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TEAM EIFEL GUIDE TO CASUALTY SERVICES

This guide was created as a rapid reaction tool to assist in responding to any and all Casualty events.  In addition the purpose of this guide is to help Spangdahlem AB personnel and all units in our AOR to understand all of the aspects involved in a Casualty event.  For your convenience please see the glossary of terms on page 27, for a clear text definition of all acronyms and terms.

The primary goals of the Air Force Casualty Program are:  prompt reporting, dignified and humane notification, and efficient, thorough, and compassionate assistance to the next of kin at all times.

CASUALTY:  Any person declared SI, VSI, III, DUSTWUN, or Dead by the competent local medical authority. 

The Casualty Assistance Representative (CAR) is available 24 hours a day/7 days a week.  During normal duty hours they can be reached at DSN 452-5519.  After normal duty hours they can be reached through the Spangdahlem Command Post, DSN 452-6141.  Additionally, the CAR has been appointed as the "Commander's Representative" in all Casualty matters.  The CAR will coordinate the activities of all relevant agencies in assisting commanders in any casualty event.

The Services squadron is the OPR for Mortuary Affairs, Family Liaison Officer (FLO) program and Summary Courts Officer (SCO) program, DSN 452-6783.     

GENERAL REPORTING REQUIREMENTS

Casualty reports are required for active duty Air Force personnel, and certain other personnel, classified as Deceased, Duty Status Whereabouts Unknown (DUSTWUN), Very Seriously Ill or Injured (VSI), Seriously Ill or Injured (SI), and Incapacitating Illness or Injury (III).

The Casualty Assistance Representative (CAR) must transmit casualty reports to HQ AFPC within 4 hours of notification.  Therefore, it is imperative the CAR be notified as soon as possible of any incident that may be reportable.  It is always better for the CAR to be notified and not needed than needed and not notified.

Casualty services are provided (but not limited) to the following individuals:

- Members of the Air Force, USAF cadets and ANG and USAFR members serving on  

  extended active duty.

- Members of the ANG and USAFR on active duty, active duty for training, inactive duty training, or performing authorized travel directly to or from such duty.

- All Army, Navy, Marines personnel and their dependants

- Civilians hired from CONUS

- DODDS personnel


Other personnel attached, assigned, or associated with US military service may be eligible for casualty services.  Contact your CAR if you have questions about a specific situation.

REFERENCES:  AFI 36-3002, Casualty Services







    SABI 36-3001, Spangdahlem Casualty Services

    AFI 34-242, Mortuary Affairs
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	IMPORTANT PHONE NUMBERS



	
	Spangdahlem Command Post                                     
	452-6141   0656561-6141

	
	Casualty Assistance Representative (CAR)
	452-5519   0656561-5519

	
	CAR Cell Phone
	0171226-5601

	
	52 MSS/CC                                                             
	452-6148   0656561-6148

	
	52 MSS/DPM (MPF Commander)                                    
	452-6277   0656561-6277

	
	Spangdahlem Patient Administration Office                 
	452-3524   0656169-3524

	
	Law Enforcement Desk                                         
	452-6666   0656561-6666

	
	OSI                                                                           
	452-6291   0656561-6291

	
	Mortuary Affairs  

(or through Command Post)                                       
	452-6783   0656561-6783

452-6141   0656561-6141

	
	Mental Health
	452-3456   0656169-3456

	
	Duty Chaplain (through Command Post)
	452-6141   0656561-6141


COMMANDERS ACTIVE DUTY DEATH CHECKLIST
KEY PLAYERS:  Command Post, CAR, Mortuary Affairs, Chaplain, Medical, Legal Office, Mental health

______1. _______________

________________
   __________________


    
     MBR NAME
   
                   RANK/SSAN

   MARITAL STATUS


____________________________________________________

   ADDRESS AND PHONE NUMBER

 
 ______________
    ___________


__________
__________


                (NOK) SPOUSE
    US CITIZEN


    CHILD
    CHILD

______2.  Contact First Sergeant    

______3.  Contact CAR (0171 226 5601)

______4.  Check PIF (in Orderly Room) for quality force issues                                                                                                 
______5.  CAR will assemble Notification Team (At squadron or CAR’s office)

                 Notification Team:  Commander, Chaplain, Med Rep, Staff car with driver

______6.  FLO:  Appoint Family Liaison Officer (within first 24 hours) and Cc CAR

                 (POC:  SVS)

__________________
________________
(H)__________________

             
     RANK/NAME
         SSAN
            

             (W)__________________

                     PHONE NUMBERS
______7.  SCO:  Appoint Summary Courts Officer (within first 24 hours) and Cc CAR.

                 (POC:  SVS)

__________________
________________
(H)_________________

              
      RANK/NAME
         SSAN
             

             (W)_________________  

                   PHONE NUMBERS

______8.  Energize squadron support network (key spouse program, etc…)

______9.  Line Of Duty (LOD):  Needed ASAP for benefits disposition         
         ___________________

     
  (POC:  Legal office)



                                      DATE COMPLETED

______10.  Prepare Condolence/Circumstance Letter 


          ___________________


      
     (Must be completed within 5 calendar days, POC:  CAR)  
          DATE COMPLETED
 ACTIVE DUTY DEATH PROCESS

KEY PLAYERS:  CAR, Mortuary Affairs, Chaplain, Medical, Command Post, Mental health, Commander, First Sergeant

(1) Command Post will immediately notify the SQ CC, CAR, and Mortuary Affairs in the event of an active duty death. 

(2) CAR will immediately establish phone contact with Squadron CC, Mortuary Affairs, Med GP.   

(3) If NOK resides in the local area, the CAR will assemble a notification team (normally at the MBR’s squadron).  If NOK are not in the local area, CAR will request HQ AFPC assistance in notifying the nearest military installation to NOK to accomplish notification.

-  Notification may be made by the wing, group, or squadron commander (or other officer, as determined by the installation commander), Majors or above, of equal or higher grade than the deceased.  The notification team is thoroughly briefed by the CAR and required to watch “The Air Force Casualty Notification Film.”  The notification team is given a cell phone, maps, and checklist to assist in the notification. 

-  A chaplain, medical rep, and GOV/with driver will be provided to aid in the notification process. 

(4) Upon completion of notification the notification officer will immediately phone the CAR  (but not from the NOK notification location) with official notification confirmation. 

(5) An initial death message will be prepared by the CAR to be transmitted to HQ AFPC within four hours of notification of the active duty death with Cc provide to SQ CC.  Mortuary Affairs will also send an initial death notification to HQ AFSVA within the first 24 hours.    

(6) CAR will prepare a Supplemental Death Message to be transmitted to HQ AFPC within 24 hours with any corrected/confirmed information with a Cc given to SQ CC.

(7) The CAR and Mortuary Affairs will contact the NOK within 24 hours of learning of the member’s death to arrange an assistance visit. 

    A.  If NOK are in the local area CAR and Mortuary Affairs will go to MBR’s home. 

(8) During the assistance visit the CAR will provide the NOK the death gratuity payment, and conduct a benefits/entitlements briefing.

(9) Mortuary affairs will brief the NOK on all mortuary entitlements.

(10) Cases can remain open for up to six to twelve months until all entitlements are 

       received, but this does not preclude providing further assistance.

ACTIVE DUTY DEATHS

Active duty deaths can have a devastating effect on unit morale.  Unit commanders, working in concert with the CAR, can control the amount of damage caused.  Rumor control must be a priority for unit commanders.  Even though the facts and circumstances surrounding the death are not for public dissemination, maybe unknown at the time, or under investigation, commanders must make all efforts to control rumors.  Once NOK notification has been confirmed by the CAR, unit commanders can confirm the death of an individual to the members of their unit.  Prior to NOK notification, the death should be considered "close hold information" and only those who have an "official need to know" should be told of the death.  This will reduce the possibility of inappropriate, unofficial notification to NOK.

POSTHUMOUS DECORATION RECOMMENDATIONS

A posthumous award for a deceased person requires using the same criteria you use for a living person.  If member is medically retired due to an imminent death situation, you may recommend a meritorious service retirement decoration for the condition of service.  If member dies while on active duty before completing a tour of duty (i.e., a 2-year unaccompanied overseas tour), you cannot recommend a decoration for meritorious service because period of service is not complete.  Commander may use discretion to award a decoration for outstanding achievement if specific knowledge is available from a supervisor to support this type of recommendation.  An act of heroism that resulted in the death would specify both heroism and posthumous conditions.

COMMANDERS ACTIVE DUTY INJURY CHECKLIST (VSI, SI, III)
KEY PLAYERS:  Command Post, CAR, Medical, 

______1. _______________

________________
   __________________


    
       MBR NAME
   
    RANK/SSAN
    MARITAL STATUS


____________________________________________          ___________________

NOK ADDRESS AND PHONE NUMBER
   MEDICAL STATUS

 
 ______________
    ___________


__________
__________


                   SPOUSE
                US CITIZEN

               CHILD
    CHILD


__________________________________
    ___________________
________



HOSPITAL NAME/PHONE NUMBER
       DOCTORS NAME
ROOM #

______2.  Contact First Sergeant    

______3.  Contact CAR (0171 226 5601), while MBR is in a reportable status contact CAR                            

                  daily                                                                              
______5.  Contact NOK _______________________________




        DATE AND TIME CONTACTED

______6.  Organize squadron support system (key spouse etc…)

______7.  Obtain Cc of Casualty messages sent out by CAR

ACTIVE DUTY INJURY (VSI/SI/III) PROCESS

Key Players:  Command Post, CAR, Medical

(1) Bitburg Emergency Room will contact the Medical Patient Admin standby rep.

(2) Reportable status will be determined by a physician and relayed by Patient Admin standby through Command Post to the CAR. 

(3) Command Post will notify the member’s unit commander or designated representative.

(4) Unit Commander or first sergeant will call CAR to get NOK information from DD form 93.  CC will then make notification to NOK by telephone. 

- If ill/injured member is able to communicate, his desires on which NOK to notify should be            honored.  (Commander may notify NOK against member’s wishes, if deemed necessary.)   

(5) Commander or first sergeant notifies NOK of member’s medical progress.

(6) CAR transmits Casualty message to HQ AFPC when a military member is hospitalized overseas and determined by medical authority to be Very Seriously ill/injured (VSI), Seriously ill/injured (SI), or Incapacitating Illness or Injury (III).

INVITATIONAL TRAVEL ORDER (ITO) PROGRAM

The Air Force can provide round-trip transportation for not more than two family members to the medical facility of an active duty member classified SI, VSI, or in a situation of imminent death.  ITO travel can be initiated whether or not electrical brain activity still exists or brain death is declared, when hospitalized in or outside the United States.  The attending physician exercising military control over the member must determine that the presence of a family member may contribute to the member's health and welfare of a VSI or SI member.  ITO information is included in the initial casualty report.

NOTE:  It's extremely important to all concerned that care is taken when discussing any transportation with family members.  Please allow HQ AFPC to coordinate all travel directly with the travelers.  The AFPC Casualty Center will make all ITO flight reservations and secure passport assistance and/or waivers as required.  Due to the varied locations of family members and extreme urgency of the situation, "message orders" issued by HQ AFPC provide sole authorization for travel under the ITO Program.

Unit commanders, once notified by the CAR, that ITO have been approved and NOK's itinerary has been established, assign a unit representative to act as a personal escort to receive NOK, arrange for their quarters and meals, and provide assistance as needed.  Commanders should also inform the CAR when NOK desire to return home so transportation can be arranged.

CARs are responsible for ensuring the policy, responsibilities, and requirements of the ITO program are administered correctly and in accordance with AFI 36-3002, contacting HQ AFPC Casualty Center immediately by telephone when the 52nd Medical Group Commander approves an ITO request, and providing NOK's itinerary to personal escort when received from HQ AFPC.

If the attending physician requests, and the Medical Treatment Facility (MTF) commander approves, invitational travel authorization (ITO) for NOK of military members who are determined VSI or SI, can be requested by message for HQ AFPC to publish invitational travel orders (ITO) for up to two NOK deemed medically advisable to be at member’s bedside.

VERY SERIOUSLY ILL (VSI), SERIOUSLY ILL (SI), 

INCAPACITATING ILLNESS OR INJURY (III) EXPLAINED

When a military member is hospitalized and determined by medical authority to be VSI or SI or have a III, the responsible commander should notify the CAR immediately.  Do not delay notifying the CAR pending the receipt of information.  In cases where the individual is being treated by doctors who are not familiar with the Air Force casualty classifications and the injuries appear to be serious in nature, commanders should provide known information to the CAR who will, in turn, contact the Ramstein Patient Administration Office (DSN 480-5544) for assistance.

Reporting Procedures:  The CAR will submit the appropriate initial report within 4 hours of notification.  The first Medical Progress Report is required within 24 hours of the initial report.  Additional Medical Progress Reports are due every four days or immediately when there is a change in diagnosis, surgery is scheduled, member is evacuated or moved, or member's status changes.

COMMANDERS IMMINENT DEATH CHECKLIST
KEY PLAYERS:  Command Post, CAR, Medical, Mortuary, Legal, Chaplains office 

______1. _______________

________________
   __________________


    
    AD MBR NAME
   
    RANK/SSAN
    MARITAL STATUS


____________________________________________          ___________________

NOK ADDRESS AND PHONE NUMBER
   MEDICAL STATUS

 
 ______________
    ___________


__________
__________


                   SPOUSE
                US CITIZEN

               CHILD
    CHILD


__________________________________
    ___________________
________



HOSPITAL NAME/PHONE NUMBER
       DOCTORS NAME
ROOM #

______2.  Contact First Sergeant    

______3.  Contact CAR (0171 226 5601)                                                                              
______5.  Contact NOK _______________________________




        DATE AND TIME CONTACTED

______6.  LOD (ASAP)    _____________________


                                 DATE COMPLETED  

______7.  Organize squadron support system (key spouse etc…)

______8.  Obtain Cc of Casualty messages sent out by CAR

IMMINENT DEATH RETIREMENT PROCESS

When medical authorities believe an active duty member's injuries or illness will cause or lead to death within 72 hours, it is in the best interest of the survivors to have the member placed in Imminent Death Category and medically retired.  Although some mortuary benefits may be lost, retiring a member allows the Air Force and the Department of Veterans Affairs (VA) to provide two additional benefits or entitlements, Survivor Benefit Plan and National Service Life Insurance, not available to all active duty members.

Since Imminent Death processing involves the participation of several other offices, including the Disability Retirements Office at HQ AFPC, commanders must ensure the CAR is immediately notified when medical authorities indicate there is a little chance of survival.  Imminent Death Retirements can be processed in a matter of hours, day or night, if all players are notified immediately.

Once notified, the CAR will immediately coordinate actions with the local Physical Evaluation Board Liaison Officer (PEBLO) and HQ AFPC.  Immediately after medical authorities brief NOK that death is imminent, the PEBLO and the CAR must personally brief the member or NOK if the member is not competent for pay and records.  For GSUs: When an active duty member is categorized as Imminent Death, a CAR will be immediately dispatched to your location if the member is competent for pay and records or, if the member is not competent for pay and records, to NOK are in the local area.  

The CAR's briefing will cover all benefits and entitlements and comparisons of active duty death versus death within 120 days of retirement.  NOTE:  COMMANDERS SHOULD NOT REPEAT SHOULD NOT DISCUSS BENEFITS AND ENTITLEMENTS WITH NOK.  ONLY THE CAR AND MORTUARY AFFAIRS ARE AUTHORIZED TO DISCUSS BENEFITS AND ENTITLEMENTS. 

DEPLOYED CASUALTIES (DEATH and VSI/SI/III)

The reason for placing a military MBR in a reportable Casualty status while TDY is to evacuate the MBR to another MTF (normally Landstuhl Regional Medical Center-LRMC) 

(1) Deployed medical personnel should notify the PERSCO team of all casualty events.

(2) The deployed PERSCO team will notify the member’s home base

     CAR and HQ AFPC by immediate message to begin notification process.

(3) CAR will notify unit commander and Patient Admin of casualty status and request Patient     admin assistance with all medical information for ill or injured personnel.

(4) Notification of NOK is conducted the same as home base notification 

     procedures based on casualty status.

DUTY STATUS WHEREABOUTS UNKNOWN (DUSTWUN) EXPLANATION

DUSTWUN is a transitory casualty status used when a commander suspects a member's absence is involuntary and there is not sufficient evidence to make a definite determination of missing or deceased.  Generally, a member will not be kept in DUSTWUN status for more than 10 days.  During this period, the commander closely monitors the case and makes every effort to determine the member's true status.  NOTE:  Please contact your CAR immediately when you have a situation that may warrant declaring a member DUSTWUN.

Some factors to consider are:


- Member's relationship with others both on and off duty (marital discord, problems with 

              supervisor or co-workers, financial responsibility).


- Financial activities prior to or subsequent to disappearance (recent large withdrawals 

              from bank accounts, use of credit cards for airline tickets, hotels, and gas).


- Evidence of departure preparations (luggage or personal belongings missing from 

              member's residence).


- Remarks made by the member to friends, relatives or co-workers, hinting at the 

              possibility of a departure.

Examples of when it may be appropriate to declare a member DUSTWUN are:


- An aircraft is overdue and the responsible commander has made an initial investigation 

              to include checks of scheduled stops, possible emergency landing sites, and other 

              places the aircraft may have landed, with negative results.


- A member disappears while hunting, fishing, hiking, or camping.

- A commander initiates a search for an absent member using Security Forces,

   local polzei, FBI and other investigative agencies, 

              and determines the member is not Absent Without Leave (AWOL).

Use all avenues available in determining whether the member's absence is voluntary or involuntary and, provide the CAR with results of all search and investigative efforts.

Search progress reports must be submitted daily by the CAR to HQ AFPC and include the extent and progress of the search and any pertinent information on the investigation.  Full reporting and notification will be accomplished in the same manner as a deceased member.  See Death / DUSTWUN / MISSING PERSONNEL Notifications.

DUSTWUN PROCESS 

Actions will vary depending on where the PNOK reside.  The following are examples of what will take place for PNOK residing outside the area of responsibility of the CAR and PNOK residing within the area of responsibility of the CAR (remember, every case is different and personal reactions will also be different).

Primary NOK Outside the Local Area:

Unit commander immediately notifies Spangdahlem Command Post (452-6141).  CAR should be in contact with unit commander within 30-45 minutes, if not, commander should contact the command post to ensure CAR has been notified.

NOTE:  It is imperative that the CAR be provided all known information.  The reports submitted by the CAR and the information contained in the file maintained by the CAR are the official case file for the Air Force.  Should there be inquiries about this case at a later date, this file will be used to provide the information.
CAR immediately notifies HQ AFPC Casualty Center of casualty and provides names and addresses of NOK from DD Form 93, Emergency Data Card.

HQ AFPC Casualty Center notifies CAR at nearest Air Force unit or installation to NOK to prepare Casualty Notification Team.

Within 4 hours, the CAR submits initial casualty report using information provided by unit commander and data extracted from DD Form 93 and Servicemen's Group Life Insurance (SGLI).

Once NOK notification has been confirmed by HQ AFPC, they will notify the CAR who, in turn, will advise the commander.  At this time, in the case of a death, it is appropriate for the unit commander to call NOK and personally give their condolences.  Be extremely careful not to give any information not already provided to the CAR.  Do not discuss any type of entitlements, benefits, burial arrangements, remains shipment, or Line of Duty determinations.  The responsible CAR and Mortuary Officer are the only personnel authorized to discuss these entitlements with NOK.

A follow-up report will normally be submitted the following duty day to confirm certain information contained in the initial report and provide any additional information not known at the time of the initial report.

The unit commander must send a circumstance and condolence letter to NOK within 5 calendar days.  This letter must be reviewed by the CAR prior to mailing to ensure it contains no information that conflicts with previously reported information.  

PNOK in the Local Area:
Unit commander immediately notifies Spangdahlem Command Post (452-6141).  CAR should be in contact with unit commander within 30-45 minutes, if not, commander should contact the command post to ensure CAR has been notified.

NOTE:  It is imperative that the CAR be provided all known information.  The reports submitted by the CAR and the information contained in the file maintained by the CAR are the official case file for the Air Force.  Should there be inquiries about this case at a later date, this file will be used to provide the information.
CAR immediately notifies HQ AFPC Casualty Center of casualty and provides names and addresses of NOK from DD Form 93, Emergency Data Card.

CAR assembles Casualty Notification Team (comprised of a field grade officer, medical personnel, and an Air Force Chaplain), briefs responsibilities, and provides the Notification Officer with the required checklist.  For GSUs, the CAR will brief the team telephonically.  Notification duty has priority over all other duties, except in emergencies.  Service dress uniform will be worn for notification duties.  Notification officers must be of equal or higher grade than the member they report on.  Unit commanders will normally be the Notification Officer for personnel assigned to their unit.  When an officer other than the unit commander notifies NOK, the unit commander must personally visit them as soon as possible.

Medical personnel and an Air Force Chaplain accompany the notification officer, if available, to attend to any reaction of NOK.  The commander may ask a close friend of the member's family to accompany the notification team, provided it does not delay the notification.

The notification officer must be alert to the needs of NOK and represent the Air Force in a professional manner.  At a minimum, the officer should:

- Identify himself or herself as a representative of the Air Force Chief of Staff.

- Make sure they are speaking to the correct person(s) by confirming the identity of NOK.

- Paraphrase the circumstances the notification describes.

- Give the error-free notification letter to NOK if applicable.

- Avoid making detailed statements about the incident.  

- Don't hurry the words; speak as naturally as possible.

- Don't extend overly sympathetic gestures that may be taken the wrong way.

- Don't physically touch NOK in any manner unless there is shock or fainting.

- Inform NOK eligible for casualty assistance that a CAR will contact them within 24 

  hours to arrange for a casualty assistance visit at their convenience.

- Defer all questions about survivor benefits, burial, or similar matters to the qualified 

  persons responsible for discussing these items.  The responsible CAR and Mortuary    

  Officer are the only personnel authorized to discuss these entitlements with NOK.

Once notification has been confirmed by the Notification Officer, the CAR will notify HQ AFPC of the notification.  Notification Officer will ask PNOK (normally spouses) if they will notify the secondary NOK (normally parents of married personnel).  If not, AFPC will accomplish notification in the same manner as notifications for unaccompanied personnel.  

Within 4 hours, the CAR submits an initial casualty report using information provided by unit commander and data extracted from DD Form 93 and Servicemen's Group Life Insurance (SGLI).

In the case of a death, the CAR, through the unit commander, will make arrangements to meet with NOK normally within 24 hours of the death, but not on the same day of the death.  The actual time and place of the meeting should be decided by NOK.  In most cases, the CAR will coordinate this visit with Mortuary Affairs so both visits can be made at the same time.  

Other personnel and friends of NOK may attend these briefings if requested by NOK.  During this briefing, the CAR will brief NOK on their benefits and entitlements, present the Death Gratuity Check ($6,000) issued by the Spangdahlem Finance Office (DSN 452-6730), and if appropriate, initiate applications.  

A follow-up report will normally be submitted the following duty day to confirm certain information contained in the initial report and provide any additional information not known at the time of the initial report.  Additional reports will be submitted as required.

The unit commander must send a circumstance and condolence letter to NOK within five calendar days.  This letter must be reviewed by the CAR prior to mailing to ensure it contains no information that conflicts with previously reported information.  

Unit commanders must ensure continued support to NOK.  Anything that appears to be a problem or question should be brought to the attention of the CAR immediately.

FAMILY MEMBER CASUALTIES (DEATH and VSI/SI/III)

(1) Command Post notifies CAR and appropriate unit commander of casualty status.

(2) CAR transmits a message to HQ AFPC if NOK residing locally request AFPC assistance with notification of NOK residing in CONUS.

(3) CAR transmits a message to HQ USAFE/DPPFP on all dependents of USAFE military and DAF civilian personnel except stillborn/premature children who die within seven days of birth.  Reports are submitted not later than the first duty day after receiving date and place of death.

US EMPLOYEES DEATH/EMERGENCY SITUATION 

If an employee is hired in the CONUS and moved at government expense overseas their case is reportable and they are given the same treatment as Active Duty Military.

 1.  A person at the supervisory level should contact the Civilian Personnel Flight (CPF) by calling the following telephone number within the Non-US Section of the Civilian Personnel Flight: 452-6884.

2.  The following basic information should be provided to the CPF official taking the call:

· Identification of the reporting unit/organization

· Name and telephone number of person reporting the incident

· Name of employee.

· Type of incident, i.e. Death or other Emergency

· Date / Time incident occurred

3.  The Commander of the agency/organization will inform the employee’s family or NOK without delay.

The “emergency address” should be obtained from the Supervisor’s Employee Brief (Computer generated report AF Form 971) maintained by the next line supervisor.

4.  Other than the initial notification of the employees family or NOK, which is the responsibility of the employing unit/organization, there is no further action required by the unit / organization.  Expressions of sympathy and support for the family are always appropriate and appreciated, to include flowers, cards, or offerings.  Attendance at the funeral or memorial service may also be appreciated.

5. The servicing CPF will coordinate with the CAR to take the necessary steps required to handle all aspects of the case.  

6.  The servicing  CPF will:

· Will work with the squadron Commander to prepare a Letter of Condolence to the family/NOK of the deceased employee for the signature of the agency chief/commander, or key official of the unit/organization.


· Arrange for the purchase of a wreath/floral tribute for the funeral service

· Assist the family/NOK of the employee as needed and to the extent possible

· Regulate related administrative matters to include survivor’s benefits

7. Death/Emergency situation occurring during

      non-duty time of the employee.

The Squadrons responsibility if the employee was hired “state-side” is similar to that of an active duty Casualty event.  Contact the CAR ASAP.

MORTUARY AFFAIRS

Services personnel are responsible for making the following arrangements:

Brief the Next of Kin (NOK) on mortuary entitlements

Funeral and burial benefits

Memorial Service arrangements

Headstone and memorial marker program

Transportation of remains

Coordinate and train Special Escorts

Prepare Special Orders, train and support Family Liaison Officer (FLO)

Prepare Special Orders, train and support Summary Court Officer (SCO)

Military Honors 

Along with Casualty Affairs, Mortuary Affairs must be one of the first organizations notified of a death of any active duty military, DOD civilian, dependent, or retired military personnel within the Area of Responsibility.  In the event of a death, immediately contact the Command Post who will contact Casualty Affairs and Mortuary Affairs. 

The following information is intended to assist the Commander and First Sergeant in the initial hours after a death.  It is not intended to cover all situations, nor is it intended to replace the assistance Services personnel will provide.  It will, however, help alleviate confusion and answer some basic questions until contact is established with the Mortuary Officer.

In the initial hours of a mortuary case, it is critical that USAF personnel understand the urgency and sensitivity of the situation.  Do not advise the NOK on benefits and entitlements.  The Mortuary team will provide a complete briefing at the NOK earliest convenience.  Should the NOK request advice, write down their questions and refer them to the Mortuary Officer as soon as possible.

THE MORTUARY PROCESS:

STEP 1 - If transportation of the remains has not yet occurred, ensure the proper authorities remove the remains.  For deaths that occur off-base, the local authorities will transport the remains to the nearest hospital or funeral parlor.  In Germany, this will be accomplished by a certified burial institute (Beerdigungs Institut) and at no time will remains (declared dead at the scene) be transported by an ambulance.  For deaths on-base, medical personnel will transport to the base hospital.

At this point it is imperative that the remains be positively identified.  You may be requested to view the remains and complete an AF Form 565, Statement of Recognition.  If the remains are beyond visible recognition, a dentist may be asked to make identification by comparing the dental records of the person it is believed to be.  Finally, if no other means of identification is possible, DNA identification must be performed.

A notification team will then be formed to inform NOK of the death (unless they are already aware of or a witness to the death.)

STEP 2 – SECURE PERSONAL EFFECTS AND ASSIGN SCO & FLO (within first 24 hours)

The mortuary officer will advise the unit Commander to immediately ensure personal effects are thoroughly secure.  These include belongings on and off base, at work, in automobiles, etc.  Contact with local authorities may be necessary for off base actions.  

The unit Commander will be advised to appoint a Summary Courts Officer (SCO) and a Family Liaison Officer (FLO).  The SCO arranges for the security and disposition of the personal property of the deceased based on the wishes of the NOK.  The Family Liaison officer is a volunteer assigned (from the available persons already trained, if possible) who are equal or higher to the rank of the deceased.  They must be at least a Senior Noncommissioned Officer.  The FLOs primary duty until the funeral will be to assist the family.  They will make daily or frequent contact with the NOK until burial is complete or the NOK requests otherwise.  They will assist the family in obtaining information they require and will act as the key coordinator between all base agencies and the family immediately following assignment.  With the family’s agreement, the FLO will be present at all meetings and briefings where benefits related information is provided.  They are not expected to become the experts on benefits, they are expected to be familiar with the agencies which can provide the NOK with correct benefits information.  Services will provide training, instructions and support for both the SCO and FLO.

STEP 3 – MORTUARY ENTITLEMENTS BRIEFING

Mortuary affairs personnel will meet with the NOK, usually within 24 hours after initial notification, to brief mortuary affairs entitlements and benefits.

STEP 4 – SPECIAL ESCORTS (Active duty deaths only)

Mortuary Affairs personnel will brief the Escort (if any) and provide them with instructions and orders in accomplishing their duties.  Escorts will only be assigned overseas when specifically requested by the NOK.  If the unit wants to send anyone else to represent the unit at the funeral, it is the sole responsibility of the unit to provide transportation, funding, and orders. 

STEP 5 – TRANSPORTATION OF REMAINS, NOK, AND SPECIAL ESCORT

USAFE morticians arrange transportation of remains to the CONUS.  Entitlements for transportation of remains and NOK transportation differs between active duty, retired military, DOD civilian and dependent deaths.  The Mortuary Officer will determine entitlements and make all authorized transportation arrangements through the Transportation Management Office (TMO).  In Germany, all Active Duty Deaths require an autopsy.  This requirement will take 1-3 days to complete and will lengthen the time between the death and transportation for burial. 

STEP 6 – MILITARY HONORS

The Air Force considers it a privilege to conduct military funeral honors for active duty and retired military members who served honorably in the Air Force.  Burial honors are provided for active duty, retired, and veteran personnel at the request of the NOK, whether burial takes place in the CONUS or overseas.  The Air Force base closest to the internment location will provide burial honors.  A fly-over may also be authorized for active duty aircrew personnel.   

The Mortuary Affairs officer will brief NOK on mortuary benefits to include transportation of the body and funeral and burial arrangements.  When imminent death is a possibility, they will brief on the advantages and disadvantages of retiring a member on active duty versus an active duty death.  It is important for you as a commander to be familiar with this information, but the Mortuary Affairs representative will always brief this information to NOK.  The following list specifies which benefits will be provided for active duty versus retiree deaths.

THE CHAPLAINS ROLE

Chaplains are available for moral and spiritual support for both the Commander and Next of Kin. Normally, the Unit Chaplain will be the person to assist in all spiritual matters pertaining to the NOK and the unit.  After normal duty hours the Duty Chaplain is available for immediate notification support. 

Death Notification of an Active Duty Member:  A Chaplain is required to accompany you to notify the NOK.  

Serious Injury of an Active Duty Member:  A Chaplain may accompany you, upon your request, to notify NOK of an accident where the member is seriously injured.

During Duty Hours:  Your Unit Chaplain or Duty Chaplain can be reached at 452-6711.
After Duty Hours:  The Duty Chaplain can be reached through the Command Post at 452-6141.  (If your Unit Chaplain is not on duty, the Duty Chaplain will respond to your immediate needs and contact your Unit Chaplain and brief him/her of your Unit situation.)

What Your Unit Chaplain Can Do for You and Your Unit:  

The Chaplain is available to brief your Unit if the cause of death or injury could affect Unit morale or cohesiveness.

The Chaplain will assist in arranging a Memorial service in the Chapel for the member if death occurs.  Planning the service will be done with sensitivity to and at the discretion of the family.

If members of the Unit cannot attend the Memorial service in the Chapel, due to mission/work constraints, a separate service can be considered in the location where the deceased member worked to make it more personal to his/her co-workers.

The Chaplain is available for group and individual counseling for members of the Unit at any time.
Chaplains are available for moral support for both the commander and NOK in these trying circumstances.  Normally, the unit chaplain will be the person to assist in all spiritual matters pertaining to NOK and the unit.  The chaplain may accompany you to notify NOK for an accident where the member is seriously injured, but the chaplain is required by AFI to accompany you for a death notification.

CISM:  Critical Incident Stress Management

Per AFI 44-153, "CISM services will be provided after traumatic events" - this includes deaths.  These services may consist of individual, group, or other interventions.  The Spangdahlem AB Critical Incident Stress Team (CIST) consists of members from Mental Health, Medical, Chaplaincy, Family Support, Casualty, and Services, as well as peer counselors.  The CIST team chief can be contacted during duty hours by calling Mental Health and after hours through the emergency room, via the on-call Mental Health provider.  It is the responsibility of the CIST team chief to coordinate an appropriate response with the involved commanders.  The intent is not to duplicate services - for example if needs are already being met by the base chaplains, but to serve as a consultant and to assist where indicated.

Mental Health Services.  Mental Health can provide many clinical and supportive services to affected duty members, families, and units.  Please contact the clinic at 452-8285 during duty hours or after hours through the emergency room at 452-3456 or 0656169-3456.

Family Advocacy.  Family Advocacy can assist in the event that placement of minor children is necessary.  POC is the Family Advocacy Officer at 452-8279 during duty hours or after hours through the emergency room at 452-3456 or 0656169-3456.

CONDOLENCE AND CIRCUMSTANCE LETTERS

Condolence Letters

The Air Force ensures NOK listed in items 4 through 7 of the DD Form 93, Record of Emergency Data, receive proper expression of sympathy whenever a military member is declared deceased or missing.

Although it's not required, the Air Force highly encourages condolence letters even when a member's commander or the commander's designated representative conveyed condolences in person.

When not to send a Condolence Letter:


- When NOK might have contributed to the member's death through malicious actions.

The commander is responsible for providing a condolence letter.  Any commander in the member's chain of command may send a letter of condolence.  Commanders send condolence letters to NOK of deceased members within five calendar days from the date NOK were personally aware or notified of the death.  Before mailing to NOK, the CAR must review all condolence letters.  NOTE: The Air Force doesn't require commanders to send condolence letters for missing persons declared deceased.

Guidance for Preparing Condolence Letters.
A.  Include known facts about the member, and if appropriate, include complimentary remarks 

      about the member's character, personality, and/or achievements.

B.  Do not mention posthumous awards, decorations, or promotion.  (Revealing this information 

      could be embarrassing to the Air Force if the decoration or promotion is disapproved or a 

      lesser decoration is awarded).

C.  Tailor each letter to the individual case and its circumstances.  

D.  Use letterhead stationary; date all letters and copies.

Circumstance Letter

The Air Force ensures that NOK listed in items 4 through 7 of the DD Form 93, Record of Emergency Data, are informed of the circumstances whenever a military member is declared deceased or missing.

Circumstance letters are normally the responsibility of the member's commander.  Normally only 

one circumstance letter is required; however, if the commander indicated in the original letter that they would follow-up with further details when they became available, then a subsequent letter is required in order to ensure complete circumstances are relayed to NOK.

Commanders send circumstance letters to NOK of deceased members within five calendar days from the date the Air Force notified NOK of the casualty.  The Air Force provides this time frame only to allow commanders sufficient time to evaluate unusual events surrounding a casualty and to provide NOK with as much information as possible.  If information is readily available and requires no evaluation, such as for an aircraft accident or a heart attack, it's expected that the circumstance letter will be sent sooner than five calendar days.

Circumstance letters provide NOK with as complete as possible information concerning events leading up to and surrounding the death or missing status of the member.

When to send a Circumstance Letter:


- Letters are always sent to NOK when members are declared missing.


- Letters for members declared deceased are sent to NOK who are:



Unaware of the circumstances.



Notified of the casualty by an unofficial source such as another family member or 

                      a friend of the casualty.



Notified by an Air Force notification officer other than the member's commander 

                      or designated representative.

When not to send a Circumstance Letter:


- When the member is declared DUSTWUN.


- When NOK was present at the time the casualty occurred and are aware of the 

               circumstances.


- When the member's commander or designated representative informed NOK, in 

               person, of the circumstances.


- When NOK was informed of the circumstances by an official source other than the 

               Air Force.  This applies to an individual or agency in a position of authority, such 

               as the police department, a physician, or a coroner.


- To children residing with the PNOK, unless requested by the PNOK.

Guidance for Preparing Circumstance Letters.

A.  Commanders must include all circumstances relevant to the casualty in the letter.

B.  Avoid a shocking narrative of the incident.  If the member's conduct was improper, the facts 

      should be related as truthfully, tactfully, and with as much empathy as possible.

C.  Include known facts about the member, and if appropriate, include complimentary remarks 

      about the member's character, personality, and/or achievements.

D.  Do not mention posthumous awards, decorations, or promotion.  (Revealing this information 

      could be embarrassing to the Air Force if the decoration or promotion is disapproved or a 

      lesser decoration is awarded).

E.  Tailor each letter to the individual case and its circumstances.  

F.  Use letterhead stationary; date all letters and copies.

G.  Identify the casualty by full grade and name in the opening paragraph.

SAMPLE CONDOLENCE LETTER

(Appropriate Letterhead)

Unit Mailing Address









(date)
NOK's full name

Home address

City, State, Zip Code
Dear Mrs./Mr./Ms. NOK's Name
The personnel of the unit name have asked that I convey their most sincere condolences on the death of your spouse/daughter/son/mother/father, member's full rank spelled out and name.

Since joining this organization, member's name earned a place in all our hearts.  In his/her diligent and able performance of his/her duties, he/she upheld the highest traditions and standards of the Air Force.

I wish your family well in this time of re-adjustment.  I am sure that our ideals of democracy will achieve greater heights because of the service rendered to our country by people like member's name.









Sincerely









COMMANDER'S NAME









Rank









Title

SAMPLE CIRCUMSTANCE LETTER - AUTO ACCIDENT

(Appropriate Letterhead)

Unit Mailing Address









(date)
NOK's full name

Home address

City, State, Zip Code
Dear Mrs./Mr./Ms. NOK's Name

The tragic loss of your son/daughter/spouse/mother/father, member's  name, on date of incident saddened all the members of this organization.  Please accept my deepest condolence.  I want to explain the circumstances that led to member's first name accident, as we understand them.

Briefly describe incident.
You should be very proud of your son/daughter/spouse/mother/father.  Member's name was certainly well-liked by everyone here.  Member's name's achievements were many.  He/She while proudly serving in the United States Air Force developed many friendships and associations.  We all feel a great personal loss.

Again, please accept my condolences, and if I can be of assistance at any time, please contact me at civilian phone number.









Sincerely









COMMANDER'S NAME









Rank









Title

SAMPLE CIRCUMSTANCE LETTER - NATURAL DEATH

(Appropriate Letterhead)

Unit Mailing Address









(date)
NOK's full name

Home address

City, State, Zip Code
Dear Mrs./Mr./Ms. NOK's Name

The personnel of the (unit name) have asked that I convey their most sincere condolences on the loss of your spouse/daughter/son/mother/father, member's name.

Since joining this organization, member's name earned a place in all our hearts.  In his/her diligent and able performance of his/her duties, he/she upheld the highest traditions and standards of the Air Force.

I wish your family well in this time of re-adjustment.  I am sure that our ideals of democracy will achieve greater heights because of the service rendered to our country by people like member's name.
Again, please accept my condolences, and if I can be of assistance at any time, please contact me at civilian phone number.









Sincerely









COMMANDER'S NAME









Rank









Title

SAMPLE CIRCUMSTANCE LETTER - DUSTWUN TO MISSING

(Appropriate Letterhead)

Unit Mailing Address









(date)

NOK's full name

Home address

City, State, Zip Code
Dear Mrs./Mr./Ms. NOK's Name
It is with deep regret that I write to inform you that the status of your husband/wife/son/daughter/mother/father has been changed from Whereabouts Unknown to Missing.  Allow me to explain, "Whereabouts Unknown" this is a transitory duty status which provides a commander with additional time to decide on the most accurate status for a member.  Since no additional information surfaced during our extensive search for (member's name) I remain unsure of his/her true status.

The Air Force continued the search efforts I have previously described to you until yesterday, when we concluded that no evidence remained, within the range of member's name approximate location, that search aircraft or naval vessels could detect.  We searched an area of approximately area searched in approximate square miles with concentrated efforts in the area where he/she could have been found.  Describe search efforts, as you best understand them.  Please be assured that if  I receive any new information concerning your husband's/ wife's/son's/daughter's,

wife's/son's/daughter's/mother's/father's status, I will notify you immediately.

I am compiling a detailed report containing all known information concerning the incident.  This report should be complete within five days, at which time I will forward it to the Air Force Missing Persons Division.  That office will provide you with additional information and will keep you informed of all future developments concerning member's name status.

If you wish to correspond with the Missing Persons Division, you may write to HQ AFPC/DPMCB, 550 C St SW, Ste 15, Randolph AFB, TX 78150-4717, or call 1-800-292-5642.

On behalf of (member's name) many friends in the (unit name) please accept my deepest condolence during this time of anxiety.  If I can be of personal assistance, please contact me at any time at (civilian phone number).






Sincerely,









COMMANDER'S NAME









Rank









Title

DEFINITION OF TERMS

Casualty - Any person declared Seriously Injured (SI), Very Seriously Injured (VSI), Incapacitating Illness or Injury (III), Duty Status Whereabouts Unknown (DUSTWUN), missing, or dead.

CAR - Casualty Assistance Representative: Military Personnel Flight, Casualty Affairs expert who assists all individuals with questions or concerns in the event of a casualty.  Coordinates all Casualty events with Commanders, First Sergeants, NOK, HQ USAF, HQ AFPC, and all base agencies.

Deceased - A casualty status applicable to a person, who is either known to have died, determined to have died based on conclusive evidence, or declared dead based on a presumptive finding of death.  The recovery of remains is not a prerequisite to declaring a person deceased.

DUSTWUN - Duty Status Whereabouts Unknown:  A transitory casualty status applied to military personnel only.  Used when a commander suspects that an involuntary absent member may be a casualty but the commander does not feel there is sufficient evidence to make a definite determination of missing or deceased.

FLO - Family Liaison Officer:  Are nominated to the installation commander by unit commanders and are provided training by Services squadron before a fatal mishap requires their services.  

Immediate Family - The member's spouse, children, parents, and siblings.

Imminent Death - A category in which an individual is placed when medical authorities believe the member's injuries or illness will cause or lead to death within 72 hours.

Imminent Death Retirement - The process of retiring a member prior to death that allows the Air Force and the Department of Veterans Affairs (VA) to provide additional benefits or entitlements for the survivors that are not available to active duty members.

III - Incapacitating Illness or Injury:  The casualty status used for members whose illness or injury makes them physically or mentally unable to communicate.

ITO – Invatational Travel Orders:  Approved by the Med Gp CC, to facilitate and expedite the NOK travel to the local area to aid in the medical of the MBR.

NOK - Next of Kin:  A member's relatives.  The Air Force considers the person most closely related to the casualty the primary next of kin (PNOK) for casualty notification and assistance purposes.  This is normally the spouse of married persons or the parents of single persons without children.

PEBLO -  Physical Evaluation Board Liaison Officer:  Medical personnel involved in the determination of an Imminent Death Retirement.  Once approved, assists in coordinating all appropriate agencies to ensure the member and NOK receive efficient and dignified retirement processing.

SCO – Summary Courts Officer: A commissioned officer appointed, on orders, by the installation commander to collect, safeguard, and promptly dispose of property belonging to the deceased at the time of death.  The SCO helps family members through the management procedures necessary to close out a member's service.  The SCO and FLO cannot be the same individual on any case.

SI - Seriously Ill or Injured:  Casualty status of a person with an illness or injury of such severity that there is cause for immediate concern but there is no imminent danger to life.

VSI - Very Seriously Ill or Injured:  The casualty status of a person whose illness or injury is so severe that his or her life is imminently in danger.
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- Here today to talk about your casualty role

   -- And how we can help you complete this sensitive task

 - Most families are very appreciative of all we do--you and I do

   -- But sometimes you just can’t satisfy someone--no matter how hard       you try and try and try--expect that to happen

- The more casualties you suffer at one time, the harder it is

- Aircraft crashes, Dhahran bombing, Desert Storm--tough to deal with

- We comply with statutes, regulations and orders

- More often it is the judgment decisions that cause the problem

- Ask yourself--is it the right thing to do?--trust your gut feeling

- If it doesn’t feel right, it’s probably not the right thing to do

- Much of what we do is just good old common sense

- Now the casualty program is closely monitored all the way up the chain

  -- Chief of Staff gets a daily update--we answer the mail

- I believe the words of Gen of the Army, George C. Marshall best describes how the casualty program is viewed.  This is the last item in your casualty guide
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