling on behalf of the Forest Service
4. Travel of non-government person, volunteer, or international traveler traveling on behalf of the Forest Service
5. Forest Service employee traveling for another USDA agency

Invitational travelers must follow the Federal Travel Regulations, Agriculture Travel Regulations, and Forest Service policies. Additional information regarding invitational travel can be found:

	Federal Travel Regulations
	www.gsa.gov/federaltravelregulation

	Agriculture Travel Regulations
	http://www.ocfo.usda.gov/travel/travelpolicy.html

	Forest Service Handbooks
	http://fsweb.wo.fs.fed.us/directives/

	USDA Ethics Website
	http://ethics.usda.gov/
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Forms Used for Invitational/Sponsored Travel
	AD-672
	Reimbursement or Advance of Funds Agreement

	AD-1101
	Approval and Reports of Travel Funds Received from Non-Federal Source

	OF 301a
	Agreement for Individual Voluntary Services – OMB 0596-0080 exp. 12/2017

	FS-6500-1
	Foreign Travel Supplemental Information Form (if applicable)

	FS-6500-214
	Financial Information Security Request

	FS-6500-231
	Vendor Code Information Worksheet

	ASC Worksheet
	Travel Justification for Non-Government Person



[bookmark: _bookmark52]Appendix K1: Travel of Non-Government Person or Volunteer
Hosting Forest Service unit must request ETS2 profile and VEND record in FMMI by submitting forms FS- 6500-214 and FS-6500-231. Forms must be completed, signed, approved, and faxed for processing to 866-326-9046.
Non-government persons, including international travelers, that have been authorized travel per diem or subsistence, the Travel Justification for Non-Government Person worksheet must be completed, signed, and approved by the approving official.
Volunteers must complete and sign the OF 301A and this is approved by the approving official.
Once the ETS2 profile is established for the invitational traveler or volunteer, the gaining unit may complete, sign (hard copy authorization must be signed by the traveler and attached to the authorization within ETS2), T-entered by the Traveler Arranger, and approved by the approving official. The Travel Justification for Non-Government Person worksheet and the OF 301A must be attached to the ETS2 travel authorization under Expenses/Documentation.
After the travel has been completed, the travel voucher is completed, signed (hard copy voucher must be signed by the traveler and attached to the voucher within ETS2) T-entered by the Traveler Arranger and approved by the approving official.

Steps for Travel of Non-Government Person, Volunteer, or International Traveler traveling on behalf of the Forest Service
	Steps
	Who
	Action
	Submits to

	1
	Hosting FS Unit
	Request unique SSN for International traveler coming to the United States
	ASC B&F Travel Operations

	2
	Hosting FS Unit
	Submit FS-6500-214 and FS-6500-231 for International traveler or volunteer
	ASC B&F Security

	3
	ASC B&F Security
	Submits FS-6500-214 and FS-6500-231 to ASC B&F Travel Operations
	ASC B&F Travel Operations

	4
	ASC B&F Travel Operations
	Establishes the ETS2 profile and creates the VEND record in FFIS, if applicable
	

	5
	Non-Govt Employee/
Hosting FS Unit
	Completes and sign the Travel Justification for Non-Government Person worksheet
	Approving Official

	6
	Volunteer/
Hosting FS Unit
	Complete and sign the OF 301A
	Approving Official

	7
	Hosting FS Unit
	Completes ETS2 Authorization
	Approving Official

	8
	Hosting FS Unit
	Completes ETS2 Voucher
	Approving Official



[bookmark: _bookmark53]Appendix L: Glossary
Ceremony An organized event to honor and memorialize a deceased employee. A ceremony may be organized by the family or it may be an organized gathering of employees or the public independent of a private family service or other funeral service.
Cooperator State or local agency or person who, under agreement with the Forest Service, provides assistance or services to the Forest Service.
Critical Incident Stress Management A wide range of programs and services designed to mitigate effects of traumatic stress.
Death Gratuity A payment made to the family designated representative, based on the order of precedence according to law, when employees die from an injury sustained in the line of duty. The employing agency is authorized to pay up to $10,000 taxable death gratuity payment to the recipient.
Dignified Transfer The process by which the remains of deceased employees are transferred from the aircraft to a waiting vehicle and then to the mortuary.
Employee The term “employee” means full and part time Forest Service employees, including volunteers and those Administratively Determined (AD).
Family Member Individuals related by blood or affinity, whose close association with the employee is the equivalent of a family relationship.
Federal Employees’ Compensation Act (FECA) Death Gratuity Under an amendment to FECA, up to
$100,000 may be paid by OWCP to survivors of “an employee who dies of injuries incurred in connection with the employee’s service with an Armed Force in a contingency operation.” This one-time death gratuity is disbursed to survivors in a specific order of precedence set forth in the statute. The FECA death gratuity is taxable income to the recipient.
Funeral/Interment An organized event to honor and memorialize a deceased employee, which may or may not include worship or religious services. A funeral is generally organized by the family.
Hazardous Work Safety and health hazards in a work project or activity that have the potential to cause serious injury or illness to personnel and damage to property or material as documented in a Job Hazard Analysis (JHA) and in accordance with FSH 6709.11.
Honor Guard A ceremonial guard turned out to greet a distinguished person(s) or accompany a casket at interment funeral, or perform at other events.
Line of Duty Death (LODD) As determined by the Department of Labor (DOL), a death of an employee that occurs as a direct and proximate result of personal injury or illness sustained in the performance of official duties or in travel status, acting within the scope of his/her employment. A death is “not in the
line of duty” when the circumstances do not conform to this definition or to the ruling of DOL.
Non-employee A person who at the time of death was not an employee of the Forest Service. Contractors, cooperators, and retirees are considered non-employees.
Posthumous Award An award granted to deceased employees or designated representative when the contribution recognized by the award was made during their employment with the Forest Service.

Public Safety Officers’ Benefit (PSOB) The authority to provide a one-time, tax-free benefit to eligible survivors of a Public Safety Officer (law enforcement, rescue and fire personnel) whose death is a direct result of traumatic injuries sustained in the line of duty.
Serious Injury An injury described under 18 USC, part 1, chapter 65, section 1365(g) which involves:
1. A substantial risk of death;
2. Extreme physical pain;
3. Protracted and obvious disfigurement; or
4. Prolonged loss or impairment of the function of a bodily member, organ, or mental faculty.

[bookmark: _bookmark54]Appendix M: Critical Incident Process Flow Chart (Size 11” x 17”)
	Critical Incident Process Flow Chart by Role

	
Pre-Season
	
	
Phase 1 - Initial Response Incident (first 24 to 48 hours)
	
	
Phase 2 - Continued Response & Developing the Plan (next 48-72 hours)
	
	
Phase 3 - Implementation of the Plan and Managing Afterwards (Ongoing)

	



Person Reporting the Incident
	

Familiar with 8 line and Forest Evacuation Plan. Ensure radio frequencies are up to date. Currency in First-Aid / CPR.
	
	


Person Reporting the Incident
	


Assess incident, call 911 / Dispatch
	


Ensure safety of self and others
	


Administer first aid if needed
	


Secure Area as Appropriate
	

Maintain scene for investigation and conceal identifying info of victim
	

Do not let anyone disrupt the scene except to attempt rescue until coroner arrives
	

Do not leave scene until after checking with LEO or Supervisor
	
	


Person Reporting the Incident
	


Provides Dispatch with updates
	

Follow up with immediate supervisor and provide information for forms
	

Provide LEO or Supervisor documentation of the incident
	
	
	
	
	


Person Reporting the Incident
	

Provide additional information as requested
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


Dispatch
	

Update and train to Emergency Medical Evacuation Information /
	
	


Dispatch
	

Determine and Call Proper EMS Call Center
	

Initiate Run Card Procedures and
	
Ensure radio traffic recording is enabled and shift to telephone
	

Communicate with persons on-scene
	
Do not allow employees involved to drive or operate machinery.
	

Call other parties as requested, such as
	
	
	


Dispatch
	

Prepare documentation package related to
	

Secure Recordings and Documentation
	
	
	
	
	
	


Dispatch
	

Provide support as needed
	

Assess workforce for affects
	
	
	
	
	
	

	
	Plan
	
	
	
	Notifications
	communications as soon
	
	Provide drivers.
	HazMat, DEQ, etc.
	
	
	
	incident
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	as possible
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

Notify Unit Safety Manager
	
	

Coordinate Liaison Assignments

Assign Hospital and/or Family Liaisons
	
	
	
	
	
	
	
Assemble team (AA,
	
	
	
	
	
	
	























































Forest Supervisor manages team (Agency Administrator, Safety Manager, PAO, and others determined as necessary) to implement theplan.
	
	
	
	
	
	
	

	

Forest Supervisor
	
Review Pre-Incident Checklist and CIRP. Ensure FLT Agenda Items for
Beginning of Field Season.
	
	
Forest Supervisor
	Notify SO and RO of event
	
	Ensure Next of Kin notification is coordinated
	
	Assess Organizational
Needs and Mobilize Support
	Ensure Honor Guard is mobilized, if appropriate
	
	
	

Forest Supervisor
	
	Safety Manager, PAO, and others as necessary) to assess the situation,
clarify roles,
	Address off unit employee needs and potential family travel
	Coordinate any
investigation response required with team lead (OSHA / CRP)
	If CRP is activated, assign responsibility for briefing packet
	Inquire with Family
Liaison re: family request for agency participation in arrangements
	
	

Forest Supervisor
	
	Communicate and coordinate with District Ranger, Immediate Sup.
And Family Liaison
	Follow up in months and year ahead with coordinators and liaisons
to determine if needs are
	Follow up with any action plans developed during OSHA or CRP reviews
	Gather info and notify if a claim against the agency is possible
	Coordinate AARs, Learning Review efforts, Participate in the learning review
board
	Organize a thoughtful approach to rolling out report
/ information to organization
and family
	Continue to monitor affected employees

	
	
	
	
	
	
	
	
	Assemble or request Care
	
	
	
	
	
	responsibilities and plan
	
	
	
	
	
	
	
	
	being met.
	
	
	
	
	

	
	
	
	
	
	
	
	
	Team
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


District Ranger
	


Review Pre-Incident Checklist and CIRP
	
	


District Ranger
	

Determine scope of the incident, identify involved jurisdictions (Hazmat / Aircraft crash/rescue etc.)
	

Check with Forest Supervisor to ensure Next of Kin notification was completed
	

Check with AA to ensure a Liaison meets victims at hospital
	


Identify other agencies that are or should be
involved
	
Assess Organizational Needs and Mobilize Support: IMT, individuals, or Care Team
	

If off-unit employees are involved, contact the victim’s workplace
	
	
	


District Ranger
	
	

Reevaluate capabilities and limitations of your organization.
	
	
	
	
	
	


District Ranger
	
	

Assist as requested with learning reviews and AARs
	

Continue to monitor affected employees
	

Follow up with EAP and affected staff to determine needs
	

Follow up with any action plans developed during OSHA or CRP reviews
	
Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met.
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Coordinate any
	
	
	
	
	
	
	
Check agency accident
	
	
	
Ensure appropriate
	
	
	

	
Safety Manager
	Ensure Contact Information in CIRP is updated annually
	
	
Safety Manager
	Work with Forest Sup /
District Ranger and Dispatch to determine scope
	Ensure managers are aware
of the incident and are briefed
	Notify RO Safety
	Respond to scene if
possible. Gather information for initial reports
	
	
	
	
	
Safety Manager
	
	Ensure OSHA notification has occurred, if needed
	investigation response required with team lead (OSHA / CRP)
	Request assistance from
neighboring Safety managers, if needed.
	
	
	
	
Safety Manager
	
	reporting system (e- Safety) to ensure claim process is complete for final review
	AAR for effectiveness of Critical Incident Response Plan
	Update CIRP based on
lessons learned ornew info. Distribute revised CIRP
	training on revised plan is provided to managers and supervisors
	Work with Leadership Teams to develop prevention strategies
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	


Review Pre-Incident Checklist and CIRP. Ensure contact
	
	
	

Notify RO Public
	

Collect information on
	

Ensure information
	
	
	
	
	
	
	
	

If multiple agencies are
	

Ensure information
	

Prepare a news release for
	
	
	
	
	
	

Update press releases as needed
	
	
	
	
	
	

	
PAO
	
	
	
PAO
	Affairs Officer
	affected employee(s)
	released is accurate and
coordinated with the
	
	
	
	
	
	
PAO
	
	involved, contact their PAO
to coordinate
	released is accurate and
coordinated with the
	the media, send out
agency-wide
	
	
	
	
PAO
	
	
	
	
	
	
	
	

	
	information is updated
	
	
	
	
	Family Liaison
	
	
	
	
	
	
	
	
	Family Liaison. Establish
	announcement, monitor
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	social media outlets for
	socialmedia for
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	information
	misinformation
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	dissemination.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


Program Manager (FFMO, Forest Silviculturalist, Forest TMO)
	


Review Pre-Incident Checklist and CIRP
	
	


Program Manager (FFMO, Forest Silviculturalist, Forest TMO)
	


Assess Organizational Needs and Mobilize Support
	

Coordinate employee support needs with immediate supervisor
	


Gather and organize information
	


Establish a planning cycle to keep people informed, as needed
	
	
	
	
	


Program Manager (FFMO, Forest Silviculturalist, Forest TMO)
	



Forest Supervisor assembles team (Agency Administrator, Safety
Manager, PAO, and
	

Evaluate planning cycle for effectiveness
	

Coordinate any investigation response required with team lead (OSHA / CRP)
	

Coordinate with any volunteer organization that offers support and assistance
	

Establish procedure for determining appropriate funding and tracking of expenditures or delegate to Admin position
	

Ensure assigned Liaisons and assigned CARE Team establish
communication and are
coordinating as appropriate
	
	


Program Manager (FFMO, Forest Silviculturalist, Forest TMO)
	
	

Coordinate AARs, Learning Review efforts, Participate in the learning review board
	

Continue to monitor affected employees and provide support as needed
	

Assist with the role out of any reports
	

Follow up in months and year ahead with coordinators and liaisons to determine if needs are being met.
	

Incorporate any items identified in action plans into programs
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	others determined as
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	necessary) to assess the
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

Start E-safety Forms CA-1 or CA-6
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	situation, clarify roles and
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Immediate Supervisor
	
Ensure Emergency Notification Forms are updated at the beginning of the Season
	
	
Immediate Supervisor
	
Work with PAO to collect information on affected employee(s)
	
Coordinate with an individual on scene to collect information
	Provide employee notification form to appropriate person for next of kin notification
	
Work with District Ranger to establish support for affected employees
	
	
	
	
	
Immediate Supervisor
	responsibilities, and plan next steps.
Depending on the incident, an ICS short team may be assigned to manage
logistics, planning and
	If needed, provide Human Resources with info and coordinate Hospital Presence until Hospital Liaison is inplace
	If employees are transported to a hospital, go or designate someone on your behalf
	
Assess & monitor affected employees, provide support if needed (EAP/CISM)
	
	
	
	
Immediate Supervisor
	
	
Continue to monitor affected employees and provide support, as needed
	
Complete necessary workers comp claim paperwork and data entry
	
Follow up with EAP and affected staff to determine needs
	
Prepare final timesheets, if applicable
	
If applicable, change employee's voicemail, email, and collect and return belongings, keys, badges, etc.
	
Follow up with any action plans developed during OSHA or CRP reviews
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	operations.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

Law Enforcement Officer
	
	
	


Begin log, begin documentation, take overall photographs
	
	
	
	
	
	



Law Enforcement Officer
	
	
Coordinate any
	
	
	
	
	
	


Law Enforcement Officer
	
	
Facilitate and
	
	
	
Coordinate withlocal law
	
	
	

	
Law Enforcement Officer
	
Review Checklist and CIRP
	
	
	Secure and protect the
scene, ensure life and property protected
	If appropriate, assist with next of kin notification
	
	Request Resources
	Notify Law Enforcement supervisor and ensure the
Special Agent has been
	
	
	
	
	
	investigation response
required with team lead (OSHA / CRP)
	Coordinate with any IMT in place, as needed
	Secure employees personal
effects both from scene and work place
	
	
	
	
	
	coordinate with coroner
with obtaining autopsy report
	Coordinate withlocal law
enforcement as needed (processional, etc.)
	
Assist as needed
	enforcement if large
number of emergency vehicles involved
	
	
	

	
	
	
	
	
	
	
	
	notified
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	



Hospital Liaison
	


Pre-season Training and review checklist and CIRP
	
	


Hospital Liaison
	


Determine which hospital patient is being transported to and respond safely
	

Identify yourself as agency Hospital Liaison and begin to coordinate hospital arrangements with hospital staff
	


Establish folders for employee and supervisor for OWCP documentation
	
	
	
	
	
	



Hospital Liaison
	
	

Arrange for private waiting facilities for family and fellow employees, if possible
	

Confirm hospital is aware family has arrived and update family on patient condition before others
	

Coordinate with immediate supervisor that OWCP process has started
	

Maintain OWCP information folders
	
	
	



Hospital Liaison
	
	

In the event of a prolonged stay, work with the Family Liaison to provide support at the hospital
	



Hand-off to Family Liaison or transition into family liaison role
	

Long duration event may require additional transitions to other Hospital/Family Liaison(s)
	

Ensure folders are given to the supervisor and employee / or employees family
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


Family Liaison
	


Pre-season Training and review checklist and CIRP
	
	

Family Liaison
	

Gather Information to make initial contact with family
	

After next of kin notification, make contact with family
	

Gather information about family (Appendix C Family Liaison Resources)
	
	
	
	
	
	


Family Liaison
	
	

Request designated representative to speak for thefamily
	

Relay details of incident (with approval) and maintain log of contacts
	

Act as intermediary to coordinate and communicate family needs with agency officials
	
	
	
	


Family Liaison
	
	

Arrange for delivery of personal belongings and gov't property
	
Begin working with the family on required forms for benefits; coordinate w/ Admin Liaison or Care Team
	

Continue working with others to facilitate family needs
	Work with Administrative Liaison to coordinate invitational family travel, if needed
	

Update family on status of benefit claims
	

Facilitate close out with the family when appropriate
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

Administrative Liaison
	
	
	
	
	
	
	
	
	
	
	
	
	
	
Establish communication
	
	
	

Administrative Liaison
	
	
	
	
	
	
	
	

	

Administrative Liaison
	
Pre-season Training and review checklist and CIRP
	
	
	Work with Family Liaison
to gather information to make initial contact with family
	
After next of kin notification, make contact with family
	Gather information about family (Appendix C Family Liaison Resources)
	
	
	
	
	
	
Administrative Liaison
	
	Establish Care team
communication plan
	Coordinate with ASC on
Administrative Support (Consider mobilizing ASC personnel on site)
	
Initializeinvitational travel for the family, if needed
	with acquisition for paying expenses (such as funeral expenses)
	
	
	
	
	Assist Family Liaison and
family on completion of required forms for benefits answering questions or referring questions to Care Team
	
Implement care team communication plan
	Establish tracking process for benefits and communicate with family liaison and Care Team
	
Facilitate close out with the family when appropriate
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

IMT Liaison (if ICS Org is mobilized)
	

Prepare for in- briefing of IMT
	

Draft DOA from examples in CIRP
	

Gather Intel for IMT location and logistical
	
	
	
	
	
	
	
	


Conduct in-briefing
	

Ensure DOA is complete and signed
	

Coordinate with Forest and IMT. Provide local
	

Ensure the DOA covers all aspects the IMT will
	
	
	

IMT Liaison
	
	
Ensure coordination with Family Liaison and Family
Spokesperson to
	
Keep the Forest informed of arrangements.
Participate in Forest
	

Ensure DOA intent is being followed
	

Continue to support IMT with local knowledge
	

Track thank you list for recognition
	

Coordinate the close out and evaluation process for IMT
	

	IMT Liaison
	Review Checklist and CIRP
	
	
	
	
	support
	
	
	
	
	
	IMT Liaison
	
	
	
	knowledge for IMT
	manage (Funeral/memorial
	
	
	
	
	determine the needs and
	planning cycle.
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	efforts
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Support Staff
	

Review Checklist and CIRP
	
	

Support Staff
	


Consider establishing front line support
	

Cover daily operations as assigned
	

Provide a contact list with names & roles to everyone
	

Assess organizational needs and mobilize support as needed
	
	
	
	
	


Support Staff
	
	

Provide a contact list with names & roles to everyone
	

Cover daily operations as assigned
	
	
	
	
	


Support Staff
	
	

Cover daily operations as assigned
	

Demobilize front liner support when appropriate
	

Provide daily updates to line asdaily operations dictate
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[bookmark: _bookmark55]Appendix O: Policy
Forest Service Handbook (FSH) 1309.19, also known as the Casualty Assistance Handbook, contains policy for responding to deaths and serious injuries. The Forest Service Manual (FSM), other USFS policies, and other Federal policy direction and guidance related to death and serious injury provide the foundation for the CAP Toolkit
· The National Wildland Coordinating Group (NWCG) “Agency Administrator’s Guide to Critical Incident Management” (PMS 926)
· Federal Acquisition Regulation <https://www.acquisition.gov/browse/index/far>
· FSH 1309.13—Forest Service Honor Guard Handbook
· FSH 1309.19 – Casualty Assistance Handbook
· FSH 5109.34—Interagency Incident Business Management Handbook
· FSH 6109.11—Pay Administration, Attendance and Leave Handbook
· FSH 6109.12—Employment and Benefits Handbook, Chapter 30—Injury/Illness Compensation
· FSH 6509.11k—Service-wide Finance and Accounting Handbook, Chapter 48—Uniform Program
· FSH 6509.33—Federal Travel Regulation, chapters 300 to 304
· FSH 6709.11—Health and Safety Code Handbook
· FSH 6709.12—Safety and Health Program Handbook, Chapter 30—Accident Investigation and Reporting
· FSM 1600—Information Services, Chapter 1650—Media Relations Program
· FSM 5300—Law Enforcement, Chapter 5350—Procedures
· FSM 5700—Aviation Management, Chapter 5710—Administration
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[bookmark: _bookmark56]Appendix P: ICS Roles Modified for Fatality Response
Occasionally assess the capability of ICS personnel available locally in these positions. Note the modified roles; these roles reflect traditional responses ICS positions face in fatality incidents involving invitational travel, dignified transport of remains, site visits, memorials, etc. The intent of an assessment is to determine which ICS roles you may need to order in the event of a fatality.
Agency Administrator
· Drafts a Delegation of Authority to Incident Commander of a Modified Incident Management Organization
COMMAND STAFF

Incident Commander
· Receives a thorough briefing from the agency administrator
· Obtains the victims’ names, addresses, phone numbers, and other information
· Understands the mission and expectations
· Defines the roles for managing the incident(s) and the investigation
· Determines if additional support is needed from the operations section
· Receives a delegation of authority or a letter of expectation
· Develops mission objectives and an action plan
· Designs the team to meet the demands of the incident
· Provides logistical support to the local unit and family
· Schedules interviews with the investigation team
· Engages Critical Incident Stress Management (CISM) resources
· Coordinates report requirements with the coroner or medical examiner
· Ensures the victims’ names are not released until the families are notified
· Helps the public information officer (PIO) prepare a condolence letter, biography, and news release after confirming the family’s wishes
· Keeps employees informed
· Understands the agency, family, and contractor’s financial and contractual responsibilities for the funeral and related expenses
· Recognizes impacts to the local community
Public Information Officer
· Assesses the level of media, political, and community interest
· Ensures coordination between the team PIO, local public affairs officer (PAO), and accident investigation team PIO
· Briefs internal and external audiences
· Determines appropriate methods for releasing information and facilitates the flow of information
Safety Officer
· Monitors work/rest ratios
· Monitors affected employees and considers relieving them of their regular duties
· Encourages employee self-care
· Issues safety alerts and updates to employees
· Assists investigation teams
· Thinks strategically and prepares for unanticipated events
Liaison Officer
· Coordinates support between the IMO and liaison specialists
· Works closely with outside organizations
· The family liaison:
· Keeps the family well informed
· Communicates the family’s wishes to the IMO and ensures that the family’s wishes are followed
· Works directly for the incident commander (IC) or lead liaison officer
· Defines the beginning and end of the liaison assignment
· Understands the agency, family, and contractor’s financial and contractual responsibilities for the funeral and related expenses
Hospital Liaison
· Secures a private area for the family, agency representatives, and the media
· Ensures that the family is first to receive any updates
· Possesses extensive knowledge of Human Resources Management-Workers’ Compensation (HRM-WC) regulations and assists the family with paperwork
· Possesses extensive knowledge of Forest Service Human Resources Management (HRM) processes and policies
· Remains sensitive to cultural and religious preferences and develops a network of religious leaders to help the family
Funeral Liaison
· Respects and supports the family’s wishes
· Facilitates between the family and agency
· Follows Forest Service funeral protocol
· Honors the family’s wishes regarding the type of funeral
· Understands the agency’s financial and contractual limitations
Community Liaison
· Coordinates civic and community organization resources
· Prepares the community for increased activity

GENERAL STAFF

Plans Section Chief
· Gathers critical incident intelligence
· Determines a need for an Incident Action Plan (IAP)
· Assembles records management
· Obtains contact information from incident participants
· Keeps a record of those who assist or offer donations
Operations Section Chief
· Assesses operational needs
· Develops the IMO structure using Form ICS 204 to document identified positions
· Identifies functional groups or branches for:
· Memorial ceremony
· Funeral service
· Cordon of honor
· Law enforcement and security
· Coordinates ground and aviation support for investigation teams
· Provides Honor Guard support and coordination
Logistics Section Chief
· Provides security at the
· Accident site
· Agency facilities
· Family home
· Media area
· Memorial ceremony events (includes parking)
· Provides transportation for:
· Family members and agency dignitaries
· Accident investigation teams
· Key officials
· Establishes communications for incident personnel and assists the media with site logistics
Finance Section Chief
· Provides guidance on donations
· Tracks and channels all donations, funds, or scholarships
· Oversees the compensation and claims unit leader (COMP)
· Answers agency policy questions
· Works with the benefits coordinator
Additional Positions to Consider
· HRM specialist (Care Team Position)
· Benefits coordinator (Care Team Position)
· Chaplain (CISM trained)
· Mental health activities coordinator
· Donations Counselor
· Policy Advisor (Administrative Liaison)
· Videographer/Photographer (National Technology & Development Program can provide)

[bookmark: _bookmark57]Appendix Q: Memorials, Plaques, and Cornerstones
Forest Service may use appropriated funds to finance the erection of permanent memorials, plaques, and cornerstones on public property in accordance with USDA Departmental Regulation DR 5160-002. Permanent structures or plaques are items installed in such a manner that its removal would significantly damage or destroy the structure of the associated site.
Coordinate with local Recreation, Lands, and Engineering staffs to determine the appropriate design, materials, and inscription of the memorials, plaques, or cornerstones. The Regional Office or Station Area forwards the proposal request to the Washington Office Acquisitions Management Staff, in order to obtain approval from USDA’s Office of Property and Procurement Management (OPPM), prior to any obligation.
Requests for the erection of permanent memorials and plaques must include:
1. A justification explaining why the permanent memorial or plaque is necessary or desired;
2. Sketches showing the design and location on the building or site, and photographs of the building or site;
3. An estimate of expenses; and
4. The unit responsible for such expenses.


[bookmark: _bookmark58]Appendix R: Monuments
There is no authority for the erection of a monument on public property if it has not been specifically authorized by law. Appropriated funds may not be contributed to local government units to partially fund a monument on private land, unless specifically authorized by law. If appropriated, funds may be used to build an interpretive site such as a kiosk, to provide information to the public about fire prevention or other guidelines for visitor safety and resource protection. The names of employees killed in the line of duty may be included with appropriate respect and dignity, in the display. Interpretive wording or inscriptions may not include religious references or quotations.
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