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A FRIEND IS A PERSON WITH WHOM I MAY BE SINCERE.

BEFORE HIM I MAY THINK ALOUD.

RALPH WALDO EMERSON

As you read through this handbook and prepare for what will probably be a difficult few days for you, please remember that the family members you will comfort face events that may alter their lives forever.  Your compassion and concern will provide a temporary oasis amidst events that, to them, seem to be swirling out of control.  Yet, those same acts of kindness will long be remembered as the family recalls those days of trial.  Allow them to grieve and be "real" before you.  Listen with compassion and anticipate their needs, for this is a time unlike any other.

"Offer to assist in any way you can, but do not attempt to answer any questions about anything related to the death, recovery of remains, benefits, etc.  You may best help by writing down all questions, regardless of what they are about, and giving them to the casualty assistance officer or mortuary affairs officer.  He/she will obtain the information and get back to the next of kin.  Blunt and inflexible as this statement is, most confusion, irritation, and dissatisfaction in how the Air Force assists the next of kin occurs at this stage."

--Excerpt from Mortuary Affairs Handbook
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INTRODUCTION

    Senior spouses are often called upon to support family members in the event of an injury or death of a member/members of the military community.  This handbook, developed by the Air Combat Command Integrated Delivery System (IDS) team, was designed to aid commanders, commanders’ spouses and key people during a time of crisis when decisions must be made under stressful conditions.

    The initial or short-term assistance provided to family members and other affected parties during a crisis can roughly be defined as the period from the initial influx of telephone calls and visitors to the holding of a memorial service when a death has occurred.  Services provided during this period generally revolve around providing practical and emotional support to family members of the killed or injured.  In some cases there may be many extremely anxious family members and friends awaiting news regarding the safety of loved ones.  Setting the right environment for emotional support is extremely important.  Often just knowing that others care about the grief or stress the family is going through, and providing a presence during this period, can be very comforting. 

    There is a wide range of events that can lead to such a crisis.  The points in this book are intended to help guide people through the crisis. The book is a quick reference source, not an instruction in professional counseling for situations of extreme stress or grief.  There are agencies with people trained to provide counseling when needed. (See resource list Page   )

   Suggestions are given to facilitate the initial emergency response and ideas are offered concerning organization and follow-up once contact with the family or individual has been made.  Active duty military people and spouses have positive roles to play during a crisis, whether it involves meeting practical needs or nurturing the family in pain.

            CRISIS SUPPORT RESOURCES

AMERICAN RED CROSS
ARC
(Phone #)

CASUALTY SERVICES 
CS
(Phone #)

CHAPEL  
CH
(Phone #)

FAMILY ADVOCACY 
FAP
(Phone #)

FAMILY SUPPORT CENTER 
FSC
(Phone #)

LEGAL 
JAG
(Phone #)

LIFE SKILLS 
LS
(Phone #)

MILITARY PERSONEL FLIGHT
MPF


MORTUARY AFFAIRS 
MA
(Phone #)

PUBLIC AFFAIRS
PA
(Phone #)

SECURITY FORCES 
SFS
(Phone #)

SQUADRON
SQ
As applicable
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After duty hours, contact the above resources by calling the Base Command Post at ___________________.
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TAB A ATTACHMENT # 1

BE PREPARED

BE PREPARED

A crisis can develop quickly and without notice.  Although each crisis situation will be very different, general knowledge of what to do and a basic, pre-planned course of action is the best defense.

1.  The following information is provided as suggestions for planning steps to take before a crisis occurs:

· Ensure squadron/unit personnel rosters are up to date and notification cards are correct.   Keep a current SQ/WG personnel roster and spouse listing at the front of this handbook

· You may want to develop a calling tree activation system.  If so, keep a recall roster in this book or an easy to access place – update regularly

2.  Ensure committees are established.

· Have an emergency/food/baby-sitting committee established and update as needed

· Have a reliable person on stand-by to replace a committee member

· Indicate your emergency committee members on your calling tree list and/or personnel roster

· Indicate the name of your squadron’s Key Spouse program manager 

· List and review responsibilities of each committee member on a regular basis

· Drills to practice committee member’s response are a good planning tool

3.  Fill in Crisis Support Resources numbers in the front of this book 

4.  Prepare a family crisis kit.

· Notebook for family and personal documentation

· Your current squadron/unit phone roster list and this guide

· Kleenex

· Your own personal phone numbers, etc.

· Know who you can call upon to help with your personal/household needs, i.e. child care, meals, transportation to school for children, etc.

Note:  You may not have time to think about what you may need as you’re going out the door.

5.  Remember that you may be asked questions concerning benefits.  Be prepared to refer all of these questions to the proper military agency.  Do not try to provide anyone with specifics about their entitlements.

TAB A, ATTACHMENT # 2

WHEN NOTIFICATION OF A CRISIS OCCURS

WHEN NOTIFICATION OF A CRISIS OCCURS

This section is designed to be a practical guide on handling many types of emergency situations.  Regardless of the situation, common sense and your natural instinct is normally your best guide.
1.  Arrange for immediate support to begin in each home involved.

· Key spouses may be the most appropriate people to handle immediate responsibilities in the home.

2.  A spouse may need help talking with children and immediate family.

· Contact chaplains, Family Support Center, or pediatricians if this help is desired.

· Relatives should be notified - Their address data is recorded on a family emergency information form/card by the Military Personnel Flight.

· A similar document may be filed in the squadron or on a card you have maintained as a senior spouse 

· If possible, be prepared to stay with the family or determine a family member or friend who can remain in the home.

3.  Coordinate support activities with Squadron Commander or First Sergeant.

4.  After evaluating situation, schedule spouses to go to the house in shifts, one or two at a time to answer the door and telephone.

· Keep accurate records of all calls, guests, food and flowers in a notebook.  This will help the family later on.

· Spouses should be at the home between 10 a.m. and 8 p.m. or as requested.  The family will need quiet and privacy in the morning and evening.

· Workers should be like “part of the woodwork.”  The family usually wants to feel useful doing physical chores, and they need the freedom to comfort one another.

· After a few days when the calls and guests slow down a bit, you can eliminate this support structure.

· The person stationed in the home should serve as a contact for special needs of the family (doctor, chaplain, baby needs, etc.).

5.  Arrange for this same coverage in your own home to answer phone calls.

· This person should also be willing to help with meals and children if needed.

· Much of your time will be spent visiting the victim’s home and attending multiple briefings.

· If possible, try to pre-arrange this help with a friend or another key spouse.

6.  When providing a guest book or notebook for the home, write instructions inside the notebook so people are aware of the information needed from each caller/visitor.

· Record the time, content/message, name and phone # of caller/visitor, and if the call needs to be returned.
· This system should also be used in your own home to ensure you receive accurate messages.

7.  Have the food committee plan and deliver meals for the families involved.

Refer to Tips for Meals at Tab A, Atch # 7.

8.  Take notes (if you feel it’s necessary) during briefings by Mortuary Affairs, Casualty Services, and other officers who visit with the family. Compile handouts if provided.

· Leave the notes and handouts with the family since details are often missed during this stressful time.

9. Memorial Service/ Funeral Details:

· Review Mortuary Affairs Section. (Tab B, Atch # 8)

· Contact Mortuary Affairs Officer to obtain details concerning arrangements and offer assistance.  Remember only portions may apply.  Your local Mortuary Affairs Officer can help with any questions.
· Areas to consider are:



 - Childcare during service



 - Meals/Refreshments prior to service, and immediately following



 - Memorial designations preferred by the family



 - Location/address of the memorial/funeral/after-funeral services



 - Identify location where the NOK wants flower arrangements sent 



 - Transportation for the next of kin and family to and from the service  

                and out of town arrivals and departures




 - Maps



 - Public or private graveside attendance



 - Will funeral/memorial site be large enough



 - Has consideration been given to allow the grieving families time with 



   each other?  They share this common experience and it may be helpful.



 - Consider a location for grieving families to meet privately.



 - Ask questions

· Consider the needs of the family in preparation for the memorial service/ funeral:

             -  There may be clothing to be purchased or dry cleaned or shoes to be shined.

             -  Will family need assistance with selection/pick-up/delivery of deceased burial    

                 clothing.

· Determine if the disbursement of the flowers has been arranged:

-  Relatives may want ribbons and flowers from the spray.



- Smaller personal arrangements may go to the home.



- Some arrangements may go to local funeral homes, hospital wards, VA hospital or 

               nursing homes.

10.  Follow Up:

· Review section on Grief Support.

· Squadron activities become very painful and awkward for the affected family and other squadron members:



  - They are a reminder to everyone that it could happen to them.



  - Be sensitive since activities are geared to couples and families.



  - Some unit spouses may feel threatened because the grieving spouse is now 

                single and perceived as vulnerable.

· The hardest time for the grieving family may begin about two months after the death:



  - Everyone has gone home.

              - There are not as many calls, and reality is setting in.



  - They begin to face many "firsts" without their spouse.

· Reentry into activities may be more comfortable in small groups of two-three people.  Watching other spouses and family interaction may be painful, be sensitive.  

-  Allow family members to incorporate these events into their grief healing at their own 

    pace.

-  If there are children, remember that the parent never gets relief from those 24 hour-a-

    day responsibilities.

 -  In the case of the death of a spouse, remember that the surviving spouse is left with 24 

     hours a day responsibility for the children.

· If the spouse relocates to another home, they may need assistance during the move:

-  They no longer have the spouse to watch the movers,  and help with the myriad of 

    details involved in a move.



-  It may be one of the first challenges they face after their spouse's death.



-  Seeing their possessions placed into a van may cause emotions to surface.



-  They may want to know the last date the government will move their household goods 

                as an entitlement/authorization.

· Maintain periodic contact with a note card or phone call:



    - Sending a note on the death anniversary will show the family they have not 

                  been forgotten.  The Mortuary Affairs Office is required to draft an anniversary 

                  letter for the Wing/CC’s signature.



    - Consider giving them pre-addressed envelopes to keep in touch.

11.  Closure:

· Thank all those who helped you.


· Review what was done and make notes.
This is a guideline … not written in stone.  Be flexible and use common sense!  By periodically reviewing these guidelines, you will be better prepared as a commander’s spouse in a crisis situation
TAB A, ATTACHMENT # 3

PRACTICAL SUGGESTIONS 

PRACTICAL SUGGESTIONS

1.  Make contact.

· Words are not important; simply being there is.  Physical contact such as holding the hand, touching, offering a hug are important.  Physical contact conveys the message "you are not alone.”  It helps reorient a grieved person to a world that has gone out of focus.

2.  Concentrate on specific things.

· Make specific offers.

-  “May I make calls for you?”

-  “Why don't I get you a cup of coffee?”

-  “Would you like me to go with you when you make the funeral arrangements?” 

-  “Can I go with you to the mall to get anything you need for the service?”

-  “Let me have your grocery list.”

· You may need to make a number of offers to help.  Initially the grieved may be too numb to react and appreciate your offers.  Don't give up after the first few tries.

· You must reach out.  "Call me if you need anything" is usually futile.  You probably won’t be called.

3.  In the early stages, take care of some of the routine functions and responsibilities:

· Remind the grieved to eat or to rest.  They may forget.  You may want to fix their plate of food.

· Answer the phone and take messages.  Check with the family to relay messages according to their wishes.

· Arrange for someone to be with the grieved when Air Force personnel are scheduled to be there for official business.  Take notes as the grieving may forget what was said.

· Some people deal with crisis by a flurry of activity.  You may want to remind them to take their time when making important decisions regarding burial, etc.

4. Give the person permission to grieve.

· The voice cracks, facial muscles quiver, eyes water, and the person turns toward you to see if you can tolerate the process of mourning.  If you can't give verbal permission, do so with body language.  Take hold of their hand, move closer or put your arm around them.  Don't move away.

5.  Be honest with yourself.

· It is incorrect to say, "I would do this or that in your position."  Are you sure?  The truth may be, "I can't imagine how I would handle this."  Another example: "I know how you feel."  Are you sure?  The truth may be, "I can't begin to imagine the depth of your pain."

6.  Don't be afraid to talk about the deceased.

· Some people avoid mentioning the deceased’s name or talking about him or her.

· Don’t be afraid to look at family photos.  They and family members are comforted talking about their loved one.

· If it was a newborn or fetal death; ask if there was a name and then when talking about the baby, use the name.  This gives status to the child.  When talking about a dead baby, some people use the word “it”; how painful it must be to hear that!

7.  If you know or have had a positive experience involving the dead person, share the memory.

· It will impart a sharing of the grief -- a "we" feeling instead of "me" and "them."

· Remember, there is a reason for the grief of the loss of a person.

· To ignore this person is to devalue the loss and to negate the validity of the grief.

DO’S AND DON’TS

	Do’s

	Do remember the children involved.  Somehow adults tend to get caught up in their own grief and forget that children hurt too.  Children may not only hurt, but they may also be confused and need attention.  It is hard for children to comprehend loss and recovery.



	Do reassure the grieved that she/he is not responsible for the loss.

  

	Do encourage the grieved to express his/her feelings in his/her own way - when he/she needs or wants to.

 

	Do encourage activities that provide the person greatest comfort.




	Don’ts

	Don’t let your own sense of helplessness keep you from reaching out to a grieving person.  Your presence can be healing.



	Don’t put a timeline on grieving.  Remember that the period of grief is individual dependent.  Do continue to call and check on person long after.  If they appear "stuck" with the grief, try to gently refer them for outside assistance.  It can vary from person to person and usually has nothing to do with the significance of the loss.



	Don’t tell the person how he/she should feel or what he/she should do.



	Don’t try to find something positive in the death or remind the person of what he/she has to be thankful for.

  

	Don’t mention in any way that the grieved might have been negligent or that the care of other people (doctor, hospital, teacher, friend) might have been misdirected.



	Don’t say that this is God’s will.  You don’t know the person’s religious beliefs.



	Don’t say you know how he feels.  It is difficult to know how another person feels even when you have had a similar loss.




SPECIAL CONSIDERATIONS

    The circumstances surrounding the death may warrant additional support for the entire squadron.  You may wish to schedule a “Crisis Healing Seminar,” bringing in professionals, such as chaplains and grief counselors to help spouses and children deal with the death.  In every crisis involving death, you may play an important part in helping the squadron deal with the situation and continue living.

· Fetal Death


-  Often there is an unbearable emptiness.  There is nothing tangible to mourn. 

               You may want to work with the hospital to set up procedures to meet the needs 

               of parents experiencing fetal death, such as the opportunity to say good-bye.

-  Occasionally the decision to have or not have a funeral is forced by financial  

    rather than emotional considerations.  You can help mobilize the squadron to 

    help defray financial costs and allow the parents to do what they “really want 

    to do.”

-  Be aware of the feelings of failure, loss of sense of femininity/womanhood 

   experienced with fetal death.  Some things people say that can be hurtful are, 

   “You can always have other children.”  While that may be true, this child was 

   unique and cannot be replaced.  You may want to locate or suggest area 

   support groups through churches, hospitals, grief centers and hospice programs.

· Death of Children

-  The death of a child/children whether by illness or accident, has been said to be the 

   worst pain experienced by any human being.  This death is totally unanticipated and 

   brings with it a change of the family life from that time forward.  The emptiness felt by 

   the parents and siblings can be cushioned by supportive friends.  Efforts to accept 

   their grief and give them as much time as they need will, in the end, result in a healthy 

   grief healing for the entire family.

-  When the family is comfortable joining military activities, ask how the family is doing 

   and inquire if they need any help.  They will probably decline your offer, but 

   remember your kindness.  At family functions it’s tempting for many to share the 

   successes and triumphs of their own children.  It is important to remember that the 

   grieving family no longer has that special child with them and those conversations can 

   be very painful for them.  If, on the other hand, the family asks for an update, don’t 

   hesitate to share your events.

-  Often in circumstances of unclear cause such as Sudden Infant Death Syndrome 

   (SIDS), investigations are done by punitive agencies, such as Office of Special   

   Investigations (OSI) or Child Protective Services (CPS).  The pain connected with a 

   SIDS death also carries with it much guilt.  It is important that those assisting the 

   family do not express questions of guilt to the parents.  Acceptance of the situation by 

   others will aid the family with grief healing.  You may want to locate area support 

   groups that may be helpful. These can be located by contacting churches, hospitals, 

   grief centers, and hospice programs.

· Suicide:  The Unmentionable Death

-  The guilt touches everyone.  Parents or family are particularly sensitive to any  

    indication of blame because they often blame themselves.

-  It is very important to attend the service if there is one.  Not attending gives a 

    judgmental appearance that can only add to the pain.

-  Avoid comments like:  “You’ll get married again.”  You must forget about 

   him/her.”  “It was God’s will.”  “Be brave, don’t cry.”  “Don’t talk about it.” 

-  Avoid the words, “Committed suicide.”  They inter commission of a crime.  Use  

   the words, “died by suicide,” or “took his /her own life,” instead.

-  Be persistent, call them, include them in functions and be patient.  It’s hard to 

   accept help, but as the months go by they will need you more, not less.

-  Remember the holidays.  Invite them.  Share positive memories if you have any.

-  Always do what you have promised to do.  If you can’t do it, don’t promise.

-  You may want to locate area support groups that may be helpful.

· Spouse Death

-  Be aware that with the death of a non-active duty member, more responsibility 

   rests upon the surviving spouse.

  - - Continuing his/her job

  - - Funeral arrangements

   - - Who will care for the children long term?

- The surviving spouse may be an active duty member and remain in your 

   squadron and your support may be more necessary over a longer period of time 

   depending on circumstances.

-  Be sensitive to the possibility that some unit spouses may feel threatened 

   because the grieving spouse is now single and perceived as vulnerable.

-  You may want to locate support groups that may be helpful.
TAB A, ATTACHMENT # 4

IN RESPONSE TO ACTIVE DUTY SINGLE DEATH, MULTIPLE DEATHS, OR DEATH OF A FAMILY MEMBER

IN RESPONSE TO ACTIVE DUTY SINGLE DEATH, MULTIPLE DEATHS, OR DEATH OF A FAMILY MEMBER

1.  Official Notification:

· Single/multiple deaths-active duty:

· The official notification must be protected.  It is important that the notification team be the first to inform the spouse/family/next of kin (NOK), as they are the only ones with the accurate and complete information.  They also have the combined expertise to handle any immediate problems due to physical or emotional distress.

· The spouse/next of kin should not be left alone unless it is requested.

· Death of a family member:

· Official notification by the military will most likely not take place.  The grieving family may notify the commander directly or may have someone make the call.  Both Command Post and\ Mortuary Affairs should be notified immediately.

2.  Commander's Spouse Preparation For Assistance:

· Coordinate with commander:

· What actions have the squadron  initiated?

· When may the family be contacted?

· Have non-affected squadron members contacted their families?

· Obtain the name/phone number (duty & home) of the appointed Family Liaison Officer (FLO)-if applicable (contact Mortuary Officer)

· Assemble available information from the squadron:

· Single/Multiple Deaths-Active Duty

-  Names and ages of children

-  Family's phone number and address

-  Spouse's employer

-  Close friends

· Death of a Family Member

-  Name of deceased, cause of death, relation to family Family's phone number 

    and address 

-  Name(s)/ages of surviving family members

-  Spouse's employer

-  Close friends

-  Financial considerations for funeral/memorial services; Air Force Aid

· Plan a support team.  If you are unable or uncomfortable in this role, find someone who can do it.  It may be necessary to go outside the squadron depending upon how many families are involved.

· Decide what support you may need to maintain order in your household.

· Review attachments

  

(NOTE: Refer all media inquiries to Public Affairs.  Keep "Rumor Control" a high priority.  A “friend" letting information "slip" could give misinformation, or cause a person to draw wrong conclusions, causing unnecessary stress and anxiety.  Keep all information up-to-date and accurate.  Discourage speculation.)

3.  Support Activities:

· Once notification is made, you become very busy.  Arrange for immediate support to begin in the homes involved.

· The best assistance you can give to the next-of-kin is to try to console them.  You may want to keep a pad and pencil available to help make sure every question, even remotely related to the death or mortuary entitlements, is passed to the Mortuary Affairs Officer or the Family Liaison Officer.

· Stay in contact with Squadron Commander, First Sergeant, or designated/appointed Family Liaison Officer so support activities aren’t duplicated.

· Contact individuals within wing/squadron to coordinate identified needs.

· Suggestions for personnel support for the family:

-  Be prepared to have someone stay with the spouse/family so they are not alone.

-  Find out what support system may already be in place, such as 

   church, local family, employer. 

-  -  Consider assigning a couple to assist the family.

(Note:  You don't want to intrude on their quiet and privacy too early.  10 a.m. to

8 p.m. is about right as you want to leave when they begin to get comfortable for

the evening.)

· Keep accurate records:

   

-  Keep a log of all phone calls, visitors, food and flowers at the family's 



   home.



-  Keep a telephone log containing assistance requested/provided at your house.



-  Determine who to contact if a Memorial Fund is being set up.

· Find out if family members will travel to the local area (Single Death); make lodging reservations/arrangements.

· Are there immediate needs of the family, such as milk, diapers, etc?

· Providing meals can be helpful.  Refer to Attachment, Tips for Meals.

Contact Mortuary Affairs if the family requests your involvement in notifying additional family members.

· Be aware that the spouse will not remember what has been said to them or what has been done for 2-4 weeks:




-  They are in shock, as a natural amnesia phenomenon protects their mind.



-  They may seem perfectly in control, but it is the body reacting automatically.

· Be accessible but flexible.


      - Avoid using an answering machine or having children take 


         messages.



      - Keep quick reference phone numbers near the telephone.



      - Make arrangements for your own family needs such as baby-sitting 



         and carpooling.

TAB A, ATTACHMENT # 5

IN RESPONSE TO ACCIDENT WITH INJURY-INDIVIDUAL/MORE THAN ONE INDIVIDUAL 

IN RESPONSE TO ACCIDENT WITH INJURY-INDIVIDUAL/MORE THAN ONE INDIVIDUAL

(Official notification is not required prior to squadron response)
1.  Verify information regarding accident.

· Name(s) of injured

· Family member’s name(s) and phone number(s)

· Hospital(s) where injured are located

· Action(s) squadron has taken

2.  Maintain contact with commanders’ spouses of other squadrons involved

3.  Contact family members.  In order to identify the needs of the families, some of the following questions may apply (remember, these are suggestions not absolutes)

· Can I call a friend?

· Do you have children?  Do you need someone to pick them up from school?

· Is there a password you use with your children?

· Do you need a ride or help picking up your car?

· How can I help you?  Would you like me to come over?

· Would you like your minister/priest called?

· Provide your telephone number and a squadron contact name and phone number.

4.  Contact individuals within wing/squadron to coordinate identified needs.  (Note:  This may be the first "crisis" situation for the younger spouses.)

5.  Suggestions for personal support for each family:

· Find out what support system may already be in place, such as church, local family, employer.

· Remember each family may need assistance with child-care, transportation, etc.

· Stay in contact with squadron commander, first sergeant or designated officer so support activities aren’t duplicated.

· Does someone need to help answer the telephones and door of one or more of the homes? 

· Consider assigning a couple to assist each family.

6.  Keep accurate records.

7.  Providing meals can be helpful.

8.  Are there immediate needs of the families, such as milk, diapers, etc.

9.  You need to be accessible but flexible.

· Make arrangements for your own family’s needs, baby-sitting, car pool, etc.

· Try to avoid using an answering machine or having children take messages.

· Keep helpful telephone numbers available near your phone. 
10.  Extended support after accident.

· If an extended hospital stay or convalescence occurs, your involvement will be based upon the needs expressed by the family.

· Out-of-town friends or family members may not be familiar with the local area or the base.

11. Your assistance may include the following for extended support:

· Maintain periodic contact.

· Occasional break, such as inviting them out to lunch.

· Driving guests around the local area, pointing out malls, hairdressers, restaurants, theaters, etc.

· Childcare assistance.  Grandparents may not remember how time consuming young children can be.  The caregivers may welcome a brief respite from the demands of substitute "parenting."

12.  Follow-up:

· A few days or weeks following the accident, you may want to send a note or call the family member.

· This is a good time to invite the spouse to spouses' meetings, children’s parties, squadron picnics, etc.

· You may want to offer transportation.  Encourage anything you think might help them keep the squadron as a support system.

13.  Closure.  Ensure all helpers have been thanked.
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EXTENDED SUPPORT FOR LONG -TERM ILLNESS

1.  If an extended illness occurs, your involvement will be based upon the needs expressed by the family.

· Each situation will be unique so the following are simply suggestions.

· Remember to stay in touch with the squadron to avoid duplication of efforts and to call upon others for assistance.

2.  Coordinate with additional support systems, which may already be in place:

· Church

· Family members

· Neighbors

· Co-workers

· Squadron (In some cases the squadron may elect to set up a financial aid fund to help defray accumulating expenses.  Obtain the point of contact for contributions for those inquiring.)

· Family Support (For Air Force Aid Society and Information and Referral)

3.  For out-of-town guests, you might consider the following:

· A Medical Power of Attorney; coordinate through the legal office.

· Commissary/BX access; coordinate through the support group commander.

· Base entry access for vehicles; coordinate through the support group commander. 

· A housing information booklet can be obtained at the housing office to share with those staying on base for the first time.

· Family information such as dentist, veterinarian, school officials, employer, etc.

· Obtain a base welcome packet from the Family Support Center.

· During hospitalization, someone may be needed to answer the telephone.  Keep an accurate record of all telephone calls, visitors, food and flowers.

· Driving guests around the local area, pointing out malls, hairdressers, etc.

4.  Providing meals can be helpful.  Refer to MEALS Tab A, Atch # 7

5.  In case of illness resulting in death, refer to Tab A, Atch # 3.

6.  In cases where death is imminent, assist in necessary preparations for funeral arrangements. Refer to Tab B, Atch # 8.

7.  Be sensitive to requests of family.  Know when to be involved and when not to be involved.
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     TIPS FOR MEALS

Providing meals can be very helpful during a crisis.  The following suggestions may assist you.  Always remember each situation will differ and be flexible.

· If you have an existing food committee, have them play a big part in planning meals for the family involved



-  One major meal a day is recommended



-  Avoid duplicating entrees



-  Do not discourage single donations, such as breakfast items or snacks



-  Check ages of children for appropriate needs and likes/dislikes



-  Encourage disposable pans



-  Check for special dietary requirements



-  Request dish ingredients if special entree



-  Mark donor’s name upon arrival of dish



-  Establish a dish washing committee/sub-group of food committee

· The following items may be needed initially



-  Beverages (coffee, tea, milk, juice, water)



-  Sugar/cream



-  Paper plates, bowls



-  Cups (hot and cold)



-  Paper towels



-  Plastic ware



-  Fresh fruit



-  Vegetable and deli meat trays



-  Chips and dip



-  Crackers or bread



-  Serving utensils



-  Aluminum foil/plastic wrap



-  Dishwashing liquid 



-  Cleaning products/sanitizers



-  Sponges



-  Plastic tablecloths



-  Gloves (for serving food/clean-up)

· Ensure a log is kept of donated items, with donor’s names and day delivered  (One person may be delivering food for several people.)

· 4 p.m. is recommended as a good delivery time for evening meals


     -  If someone is assisting in the home, coordinate meal delivery with them

· When food is delivered, make sure that:


    -  Food is clearly labeled with the givers name and ingredients (in case of food 

                   allergies) 

                -  Items to be returned are labeled with the names


    -  Do not return dirty dishes


     -  Some food items freeze better than others


     -  Ask if assistance with storage will be needed, whether it’s freezer or 

                    refrigerator space

· With special events, such as memorial services, you may want to arrange for breakfast items and reception items following the service

· Assisting with meals is a good coping mechanism.  In the case of death, it gives friends and neighbors a way of reaching out to the family without  seeming intrusive
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The Family Liaison Officer is integral to the delivery of services and timely information to families. Family Liaison Officers:

· Are nominated to wing/installation commanders by unit commanders and provided initial training by the Services squadron or Services division personnel in accordance with this instruction before a fatal mishap requires their services. Family Liaison Officers should be appointed in writing by the wing/installation commander.

· Will be assigned by wing/installation commander to each NOK, and to other family members as required, within 24 hours of a fatal Air Force mishap. Initially, a single FLO will be assigned for each person lost in the mishap and will interact with only the family members affected by that per-son’s loss.

· Are provided formal training on their duties. Services squadron or Services Division personnel will facilitate this training. Training should be accomplished before the FLOs make initial contact with the families they are to support.

· Are relieved of all other duties until the involved person’s funeral is complete.

· Are expected to make contact with the families to which they are assigned at least daily until the funeral is over, and periodically as the situation warrants until the accident investigation is complete, unless the family wishes otherwise.

· Will help families conduct benefits-related business with other Air Force personnel (casualty affairs, mortuary affairs, etc.) and to work with other supporting military personnel as needed. With the concurrence of the families involved, this includes being present at all meetings and briefings where families are provided specific benefits-related information.

· Should be “crew counterparts” (i.e., pilots for the families of pilots, navigators for the families of navigators, squadron members, etc) whenever practical. CAUTION: Before recommending a FLO to the wing/installation commander for appointment, the unit commander should make every effort to determine the recommended individual is not too close to the situation (i.e., dealing with own grief) to be effective in assisting the family.

· May be senior noncommissioned officers (E-7 or higher) to support the family of an enlisted member.

· May be Guardsmen, Reservists, or AF civilian personnel. (Consult with civilian personnel specialist before appointment of a civilian FLO to ensure compliance with possible duty restrictions.)

· Will not be full-time or additional duty safety or mortuary personnel.

· Receive all non-privileged, releasable investigation information (see paragraph 5.4.) intended to reach the families of members who die in Air Force aviation mishaps, but will not seek or solicit information associated with the official investigations beyond that provided through MAJCOM channels. (NOTE: family questions which go beyond the information provided must be deferred until completion of the accident investigation, but will be recorded by the FLO and passed on to the AIB through the MAJCOM/SV to ensure they are fully addressed in the family’s outbrief -- see Attachment 9, paragraph A9.3.)

· Identify situations where referral of family members for mental health assistance may be warranted.

· Will not attempt to perform the duties of other functions or subject matter experts described in this instruction unless expressly authorized to do so by competent authority.

· Will not be part of the casualty notification team.

· Will maintain close contact with base support agencies (medical, legal, mental health, transportation, family support center, and others) for continued long term assistance and assistance for other family members not located on the installation.

Will keep a log documenting time, place, duration, and subjects covered, etc. for each contact with the family. FLOs will maintain contact with the Mortuary Affairs Officer/NCO and provide updates as requested by that office. This log will be turned into the Mortuary Affairs Officer/NCO for filing in the Mortuary Case File (when a case file is opened) upon completion of FLO duties.

TAB B

 “FOR YOUR INFORMATION ONLY”

This section is included as background information and to aid your understanding of the bigger picture of what services and activities are being provided to the survivors and victims of a crisis 
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1. Chaplain, Youth Services, Family Support, Life Skills and Health and Wellness Centers have programs with professionals to assist you.

2.  Refer to agency directory at front of this guidebook.  Remember, you’re not alone when giving support.

3.  When a friend or acquaintance has experienced a loss, how often have you thought, "I don't know what to say," or "I don't know what to do.”

· Communicating concern can be difficult.  We don't know how the other person is feeling, so we can't simply say, "I know how you feel."  We get caught up in worrying about saying or doing "the right thing," sometimes to the extent that we do nothing.  

· This section deals with the most important aspect of helping others through loss, communicating.  It suggests simple ways to extend sympathy, but for those who wish to provide ongoing support through the grieving process, it also focuses on improving communication skills.

· Being an effective communicator and listener is important in all areas of life, but it is essential if we want to help someone who is in pain following a loss.

We give most of ourselves, when we give gifts of the heart: love, kindness, joy, understanding, sympathy, tolerance, forgiveness.

                                                                           W. A. Peterson
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EFFECTIVE COMMUNICATION DURING GRIEF

1.  Active Listening:

· When people fail to communicate effectively, the problem often lies with their listening.  When we listen passively or with "half an ear," we miss too much vital information to be effective helpers.

· Active listening means we listen fully not just with both ears, but with our eyes and intuition as well.  We give the speaker 100 percent of our attention.  We are fully available physically and emotionally.

· Active listening is a process of listening and responding, not just to the content of what is being said, but also to the feelings that are often unsaid.  When we listen to a person this way--“heart-to-heart”--the person feels cared for.  Caring itself is healing.  The door to communication will not open more than a crack until the person who has experienced loss feels you genuinely care about his feelings.

2.  Opening The Door:

· We begin by letting the person who has experienced loss know we are available for support.

· We can use words that will open the door to further communication as we are expressing our concern.  As you look down this list of "door opening" statements, remember what you say will be communicated more by your tone of voice and facial expression than by the words themselves.

· Your body language is a powerful communicator.  Leaning forward, moving toward the person, touching an arm or shoulder can all send a message of caring.  When the other person is talking, verbal responses such as "um-hmm," "yes," or “I see" can let the person know you are with him/her.

· With losses that are not so obvious, it may be harder to reach out to the person with offers of help.  Here are some possibilities:

· I am concerned about you.

· I have noticed lately that you seem very tired.  Would you like to talk about it?

· You seem upset about something.  I'm willing to listen.

· You seem to be working very hard lately, is everything all right?

· I really miss you -- you seem preoccupied with something.

· Whatever is distracting you must be very important.  Please know I have a      

     listening ear if you need to talk about it.

3.  Becoming An Emotional Mirror:

· Listening actively means recognizing what the person is feeling, then responding by reflecting this feeling back to the person in words.

· You become what the late psychologist Haim Ginott calls an “emotional mirror."

· The mirror’s job is not to judge, criticize or interpret what it sees, only to reflect.

· By helping the person clarify their feelings and put them into words, you show you are genuinely hearing what he/she says—not just the content, but the feelings beneath the content.

· Discovering someone else understands and cares about what we are feeling inside is comforting and healing.

4.  Nonverbal Communication:  

· The communication process is nonverbal as well as verbal.  Behavior may express meaning more clearly than words.  To be an effective communicator, focus on body language and tone of voice.

· In evaluating your own nonverbal communication skills, consider the following:



DO’S




DON'T
Eyes
Give good eye contact



Stare, glare, avoid eye contact

Voice
Speak loudly enough to be heard clearly
Speak too loudly or softly

Voice
Communicate in a tone of understanding
Sound disinterested, gruff, 

                                                                                                 impatient, or sarcastic

Face
Reflect your own or others feelings

Frown, yawn, scowl, or look blank

Posture
Lean forward slightly, relaxed


Lean away, be rigid, slouch, 








cross your arms


Movement Move toward





Move away

Distance
Position at arms length



Position too closely (less than three








feet) too far away

Touch*
Give handshakes & hugs


Grab, be overly affectionate

*Although touch is a great healer, it's best to use it with discretion.  Some individuals have had negative touch experiences, while others are simply not comfortable with touch.

5.  Avoid Communication Blocks:

· To truly help someone who has experienced a loss, it is important not to block communication by making statements or comments that would close the person off.  For example, if the grieved says, “I am very sad or lonely," you would want to avoid making these kinds of remarks:

-  Threatening.  "Feeling like that will only make things worse."


-  Lecturing.  "You should be glad, it could have been so much worse."




-  Moralizing.  "You ought to be trying harder."




-  Blaming.  "Well, maybe you brought this on yourself."




-  Advising.  "If I were you, I'd start getting out more."




-  Over sympathizing.  "It's too bad so many terrible things happen to you."




-  Questioning as probing.  "Well, what is making you so sad."



-  Kidding.  "I never would have guessed it.  You don't look sad to me."




-  Sarcasm.  "Well, how can a sweet thing like you be sad?"



-  Praising.  "You really are great, you have so much to be thankful for."



-  Name-calling.  "Big boys don't cry, cheer up."




-  Ordering/commanding.  "Don't give me that stuff, get up and get busy."




-  Criticizing.  "Feeling like that won't get you anywhere."




-  Analyzing.  "You're just feeling inferior today, you'll work it out when you see

                how lucky you have been.”




-  Rejecting.  "It's up to you now.  I can't do anything about it."




-  Counterattack.  "Well, look at how many other people are more sad than you."




-  Placating.  "Well, everybody feels sad and lonely some of the time."

    


-  Over identifying.  "I know what you mean, I have been really sad all this week."
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1.  No two people grieve the same way.  But research has shown that there are stages of grief that many people pass through following a loss.  Keep in mind that the bereaved may not experience these stages in this particular order.  It may vary.  Also, it may happen that the person grieving may experience many stages at one time and may experience a specific stage more than once.

2.  The Stages are:

· SHOCK

· PANIC

· DENIAL

· RELEASE

· GUILT

· ANGER

· DEPRESSION

· RETURNING

· HOPE

· ACCEPTANCE
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COPING WITH THE AFTERMATH OF A DISASTER

1.  Some people have lost loved ones, and many more have shared their sense of loss and the horror that resulted from this disaster.

2.  Some people live in shelters or motels for days under trying circumstances.  This disruption and dislocation adds to the stress of the loss and the disaster.

3.  Living through emotionally traumatic experiences challenges people’s ability to cope.  As the recovery from a disaster continues, the experience may wear more heavily on everyone’s resources and emotions.

4.  Summarized below are some common reactions to traumatic stress.  Although these thoughts, feelings, and actions can be very upsetting, it is important to remember they are normal reactions to an abnormal and stressful situation.

Thoughts

· Recurring dreams or nightmares about the disaster.

· Reconstructing the events surrounding the disaster in your mind, in an effort to make it come out differently.

· Difficulty concentrating or remembering things.

· Questioning your spiritual or religious beliefs.

· Repeated thoughts or memories of the disaster, or of loved ones who died in the disaster, which are hard to stop.

Feelings

· Feeling numb, withdrawn, or disconnected.

· Experiencing fear and anxiety when things remind you of the disaster, particularly sounds and smells.

· Feeling a lack of involvement or enjoyment in daily activities.

· Feeling depressed, blue, or down much of the time.

· Feeling bursts of anger or intense irritability.

· Feeling a sense of emptiness or hopelessness about the future.

Behaviors

· Being overprotective of your family’s safety.

· Isolating yourself from others.

· Becoming very alert at times, and startling easily.

· Having problems getting to sleep or staying asleep.

· Avoiding activities that remind you of the disaster, avoiding places or people that bring back memories.

· Having increased conflict with family members.

· Keeping excessively busy to avoid thinking about the disaster and what has happened to you.

· Being tearful or crying for no apparent reason.

Coping

· Healing and recovering from the emotional effects of the disaster can take a long time.  When you can, allow yourself to feel sadness and grief over what has happened.  Talking to others about how you are feeling is important.

· Try to keep in place family routines such as regular meal times and other family rituals.  These will help you to feel as though your life has some sense of order.

· Upsetting times can cause people to drink alcohol or to use drugs in a way that causes other problems.  Try to cope with your stresses without increasing your use of alcohol and drugs.  Alcohol and drugs won’t help in the long run.

· Healthy practices such as eating well and getting enough sleep are especially important during stressful times.

· Forgive yourself and others when you act out because you are stressed.  This is a difficult time, and everyone’s emotions are closer to the surface.  Be certain your stress does not become an excuse for child or spouse abuse.

· Don’t let yourself become isolated.  Maintain connections with your community friends, relatives, neighbors, co-workers, or church members.  Talk about your experiences with them.
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1.  A few general guidelines may be useful in deciding when normal reactions to disaster become problems requiring assistance:

· When disturbing behaviors or emotions last more than four to six weeks.
· When a person’s behaviors or emotions impair his/her normal functioning (including functioning at work, in the family, or at school); or
· Anytime an individual feels uncomfortable or concerned about his or her behaviors or emotions.
NORMAL BEHAVIOR/STRESSED BEHAVIOR

In Children
	Age
	Normal Development
	Possible Stressful Reactions
	Consider referral for professional assistance

	Preschool 

(1-5)
	Thumb sucking, bedwetting
	Uncontrollable crying
	Excessive withdrawal



	
	Lack of self-control.  No sense of time.  Want to exhibit independence (2+)
	Trembling with fright, immobile
	Does not respond to special attention

	
	Fear of the dark or animals, night terror
	Run aimlessly
	

	
	Clinging to parents
	Excessive clinging, fear of being left alone
	

	
	Curious, explorative
	Regressive behavior
	

	
	Loss of bladder/bowel control
	Marked sensitivity to loud noises, weather
	

	
	Speech difficulties
	Confusion, irritability
	

	
	Changes in appetite
	Eating problems
	

	Middle childhood 

(5-11)
	Irritability, whining, clinging
	Marked regressive behaviors, sleep problems, weather fears
	

	
	Aggression, question authority try new behaviors for ‘fit’
	Headache, nausea, visual or hearing problems
	

	
	Overt competition with siblings for parents’ attention
	Irrational fears
	

	
	School avoidance
	Refusal to go to school, distractibility, fighting
	

	
	Nightmares, fear of dark
	Poor performance
	

	
	Withdrawal from peers
	
	

	
	Loss of interest/concentration in school
	
	

	Early Adolescence

(11-14)
	Sleep disturbance
	Withdrawal, isolation
	Disoriented, has memory gaps

	
	Appetite disturbance
	Depression, sadness, suicidal ideation
	Severely depressed, withdrawn

	
	Rebellion in the home/refusal to do chores, Physical problems (skin, bowel, aches and pains)
	Aggressive behaviors, Depression
	Substance Abuser, Unable to care for self (eat, drink, bathe)

	Adolescence 

(14-18)
	Psychosomatic problems (rash, bowel, asthma), Poor concentration
	Confusion
	Much the same as middle childhood

	
	Headaches/tension hypochondrias, Appetite and sleep disturbance, Agitation, apathy, Irresponsible behavior
	Withdrawal, isolation, Antisocial behavior, i.e. stealing, aggression, acting out
	Hallucinates, afraid will kill self or others, Cannot make simple decisions

	
	Begin to identify with peers – have a need for alone time –may isolate self from family on occasion
	Withdrawal into heavy sleep OR night frights, Depression
	Excessively preoccupied with one thought
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C CONSIDER

· When you consider the effects of grief on children, remember first that grief like death has no respect for age.

· The experience of grief is not based on our ability to “understand” but our ability to “feel”.  We grieve because we have loved and any child who is old enough to love, is old enough to feel grief when someone dies.

· As youth confers no immunity from grief, so age confers no complete understanding of it.  In the face of death, we are all “children”.  Thus, explaining death to children begins when we dare to consider our own feelings and face ourselves in the real light of grieving experience.

H HONESTY

· When talking about death with children “Honesty is the only policy”.

Because death is an uncomfortable subject, we try to “spare the children” (and ourselves) by not talking about it.  We avoid words like “die” and “dead” and say “passed away” or “expired”.  But half-truths and euphemisms intended to “ease the pain” only make it worse when the child learns he has been told a lie.  In times of crisis, children desperately need some one they can trust to give honest answers in simple language.

· If you are worried about having all the “answers”, take heart - you never will.  Just remember when you don’t have the answers, have the courage to say “I don’t know”.  Then join your children in finding the facts in their own way.  You will give them something better than answers.  You will give them the guidance and courage to seek the truth.

I INVOLVE

· To “involve” children, means to provide a variety of ways to discover the realities of death and express the emotions of grief.

· Like the atomic explosion that results when the center or nucleus of an atom is split, the experience of death at the center of our lives unleashes enormous energies.  As we have learned to harness atomic power in our environment, so too can we harness the explosive energies of grief in our lives.

· The power of grief lies largely in its pressurized condition.  It makes us restless yet exhausted, hypersensitive yet numb.  While tears are our most natural outlet, you can also help children by providing opportunities for active and creative play.  Clay, paper, crayons and puppets are just a few useful toys in helping the very young express their feelings.  Even when you cannot agree with them, try to help the child talk about his play and let him know you accept the validity of his feelings.

· With the release of pressure, comes the realization of pain; the desire for escape, explanation and perhaps revenge.  Understanding the importance of involvement in the funeral can help you face the loss, gain understanding and focus the energies of revenge on rebuilding.

· The funeral has many helpful components you may want to consider.  For instance, the simple act of viewing the body can help children understand the physical truth about death in a way that words alone cannot explain.  If you hesitate to expose your children to this custom, remember their image about death through TV fantasies would frighten most adults.  For younger children, involvement may mean placing a small bouquet, a photograph, a colored picture or prized possession into the casket to say “goodbye”.  Simply printing their own name on the register book helps to say, “I was here”, “I’m important too!”

· For teens, presenting a brief eulogy or poem at the funeral, placing a personal letter in the casket, being an acolyte, reader, or casket bearer or any number of other creative acts of involvement can be constructive rituals.  If the child is a family member of a Squadron, presenting them with the unit’s pin is something special they share with their mom or dad.

· A child learns to grieve as he learns to love - one step at a time.  For this reason, bringing children to a funeral before a crisis occurs is good education.  Gradually then, they have an opportunity to assimilate the experience of sharing sorrow.  Regardless, when tragedy strikes, children need to be involved to share the experience with you.

L LISTEN

· If we would relate to the grief of children of any age, we must learn to “hear” the whole message of their words and behavior.

· It is not unusual for a child from the ages 5 to 12 years to feel that the gathering of relatives and friends is a reunion.  They are happy to see those they love.  It is after everyone leaves that calling and visiting is so important.

· When a child asks, “why did he die?” our best response may be another question:  one that clarifies “our” understanding of “his” question.  A statement such as, “I’ve wondered about that myself, and I’m not sure I have the whole answer - what do you think?” acknowledges the validity of the child’s question and gives him permission to share what he really thinks.  When we respond in turn, we must take care that our words and actions are consistent with what we mean to say.  It requires some practice, but improving the way we listen and respond to each other pays valuable dividends in understanding and gives the child confidence in his/her search for meaning.

D DO IT OVER AND OVER

· This last letter reminds us that the healing of grief is a painfully slow process of repetition.  For children, as well as adults, the general cycles of grief are: shock and numbness, pain and confusion, exhausted depression and renewed strength.  These cycles continue in random order until each has been successfully worked through.  Typically, the process of healing is interrupted by other changes in life and our grieving may lie dormant for a time.  Though months or even years intervene, the unfinished work of grieving often returns in different forms for unexplained reasons.  When it does, we are wise to accept it as one of the belated “gifts of grief”.  For “good grief” like happiness itself, is not a point of arrival, but rather a mode of travel.  That perhaps, is the silver lining that the “child” in all of us must learn to understand about grief.
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1.  CISM team services will be activated at the onset of an event as stated below.  The CISM team chief decides the role you play as a senior spouse.  Knowledge of CISM team services is important as part of your crisis preparation phase.  Many types of events have the potential to produce individual and community traumatic stress--a significant event that overwhelms a person’s usual abilities to cope.  Such events may include, but are not limited to, mass casualty or multiple injury, line of duty death, aircraft mishap, death of a child, suicide, homicide, acts of terrorism, incidents that attract excessive media attention and natural disasters.  In accordance with AFI 44-153, CISM services must be provided in response to all class A aircraft mishaps.  The goal is to assist those affected by traumatic events to cope with the normal stress reaction in an effective manner.  Services are intended to minimize the impact of exposure to these events and prevent or mitigate long-term effects.

2.  CISM services include:

· Pre-Exposure Preparation (PEP) Training:  A preventative approach to help individuals prepare for and cope with potentially traumatic events.  It can be useful for everyone facing exposure to a potentially traumatic event, and promotes optimal performance.  Training focuses on practice of effective approaches to stress.  The PEP training is conducted when exposure to potentially traumatic events, such as a mobilization deployment, is expected.  When PEP training is not possible and a potentially traumatic event has occurred, individuals not directly involved in an event can be briefed on normal trauma reactions and effective coping mechanisms.

· Critical Incident Stress Debriefings (CISD):  The CISD or debriefings are strategies to help prevent or mitigate long-term emotional problems after a traumatic event happens on a base or during deployment.  The goal is to encourage people to understand the normal behavioral, emotional, physical and cognitive reactions to traumatic events and to promote effective coping.  A debriefing is a structured group process between the people directly involved with the critical incident and trained CISM team members.  It serves to mitigate the stress impact through ventilation of thoughts, feelings, and reactions, along with educational and informational components.  Debriefings are not counseling sessions or group therapy and should be conducted only by trained CISM personnel.  Debriefings are usually conducted between 24 and 72 hours after the incident has ended and can last up to three hours.

· Defusing:  Stress defusings are shortened versions of debriefings and are educational.  Defusings represent the first line of critical incident response and are accomplished as soon as possible, within 12 hours of exposure to the incident and while repeat exposure to the event might continue.  Defusings may be used as an interim measure when disaster/incident response limits people from being able to participate in CISD until later.

CISM services should only be provided by trained personnel.  To request CISM services or to discuss the applicability of an event to critical incident stress services, contact the Life Skills Support Center at _______, or after hours, the Command Post at ________, and ask for the on-call 

TAB B, ATTACHMENT # 8

FAMILY ASSISTANCE CONTROL CENTERS

FAMILY ASSISTANCE CONTROL CENTER (FACC)

1.    When a tragedy hits an Air Force installation we are well prepared to deal with the situation.  Our on scene response mechanism and, if appropriate, our casualty notification system are outlined in detailed plans, exercised often, and work extremely well.  An area, which in the past, has not been defined as clearly deals with events which follow in the aftermath of these type of situations - working with immediate family members and other relatives of those impacted by the event to ensure their needs are met and their questions are answered.  

2.   Family Assistance Control Centers (FACC) are part of part of the solution.  FACCs are a place people who have been impacted by the event can come to for practical, emotional and spiritual assistance, a place where they will receive accurate and timely information about the situation and a place where they can get the support and comfort of the staff and others impacted by the event.  FACCs will look different from situation to situation.  A FACC set up in response to a natural disaster might be co-located with a shelter and include representatives from all key FACC agencies  (Family Support, Chaplain, Mental Health, Public Affairs, Legal and American Red Cross).  In contrast, a FACC set up in response of a single aircraft accident with one or two casualties might very well be located in the Family Support Center and be manned exclusively by the FSC staff and volunteers.

3.  Family Assistance Control Centers are a key element of the crisis response equation.  You need to be familiar with the plans for your installation’s Family Assistance Control Center.  Please see your FSC Flight Chief for more details.
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CASUALTY ASSISTANCE

CASUALTY ASSISTANCE

CASUALTY ASSISTANCE OFFICE

Responsibilities:

1.   The Casualty Assistance Office:  The Casualty Assistance Office is responsible for: forming/dispatching the notification team; sending initial and supplemental messages to HQ AFPC Casualty Control Center, drafting the initial condolence letter; and making notifications to all required squadron, group, and wing personnel.

2.  Notification Team:  The team consists of a field grade officer, chaplain, and medical technician.  The notification team will respond to the request for Casualty Assistance, MPF Bldg#______________, Phone # ____________(Customer Service) immediately after being contacted.  They must be in service dress uniform.  Once the team is assembled, they will be briefed and given the initial condolence letter and dispatched.  A staff car and driver will be provided.  A list of notification officers is maintained for the wing in the casualty office.  NOTE:  If the casualty is active duty assigned to the Wing, the member’s squadron commander will be the notification officer when possible.  It is important to remember that when you are a notification officer, member of a notification team, or providing casualty assistance after initial notification, the Air Force is liable for any promises made to the surviving spouse/next of kin.

PHONE LISTING

                                           DUTY                                      NON-DUTY
Command Post                

                                  24 hrs

Casualty Office               

                                  thru Command Post

HQ AFPC Casualty Service Center

Toll Free

      1-800-433-0084

        24 hrs

Commercial

      (210) 652-3505

        24 hrs


**All Casualty Notifications must go through the Base Command Post**

If you are advised of an active duty Air Force casualty, try to obtain as much information as possible, (e.g., name, grade, SSN, location, brief description of incident, and any other personnel involved).  Pass on this information to the base Command Post.  The Command Post will then begin the notification process.

CASUALTY NOTIFICATIONS

1.  Purpose of casualty notifications:

· To provide dignified, compassionate, and humane notification to family members and other designated persons as promptly as possible after a member’s casualty status is determined.

2.  Casualty status defined:  

· Deceased - a status applicable to a person who is known to have died or is determined to be dead as the result of finding of death or a presumptive finding of death.

· DUSTWUN - Duty status whereabouts unknown; a transitory casualty status.  Responsible commander suspects the member may be a casualty whose absence is involuntary, but does not feel sufficient evidence exists to make a determination of missing or deceased.

· Missing - A status applicable to a person who is not present at his or her duty location due to apparent involuntary reasons and whose location may or may not be known.

3.  Selections of military unit to effect notification:

· The Air Force activity nearest the next-of-kin (NOK) residence is tasked to accomplish notification


-  Active duty base


-  Separated units


-  Air National Guard bases


-  Air force reserve units


-  Air force detachments

4.  Notification team composition:

· Field grade officer (Team chief)

· Base chaplain

· Medical technician

Note:  Notifications should not be delayed due to the inability to obtain a chaplain or medical technician

5.  Transportation to accomplish notification:

· Vehicles authorized for use

-  Air force sedan (preferred)

-  Air force station wagon

-  Privately owned vehicle (last resort)

6.  Making the notification:

· Casualty assistance representative provides team

· Briefing, advice, instructions if things go wrong, maps

· Address for NOK

· Casualty operation center toll free number

· Transportation

7.  Notification officer’s actions:

· Verify contact with correct party

· Avoids making detailed statements about incident

· Refers NOK to casualty ops center for information on overseas casualties

· Refers NOK to installation commander for information on CONUS casualties.

8.  Other notification actions:

· Inform NOK of 24 hours contact by casualty assistance representative

· Defers all questions about benefits, burial, similar matters to the qualified persons

· Determines from NOK if they wish for the air force to notify secondary NOK.  If air force is to notify other NOK, obtain the following:

-  Name


-  Relationship


-  Address


-  Telephone number for those NOK

9.  Upon completion of notification:

· Notification team provides the following to the casualty operations center

-  Date/time NOK were notified


-  NOK's home phone number


-  Confirms NOK's address


-  Provides names, addresses, and phone number of other NOK to be notified

· If notification team has problems contacting the NOK, the casualty operations center should be contacted immediately.

CASUALTY NOTIFICATIONS:  WING AND INSTALLATION COMMANDERS

1.  The wing and group commanders play a vital role in major accidents and deaths.  The overall command and control for major accidents is the responsibility of these commanders.  

· Recovery - Confusion will be the norm following any major aircraft accident.  Immediate notification of key players through the command post is essential to timely response.  The Disaster Response Force and casualty personnel will almost always be required in an aircraft accident.  A Search and Rescue or Search and Recovery team will be utilized as appropriate.

· Notification - Technical guidance, control, and composition of the casualty notification team is the responsibility of the casualty assistance representative.  The responsible unit commander will normally be the actual notification officer.  The wing or group commander will normally not accompany the team.  However, if either chooses to accompany the team, he/she should perform the functions of the CNO.  All members of the team must personally receive a briefing from the casualty assistance representative.  Initial crash notifications to the NOK may be accomplished immediately.  The death notification will only be accomplished after verification of death by the wing or group commander.  Information the mortuary officer is responsible for will be communicated by him/her directly to the primary or secondary NOK’s.

· News Releases - No names of deceased will be released until the casualty assistance officer approves of its release.  All primary and secondary NOK will be notified before any release is made to the media.  Only casualty assistance can verify notification to primary and secondary NOKs. (This requirement may be waived when a military accident in a civilian community causes significant property damage or civilian loss of life.  This may be necessary when the commander needs to immediately reassure the community the Air Force members were well qualified and experienced, or when civilian authorities need information on the members to identify the accident victims’ remains.)
· Support - Follow on support may be needed and continue for up to several days or weeks.  Most items perceived by the civilian communities to be support are already covered through various base agencies; i.e. casualty assistance, mortuary affairs, and the unit commander.  Additional support from the wing or group commander would be appropriate; i.e. condolence letters, personal visits, etc.  These may be accomplished within the first few days following a death.  Experienced spouses may, in some cases, be very supportive.

· Memorial Services - The wing or group commander may confer on propriety of a base memorial service.  Many factors should be considered in the propriety of such a service.  Possible criticism could result in holding a service for one person and not another.

CASUALTY NOTIFICATIONS:  UNIT COMMANDERS/FIRST SERGEANTS

1.  Casualty notification:  If you are contacted about a death in your unit, immediately call the command post at.  Get all your updates on what’s happening from the casualty assistance representative.  You will get misinformation and perhaps act incorrectly if you do not follow this step and do not stay in daily, close contact with both the casualty assistance representative and mortuary officer.
· Identification:  If the need arises, the unit commander of the deceased active duty member will provide a unit member to make a positive identification of the deceased.

· Active duty deaths:  For active duty deaths, secure the person’s belongings at work, in the dorm, in transient quarters, at the gym, at the TDY location, etc.

· Notification:  The unit commander normally will be responsible for making the notification to the NOK for deceased active duty members from his unit.  Make sure to contact the casualty assistance representative first to obtain information about initial notification, circumstances of death, etc.  If the NOK lives outside the area, you may want to call him/her.  Offer to assist in any way you can, but do not attempt to answer any questions about anything related to the death, recovery of remains, benefits, etc.  You may best help by writing down all questions, regardless of what they are about, and giving them to the casualty assistance representative or mortuary officer.  He/she will obtain the information and get it back to the NOK.  Blunt and inflexible as this statement is, most confusion, irritation, and dissatisfaction in how the Air Force assists the NOK occurs at this stage.  Do not contact the NOK except as part of the casualty notification team unless the casualty assistance representative advises you that official air force notification has been made.  Don’t let spouses or squadron friends try to answer questions concerning death, circumstances, status, etc.  The tendency is to want to help immediately.  Friends often think they know the answers and will tell the NOK what they believe.  Even if a friend explains, “I think I know the answer is _____, but I am not sure; the NOK takes the comment as truth guaranteed!  Do not make any promises for the Air Force for the reasons stated above.  The best help you can give to the NOK is to console him/her and make sure that every question even remotely related to the death or benefits is passed on directly to the casualty assistance representative or the mortuary officer.

· Family Support:  The unit commander will be responsible for providing family support to the NOK; for example, unit spouses to assist the bereaved through the bereavement period.  Additionally, the unit commander will immediately recommend a Summary Court Officer for appointment by the installation commander to handle the personal effects of the deceased.  The unit commander is responsible for preparing circumstance/condolence letters IAW AFI 36-3002, Chapter 5, within 48 hours after the casualty occurs.  Letters of circumstance are not required when the NOK is present and/or has firsthand knowledge of the incident, or has been personally advised of the circumstances by official Air Force sources.  The condolence letter is not required when the NOK has been personally contacted by the unit commander.  The letter of circumstance may be combined with the condolence letter.  The letter(s) will be coordinated through the Personnel Affairs Unit prior to signature by the installation commander and dispatch.

· Call the casualty assistance representative and mortuary officer regularly to receive an update on actions.

CASUALTY NOTIFICATIONS:  MEDICAL REPRESENTATIVE

Responsibilities of the medical representative during notification of the NOK:

1.  Medical representative (doctor or nurse) will accompany the casualty notification team if requested by an authorized official; i.e., the wing commander or the casualty assistance representative.  Prior to responding, the medical record(s) of the NOK will be reviewed to determine if there is any information contained in the medical history that may warrant special treatment/consideration.

2.  When participating in the notification, the medical representative is equipped with tranquilizers and other emergency assistance as required.  He/she assists in seeing that a responsible individual stays with the notified NOK.

3.  Human resources utilized are dependant upon the status of the deceased person.  For example, if the deceased is:

a.  Flying personnel:  The notification team will be accompanied by a flight surgeon.

b.  Non-flying personnel:  The notification team will be accompanied by a nurse or 

      doctor.

4.  Material resources normally will consist of medications, principally tranquilizers.

LEGAL SERVICES PROVIDED IN CASUALTY CASES

1.  Recovery of Remains and Coordination with Civil Authorities:  Legal Office personnel will normally respond to the scene of a major accident or disaster involving military resources.  If the incident occurred while on private land, legal representatives will obtain necessary consents from landowners to enter the private property.  Claims procedures for reimbursement for any damages relating to a recovery operation will be briefed.  In cases involving casualties, Legal Office personnel will coordinate with Office of the State Medical Examiner to see if a Deputy Medical Examiner may pronounce any casualties dead at the scene, thereby expediting removal of remains.  Remains must then be transferred directly to the local Coroner.  In other cases, Medical Group personnel will normally coordinate with the State Medical Examiner as circumstances warrant.

2.  Humanitarian Support Provided for Next of Kin:  Briefings on entitlements, death gratuities, and funeral rites are provided by the casualty assistance representative and mortuary affairs officer respectively.  Legal counseling as to estate, tax, and probate questions will be provided by an active duty or reserve judge advocate upon request.  Assistance may include actual help with the transfer of vehicle or property titles issued within or by the State of residence.  Consultation, advice, and assistance on all personal civil legal matters may be provided by legal assistance officers on request.  Services outlined in this paragraph are available to all eligible clients.  Clients eligible for legal assistance services include retired military personnel of United States forces and their dependents, dependent survivors of military personnel including those retired and civilian employees of United States Armed Forces at isolated installations or installations in foreign areas.  (Ref: AFI 36-3002, AFP 110-3)

3.  Secure Personal Effects:  The mortuary affairs officer is responsible to collect, safeguard, and return to NOK any personal effects found at the scene of the accident.  Any questions as to who would be first in line, as NOK, can be addressed to a judge advocate.  The claims section of the base Legal Office will provide the NOK with necessary forms and a briefing concerning any personal property of the deceased which was damaged or lost in the incident.  On request, claims personnel, in conjunction with the Transportation Office will provide briefings and assistance in case of “Blue Bark” shipment of household good.  (Ref: AFR 143-6, AFI 36-3002, AFM 112-1)

4.  Disposition of Remains:  A judge advocate will respond to any inquiries of a legal nature regarding disposition of remains which the mortuary affairs officer or casualty assistance representative have been unable to address or resolve.  (Ref: AFI 36-3002)

5.  Request for Documentation or Records:  Legal Office personnel will assist commanders in securing approved copies of Aircraft Accident Investigation Reports and in their release to NOK on request from commanders concerned.  (Ref: AFI 51-503)

6.  Pro Bono Legal Services Outreach Program:  Some legal support may be available to the NOK via the Pro Bono Legal Services Outreach Program.  Bar associations, law firms, and solo-practitioner attorneys located throughout the United States have volunteered services free of charge to the primary NOK of service members killed or injured in a military operation in support of the war on terrorism.  The program saves the next of kin the cost of legal fees and simplifies the process of locating a civilian attorney specialized in their area of need.  For a referral, contact AFLSA/JACA, Commercial (703) 697-0413, DSN 227-0413, 1420 AF Pentagon, Room 5C263, Washington, DC, 20330-1420.
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HANDBOOK

MORTUARY AFFAIRS

HANDBOOK
INTRODUCTION

This handbook was developed to advise unit commanders and staff agency chiefs on how best to assist family members in the event of a death in their unit.  It outlines the responsibilities of various staff agencies and provides helpful hints to follow.  Each casualty situation is different; therefore, we must prepare ourselves accordingly.  Our mission in the Air Force is dangerous and the possibility that someone may die is ever present.  No one knows specifically how anyone will react; however there is a common desire of all, and that is the sincere love and support of friends.  Please take the time to become familiar with your role.

WHAT HAPPENS WHEN SOMEONE DIES

1.  Notification:  When an active duty or family member death occurs, someone on base is notified--the Security Police; hospital; mortuary officer; group; wing; squadron commander; or the command post.  If you are contacted by anyone about a death, call the command post at (Local number), unless the caller tells you the command post has been contacted.  The command post will contact other involved agencies.


a.  Active Duty Deaths:  The on-call casualty assistance representative will be contacted by the command post and will ensure the person authorized direct disposition (PADD) and other family members are officially notified of the death.  A casualty notification officer, who has been briefed by a casualty assistance representative, will normally make notification.  A chaplain and a medical representative may accompany the casualty notification officer.  If the NOK lives in the local area, the unit commander will go on the notification visit.


Note:  The PADD may be notified of the death by a doctor, sheriff, neighbors, or through other means.  The official AF notification must be made before anything else related to mortuary affairs happens.  If there has been a plane crash, drowning, etc., where the remains have not been officially identified by competent/professional/ identification authorities, the NOK will not be officially notified of the death of an active duty member.  The mortuary officer will not obtain disposition instructions from the PADD until the remains are officially identified and the PADD has been officially notified through Air Force channels; i.e. AF casualty notification team.  Mortuary Affairs will brief the family at their convenience after notification has been made, to ensure the PADD is composed enough to make sound decisions concerning disposition and internment of the deceased member.

b.  Family members of Active Duty Personnel:  The unit commander, accompanied by other staff members (first sergeant, chaplain, medical representative, etc.) will make the notification.  If the PADD has already been notified, a visit to the family may still be appropriate.

2.  Secure Personal Effects (Primarily active duty deaths and civilian employees):  The mortuary officer immediately advises the unit commander to ensure personal effects are secured.  This includes the belongings on and off base, at work, in automobiles, etc.  Contact with local authorities may be necessary for off base actions.

3.  Recovery of Remains:  This can be accomplished by a civilian or military hospital or by the mortuary search and recovery team in the event of a plane crash, natural disaster, or other situation.  Remains are kept in a civilian or military hospital or a morgue, until disposition instructions are received.  Disposition is then effected based on the desires of the PADD.  Disposition will not be made until the recovery is completed, proper identification is accomplished, the NOK is notified, and disposition instructions are received by the mortuary officer.

4.  Summary Court Officer (active duty deaths only):  The installation commander is responsible for the appointment of the summary court officer(s).  Orders are published and the Mortuary Affairs Officer explains the duties.

5.  Explanation of Benefits:  After the remains are positively identified and the family has been notified, the mortuary officer and casualty assistance representative will visit the PADD and explain the applicable entitlements.  Remember, the Mortuary Affairs Office and Casualty Assistance Office are two separate organizations that have separate and distinct responsibilities.

6.  Escort (generally for active duty deaths only):  An escort is appointed when requested by the PADD.  There are specific rules, which define when escorts are authorized.  Orders are published and the Mortuary Affairs Office will explain duties.

7.  Transportation:  The mortuary officer requests transportation for the remains to the final resting place, designated by the PADD.  The escort accompanies the remains to the final resting place.

8.  Honors:  Military honors are authorized for active duty personnel, retirees, and veterans The PADD may request honors (bugler, color guard, firing party, pallbearers, chaplain, officer in charge) or may ask for only certain components.

9.  Reimbursement for Expenses:  Applications are completed for payment of monetary entitlements and for reimbursement for disposition-related expenses.  This procedure is complex.  The mortuary officer must work directly with the PADD since each case is unique.

10.  Survivor Assistance Program (SAP):  The Survivors Assistance Program was established to marshal all available resources in support of the family following an unexpected loss of life.  It serves families in the wake of tragedies with support and assistance.  SAP is responsive to the needs of family members providing long-term assistance beyond the funeral and/or memorial service.  The Wing Commander appoints a Family Liaison Officer (FLO) for each person lost in a mishap to provide assistance to families.

KEY PLAYERS AND WHAT THEY DO

1.  Mortuary Officer: The installation commander appoints the Services Officer as mortuary officer.  Assistant mortuary officers are also assigned to help the mortuary officer.  The mortuary officer is responsible for the administration and operation of all activities related to the mortuary affairs program as described in AFI 34-242 and other applicable publications.  Responsibilities include search and recovery of remains of active duty personnel from accidents or disasters, entitlements related to funeral home arrangements and burial or cremation and transportation of remains to final resting place.  Additionally, the mortuary affairs office oversight covers summary court operations for active duty personnel, providing honors for deceased Air Force members, and paperwork associated with the activities.  There is no other expert on base who handles these programs.

2.  Casualty Assistance Representative:  The casualty assistance representative, at the base MPF/Personal Affairs office, is responsible for submission of death reports and supplemental reports required by AFI 36-3002.  They are responsible for briefing the notification team prior to departing for notification.  The home installation commander is responsible for notification of primary and secondary NOK of any casualty involving a member of an organization based at that installation.  This responsibility is carried out with the cooperation of other commanders and HQ AFPC/DPCCA as needed.  A casualty assistance representative will visit the NOK to discuss benefits listed on AF Form 58, Casualty Assistance Summary (transmittal).

3.  Casualty Notification Officer:  The casualty assistance representative, at the base MPF/Personal Affairs office, informs the casualty notification officer (CNO) of the death.  The CNO goes to MPF Personal Affairs to receive a briefing concerning circumstances of the death, prior to making the notification.  The team, usually consisting of the CNO, chaplain, and a medical officer, is dispatched to the NOK’s home in an AF vehicle.  The vehicle is provided by transportation.  Members of the team will be in the service uniform.  The CNO will only tell the NOK circumstances that have been positively verified.  The CNO should ask the NOK if they desire the AF to make secondary notifications (parents, etc.) of if they want to do it.  Before leaving the NOK, confirm address and telephone number and inquire if there is anything else that can possibly be done.  Further, the CNO should contact both AFPC that official notification has been made.  If possible, inform the NOK of family support that will be provided and that a representative from the Casualty Assistance Office and Mortuary Affairs will be calling.

4.  Summary Courts Officer:  (SCO) (active duty only):  The mortuary officer will immediately request that the installation commander appoint an SCO.  The selection of a SCO may be from any on-base organization; however they are usually from the unit of assignment of the deceased.  The selectee will be told to report to the mortuary officer immediately for a briefing and to receive orders.  The SCO will handle all claims against the estate of the deceased, disposition of all personal property, and will turn in all government equipment and clothing in the possession of the deceased.  The SCO should be removed from all other duties and responsibilities until all summary court duties are completed.  The SCO must not leave the local area on leave or TDY without first contacting the mortuary officer well in advance.

5.  Escorts:  (generally only authorized for deceased active duty member):  The mortuary officer is responsible for obtaining an escort for the remains of active duty personnel.  An individual for escort duty may be selected from any on-base organization, usually the deceased member’s unit.  The escort should be of equal or higher rank than the deceased and the same race and religion if possible.  The mortuary officer is responsible for the escort’s TDY orders and for briefing the escort on his or her duties.    The Escort will accompany the remains from the funeral home to the final resting place.

6. Person Authorized Direct Disposition (PADD):  The specific person with the authority to determine the disposition of remains.  There is a specific legal order, determined by Federal Law, which dictates the correct person who is the PADD.  The Air Force is bound by this legal order, regardless of personal feelings or family situations.  

7.  Person Entitled to Receive Personal Property Belonging to a Deceased Active Duty Member:  As with the PADD determination, there is a legal (Federal Law) order of determining this entitlement.  The order for receiving property is not necessarily the same as for determining disposition of remains.  Note that this entitlement is only to determine who receives property from the Air Force.  Ownership is determined by other statutes.  The Air Force does not declare ownership.

8.  Chaplain:  The chaplain administers last rites, as appropriate.  He/she is responsible for the spiritual guidance and helps provide humanitarian support for the NOK.  On request he/she assists in arrangements for clergy support, funerals, and memorial services, in coordination with Mortuary Affairs.  He/she conducts funerals, memorial services, and graveside (interment) services, and assists in providing ongoing support for NOK during the recovery period.

9.  Family Liaison Officer (FLO):  As part of the Survivor Assistance Program (SAP), the Wing Commander appoints a Family Liaison Officer for each person lost in a mishap to provide assistance to families.  The FLO gathers info, provides updates (investigations), attends meetings, and provides referrals for grief counseling.  The FLO also acts as a liaison with all base agencies.  The FLO initiates and sustains communication with family until either the accident investigation board is complete; or the family decides they do not want unsolicited contact.

MORTUARY AFFAIRS

TABLE OF EVENTS

The following Table of Events for Mortuary Affairs activities is provided as general information only.  This timetable should never be used to reassure family members, or any other person connected with the death of a military member.  In almost every case, expect variations to this table. 

Day 1

The mortuary officer may contact the PADD (usually by phone) and arrange a meeting time, normally not the same day the death occurred.  He/she may discuss entitlement options, possible locations of burial, viewable or non-viewable, details of military honors, selection of escort, funeral expenses, and reimbursement schedules.  Purpose of the summary court officer (SCO), Family Liaison Officer (FLO), and the status of personal possessions may also be discussed.

Day 2

The mortuary officer may contact the PADD to advise them of the availability of the selected burial site and to make other arrangements if necessary.  He/she may advise the PADD of any complications that may have arisen requiring the PADD to make a determination.  He/she may advise the PADD of the name of the escort and discuss transportation arrangements.  The FLO will discuss their role and request ways to assist with entitlements-related business.  The FLO may also take notes during briefings and assist with messages/communications.

Day 3-5

Transportation may be accomplished and the PADD informed of detail flight numbers and times of departure and arrival.  The SCO may have made initial contact with the PADD by this time and advised them of his/her duties and actions to date.  The FLO is present, if requested by PADD, to continue to provide support under the Survivor Assistance Program.

Day 6

The SCO will keep contact with the PADD and help with some legal and financial matters under SCO authority until the duties and authority are completed.  This could be for a period of weeks or even years.  The FLO may be present to arrange appointments with various base agencies or even set-up grief counseling (if not accomplished already).

KEY POINTS TO REMEMBER

1.  Disposition Instructions:  After determining which PADD are entitled to give disposition instructions, the mortuary officer will contact the PADD by telephone or personal visit and will arrange for the disposition of the remains.  Disposition instructions must be obtained from the PADD in writing.  Before the mortuary officer visits the PADD, he/she must be certain that the PADD has been notified of the death  (Official notification through the casualty assistance office closest to the PADD is required for active duty deaths).

2.  Benefits:  The mortuary officer will carefully explain to the PADD mortuary entitlements and available options.  The casualty assistance representative will explain other benefits.

3.  Uniform:  In the event acceptable uniform or appropriate civilian attire is not available from the deceased’s personal clothing, the mortuary officer will obtain items as authorized from the Base Exchange at government expense.  The mortuary officer at government expense will accomplish clothing requiring sizing or pressing.

4.  Inspection:  Before the remains are transported, the mortuary officer, in the presence of the funeral director, will inspect the remains to ensure preparation is professional.

5.  Military Honors:  The mortuary officer is responsible for arranging military honors for eligible personnel when requested by the PADD.  If the deceased is to be buried outside the local area, the mortuary officer will use the Honor Guard AOR Document to determine the base that should provide the honors.  He/she will coordinate with that base’s mortuary officer to arrange for the honors.

6.  Transportation:  The mortuary officer is responsible for making all necessary arrangements for shipment of remains and transportation of the escort.  In some cases transportation of the NOK to and from the funeral services may be authorized.  The mortuary officer generates transportation requirements.  In CONUS, civilian common carrier service; i.e., plane, train, etc., is used to transport remains.  Limousines or hearses are used to transport remains to/from the common carrier terminal.

7..  Identification of Remains:  The mortuary officer will use all resources and capabilities (hospital, commander, security police, etc.) available to establish individual identification of remains.  When positive individual identification cannot be positively made locally, the mortuary officer will request an identification team be dispatched from the Armed Forces Institute of Pathology through the Air Force Services Agency, Randolph AFB, TX.

8.Funeral/Memorial Services:  The chaplain, in conjunction with the mortuary affairs officer, arranges for religious services.  He will respond to suggestions and reflect the desires of the PADD in his service preparations, but will follow the traditions and guidelines of the denomination where specifically required.  He will provide spiritual and moral support and counsel as requested.

9.  Family members of Active Duty Members:  Family members of active duty military personnel are authorized transportation expenses only.  Transportation is arranged for in the same manner as an active duty member. An escort is not authorized for family members.  

10.  General:

a.  There are considerable differences in entitlements and available services among the categories of active duty deaths, dependent deaths, and retiree/veteran deaths.

b.  The mortuary affairs office and casualty assistance office are two separate organizations that deal in different types of entitlements.  Do not confuse the two offices.

c.  There are considerable differences in mortuary actions taken when death occurs outside of the CONUS as opposed to within the CONUS.

FOR FRIENDS OF THE DECEASED AIR FORCE MEMBER

DO:
Help with household and social arrangements if they are open to this help.

Answer the telephone if they do not object.

Write down all questions the family may have and give them to the mortuary officer.  Remember that no matter what your experience, position, or rank, you are not qualified or authorized to make statements of any sort regarding mortuary affairs or casualty assistance such as possible entitlements or arrangements.

DON’T:

Contact the PADD until the PADD has been officially contacted.

Tell the PADD about search and recovery operations or the status of remains.

Make any promises for the Air Force.

Make any comments about past experiences you may have had with mortuary affairs or casualty assistance.

Attempt to answer any questions even remotely related to mortuary affairs and try to discourage others from answering such questions.

NEVER:
Make any comments regarding mortuary entitlements.  This cannot be overstressed.

You may believe a question is so obvious that you know the answer for a fact.  This is often is   true.  Some examples are: Are we authorized a military funeral?  Can my husband be buried in a private cemetery?  Can we have a flyover?  These and any other questions must be referred to the mortuary officer.  No one but the mortuary officer can officially answer these questions, no matter what their experience, rank, or position may be.

MEMORIAL SERVICES

1.  What is a Memorial Service?  A memorial service is held in memory of the deceased.  It is either in the absence of the remains (Body Not Recovered) or at the request of the installation/unit commander.  It is conducted for friends, colleagues, or even relatives who are normally unable to attend the funeral.  Family members who will be present for the funeral will normally not be expected to attend the memorial service.

2.  When should a Memorial Service be planned?  In the military, requests to plan a memorial service will usually be made by the unit commander/staff agency chief or the installation staff chaplain based on the following criteria:

· Friends and associates expressed clear sentiment for such a service.

· Requests from family and/or relatives (especially when body not recovered).

· Wing or unit commander’s request based on a judgment of propriety.

3.  Who plans a Memorial Service?  The base chapel, in cooperation with the mortuary affairs officer and the unit commander/staff agency chief, plan the memorial service.  The chaplain in charge will conduct the service in a manner consistent with denominational tradition, incorporating, as much as possible, the suggestions and wishes of family members and commanders.  He may request biographical information, assistance with eulogies and publicity.
SURVIVOR’S BENEFITS

BENEFITS FOR DEPENDENTS AND SURVIVORS OF ACTIVE DUTY

AIR FORCE CASUALTIES

Telephone contact with the surviving spouse/next-of-kin will be made within 24 hours after the official notification has been made to schedule an initial visit by the Casualty Assistance Office.  The initial visit time, date and place will be determined by the surviving spouse/next-of-kin and is usually within three days after official notification.  The following information will be briefed by the Casualty Assistance Office during their initial visit to the surviving spouse or next-of-kin:

· Death gratuity:

 -  $6,000 ($3,000 taxable)

             -  The death gratuity is a lump sum paid to eligible beneficiaries of a member who dies 

                 on active duty, active or inactive duty for training.  It helps the survivors meet 

                 immediate financial needs to ensure their readjustment.

   
-  The Air Force pays the death gratuity to these persons only, and in this order:

            -  The member’s lawful spouse

            -  The member’s children (equal shares).  State laws guide payments to minor children.

            -  The member’s parents, siblings or any combination the member designated.

· Unpaid pay/allowances:

             -  This is a lump sum the Air Force pays to the beneficiary named on the Emergency 

                 Data Card (DD Form 93).  It includes all pay and allowances due the member but 

                 unpaid at the time of death, including up to 60 days of accrued leave (minus days the 

                 member “sold back” to the Air Force during his or her career).

· Servicemen’s group life insurance (SGLI):

-  The service member determines the amount of SGLI coverage (some members decline 

   SGLI coverage).

 
-  The Casualty Assistance Office along with the Office of Servicemen’s Group Life 

                Insurance processes and pays claims under the jurisdiction of the Veterans Affairs.

· Survivor benefit plan (SBP):

-  This is a monthly payment made to the spouse (or in some cases, the children) of a 

    member who dies on active duty and is eligible for retirement (20 or more years of active 

    service).

-  The amount would be 55 percent of what retired pay would be for his/her years of service.  

   The percentage is reduced to 35 percent when the widow/widower is age 62.  However, 

   this amount will be offset by whatever is received from the VA for Dependency and 

   Indemnity Compensation (DIC).

· Government housing:

-  Family members occupying government housing on the date the member dies may continue to occupy such housing without charge for a period of 180 days.

-  If the family members are not occupying government housing, they may receive Basic 

   Allowance for Quarters and a Variable Housing Allowance for 180 days after the 

   member’s death. 

· Dependent travel and shipment of household goods:

-  The Air Force pays dependent’s moving expenses, including shipment of household goods 

   and one privately owned vehicle.

-  This entitlement ends one year after death unless Director of Joint Personal Property    

   Shipping Office (JPPSO) approves a request for extension.

-  The Air Force pays for temporary storage of household goods for 90 days in conjunction 

   with an authorized move.  If the NOK cannot remove the household goods within 90 days, 

   the Air Force may authorize an additional 90 days.  Contact the transportation office for 

   this request.

· Space available travel:

-  Family members lose their entitlement to space available travel when the sponsor dies, 

    because regulations state family members must be accompanied by their sponsor.

· Burial benefits:

· The installation Mortuary Services Officer helps survivors make funeral arrangements.

· Uniformed services identification card (ID CARD)

-  ID cards issued while the sponsor was alive are not valid.  The holder must apply for a 

   new card that he or she is a dependant of a deceased member.

-  Each card shows the privileges authorized for the holder and allows them the use of 

   these privileges at Uniformed Services installations where adequate services facilities 

   are available.

· Medical benefits:

-  Eligible family members may receive inpatient and outpatient care, including pharmacy 

   services, at Uniformed Services medical facilities.

-  Dental care available at Uniformed Services facilities subject to available space, facilities, 

   and staff.  The Civilian Health and Medical Program of the Uniformed Services is a 

   program in which the government shares the cost of civilian hospitals, doctors, and 

   pharmacists with eligible dependents.

-  This benefit stops when the person reaches age 65 and enrolls in the Social Security 

    Medicare program.  Contact the installation hospital registrar’s office if you have specific 

    questions on this program.

· Transient quarters:

-  Dependents may occupy transient quarters on a space-available basis when approved 

    by the installation commander.

-  Contact the Billeting Office to determine the commander’s policy and to request   

   accommodations.

-  Family members must have current ID cards.

· Legal assistance:

-  Family members may need to obtain legal advice.  The legal office can give only 

   preliminary advice on probate and settlement of estates, court appearances, 

   preparation of inheritance tax returns, civil employment, and business matters.

-  Since these matters are outside the scope of the legal assistance program it may be 

   necessary to obtain services of civilian counsel.

-  The legal office can refer the family members through the local bar association.

· Social security:

-  Non-working widows with children under 16 are authorized benefits from Social 

   Security until the youngest child reaches 16 years.  Children are authorized benefits 

   until age 18.  Benefits for widow and one child will average about $1,000 per month.  A 

   child alone would be about $500 per month.  The amount depends on the deceased 

   worker’s earnings.

· Veterans administration:

-  The widow will receive $911 a month plus $229 for each child until age 23 if in college, 

    in addition $588+ for 48 months for college.  The widow is also eligible for the 

   Dependents Educational Assistance Program.  All VA benefits are non-taxable and 

   subject to change.

TAB B, ATTACHMENT # 11

RESOURCE LIST

RESOURCE LIST FOR LOCAL SUPPORT GROUPS

(Localize)

RESOURCE LIST

Colgrove, Melba, Ph.D., Harold H. Bloomfield, M.C., and Pety McWilliams. 

How to Survive the Loss of a Love,  New York:  Bantom Books, 1976.

Dobson, James, Dr.  When God Doesn’t Make Sense,  USBN 0-8423-8227-5, Tyndale House Publishers, Inc.

Froehlich, Mary Ann, An Early Journey Home,  ISBN 0-8010-3561-9, Barker Book Company.

Kubler-Ross, Elisabeth.  On Death and Dying.  New York:  Macmillian Publishing Co., Inc., 1969.

Kubler Ross, Elisabeth.  Questions and Answers on Death and Dying.  New York: Macmillian Publishing Co., Inc., 1974.

Osgood, Judy, Meditations for Bereaved Parents,  ISBN 0-916895-00-9, Gilgal Publications.

Stearns, Ann Kaiser, Living Through Personal Crisis,  ISBN 0-34532293-2, Thomas More Press.

Westberg, Granger E.  Good Grief,  Philadelphia, Pa: Fortress Press; 1962.

Wolfelt, Alan D. Ph.D.  A Child’s View of Grief,  ISBN 0 1-879651-03-3 Center for Loss and life

Transition.

Wolfelt, Alan D. Ph.D. Sarah’s Journey, One child’s experience with the death of her father, ISBN

1-87951-03-3, Center for Loss and Life Transition.

Wolfelt, Alan D. Ph.D. Understanding Grief, Helping Yourself Heal,  ISBN 1-55959-038-6, Accelerated

Development Inc. Publishers.

Yancy, Phillip Where Is God When It Hurts, ISBN 0-310-35411-0, Zondervan Corporation

RESOURCE LIST FOR CHILDREN

Age 3 to 6

Clifton, Lucille Everrett Anderson’s Goodbye.  NY:  Holt, Rinehart and Winston, 1983.

Gryle, Marilyn No New Baby, Omaha: Centering Corporation, 1988.

Stein, Sara Bonnett About Dying: An Open Family Book for Parents and Children Together.  NY:

Walker and Company, 1974.

Stiles, N.  I’ll Miss You Mr. Hooper.  NY: Crown Publishers, Inc. 1985.

Ages 5 to 8

Blackburn, Lynn Bennet Timothy Duck.  Omaha: Centering Corporation, 1987.

Cohn, Janice I Had A Friend Named Peter.  NY: Morrow and Company, 1987.

Fassler, Joan My Grandpa Died Today.  NY: Human Sciences Press, 1983.

Hammond, Janice M.  When My Daddy Died.  Michigan: Cranbook Publishing Company, 1980.

Hammond, Janice M.  When My Mommy Died.  Michigan: Cranbook Publishing Company, 1980.

Hickman, Martha Whitmore Last Week My Brother Anthony Died.  TN: Abingdon, 1984.

Ages 7 to 10

Carrick, Carol The Accident, NY: Clarion, 1976.

Linn, Erin Children Are Not Paper Dolls: A Visit with Bereaved Siblings.  Greely Colorado Counseling Consultants, 1982.

Simon, Norma The Saddest Time.  Niles, IL: Albert Whitman and Company, 1986.

Sims, Alicia M. Am I Still A Sister?  Omaha: Centering Corporation, 1986.

Age 9 to 12

Green, Constance C.  Beat the Turtle Drum.  NY: Viking Press, 1976.

Hitchcock, Ruth Tim’s Dad. Omaha: Centering Corporation, 1988.

O’Toole, Donna Aarvy Aardvark Finds Hope.  NC: Celo Press, 1988.

Ages 11 and Up

Krementz, Jill How It Feels When A Parent Dies.  NY: Knopf, 1981.

LeShan, Eda  Learning to Say Goodbye: When A Parent Dies.  NY: MacMillan, 1976.

Richter, Elizabeth  Losing Someone You Love: When A Brother or Sister Dies.  NY: Putman’s Sons, 1985.

Rofes, Eric  The Kid’s Book About Death and Dying.  Boston: Little, Brown and Company, 1985.

Romond, Janis Loomis Children Facing Grief: Letters from Bereaved Brothers and Sisters. Saint Meinard,  IN: Abbey Press, 1989.

Localize: The XXXXX AFB Chapel has resources on the following topics:

NOTES

Retrieved from the web site:  � HYPERLINK "http://www.ces.ncsu.edu" ��www.ces.ncsu.edu�  (depts./fcs/humandev/disas1.html)
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