	CASUALTY NOTIFICATION OFFICER CHECKLIST


	CASUALTY INFORMATION

	NAME
	GRADE
	UNIT
	YEARS OF SERVICE

	
	
	
	

	STATUS
	DATE
	

	
	
	

	NEXT OF KIN INFORMATION

	NAME
	RELATIONSHIP
	ADDRESS

	
	
	

	PHONE NUMBER
	Remarks:

	
	

	NOTIFICATION OFFICER INFORMATION

	GRADE/NAME
	UNIT

	
	

	Chaplain:


	

	Medic:


	

	CHECKLIST ITEMS

	PRE-NOTIFICATION ACTIONS

	Yes/No
	If you are not the commander (or designated representative), have you been provided an error-free casualty notification letter? 

	Yes/No
	Do you have sufficient information concerning the casualty status to make an appropriate notification? (Name, rank, date, circumstances, etc.)

	Yes/No
	The notification team is usually comprised of the notification officer, a chaplain, and a medical person.  Are additional notification team members advisable?

	Yes/No
	Have you discussed with the driver the location, driving time, etc.?

	Yes/No
	Have you discussed with the team members their role in the notification process?

	Yes/No
	Have you reviewed the notification officer training reminder (Atch 1)?

	Yes/No
	Double check the uniforms of each notification team member to ensure no missing or misaligned items (name tags, ribbons, etc)

	
	

	ENROUTE ACTIONS

	Yes/No
	Are you prepared emotionally for notifying the next of kin ? (Atch 1)

	Yes/No
	Have you reviewed the next of kin’s name, relationship to the casualty, and the circumstances  so that you can paraphrase to the next of kin?

	Yes/No
	Do a last minute uniform check before after exiting the vehicle and before approaching the NOK’s residence.

	

	NOTIFICATION ACTIONS

	Yes/No
	Confirm that you are speaking to the appropriate next of kin.

	Yes/No
	Identify yourself by rank and name and indicate that your wish to speak to the next of kin on behalf of the Chief of Staff of the Air Force.  If appropriate, identify other team members to the next of kin.

	Post Notification Actions

	
	Contact the Hurlburt Casualty Office, or the AFPC Casualty Command Post to confirm the time that notification was completed

	
	Provide the name of the person(s) notified and confirmed addresses and phone numbers.

	
	Relay any unusual or relevant circumstances to AFPC or the Hurlburt Casualty Office. For example, a change in dependent information such as member’s marital status, number of dependents, a parent is deceased but was not shown on the emergency data form, etc. members

	
	
	
	
	

	
	
	
	
	


Casualty Training Reminder

· The nature of the circumstances may impact the next of kin’s reaction.  Studies have shown that unexpected, violent deaths generally carry more of an impact on the person being notified than natural, or nonviolent accidents.

· If there is no response at the NOK’s residence, contact neighbors, the local police, post office, etc.  Relate that your are trying to contact the NOK and ask if they can provide any help in locating them.  Information concerning the nature of your visit will not be passed on to neighbors or other civilians.

· When notifying the NOK:

· Don’t hurry the words, speak in a natural tone.

· Don’t make physical gestures towards the next of kin that may be misconstrued (arm around the shoulder, etc.)

· Stick to the information contained in the notification letter, or as briefed by the casualty office—don’t speculate on causes, who is at fault, line of duty, etc. 

· Advise the NOK that the commander will contact them with additional information and that they may contact the commander with their questions.

· Do not discuss survivor’s or mortuary benefits.  If notifying the primary NOK , advise that they will be contacted within 24 hours by the casualty services and mortuary affairs officers to discuss entitlements and disposition.

· Confrm the following with the NOK:

· If notifying the primary NOK, ask if they wish to notify other family members, or if they wish for the Air Force to perform the notification.

· Make a note of who the primary NOK will notify and ask if they wish to contact them while you are at the house.

· Confirm the NOK’s phone number and address.

· .Determine if there is a friend or family member you may contact to remain with the NOK and if possible remain with the NOK until that person arrives.

· Use the chaplain and medic to assess the NOK’s emotional state to determine if is appropriate to leave.

· .Once comfortable that the NOK is able, or has the assistance to deal with the situation, excuse yourself.

