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July 2016

PURPOSE  
To set forth guidance to MT DNRC Forestry Division program managers for handling death and serious injuries to an employee, volunteers, interns, contractors, and cooperators.  It is the intent of the MT DNRC Forestry Division to provide immediate assistance and support to survivors, families and coworkers of those who die or are seriously injured in the line of duty.  The primary focus of the plan is how to deal with injuries or fatalities while employees or others are on duty or in travel status, performing agency missions.
LEADERS INTENT
The intent is to provide a framework of communication that employees can use to respond to a critical incident.  It provides a detailed overview of roles and responsibilities before, during, and after a critical incident. 
GENERAL INFORMATION  
The MT DNRC Forestry Division is committed to ensuring the safety and welfare of all of its employees.  The MT DNRC Forestry Division has developed this procedure to assist the managers, supervisors, employees and others in their roles and responsibilities when dealing with a critical incident in the work place.  
When a workplace critical incident occurs, it is a time of sadness, chaos and difficulty for everyone involved. The MT DNRC Forestry Division management is deeply concerned with employees’ welfare and in these most difficult times and will work to make the aftermath as easy as possible on each employee.
This document will help meet reporting requirements as well as provide some checklists and procedures to aid employees in the event of a critical incident.  A critical incident in this circumstance means any serious injury or fatality.  Accurate reporting may provide the MT DNRC Forestry Division some insight and lessons learned to help prevent similar occurrences in the future.
Communication of the plan to all employees is valuable.  Managers shall participate in an annual review of the plan to look for improvement opportunities and to increase understanding.

Approved	/s/_____________________________		_________________
		Bob Harrington						Date
		Division Administrator
MT DNRC Forestry Division – Critical Incident Protocol
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[bookmark: _Toc450737130]Key Contact Phone Numbers – During the Incident
	
Land Office Agency Coordinators 
	
Internal Key Contact
	
Phone Number

	Land Office Agency Administrator 
	
	

	Land Office Agency Notification and Reporting
	
	

	Land Office Family Liaison Coordinator
	
	

	Land Office Hospital Liaison Coordinator
	
	

	Land Office PIO 
	
	

	Land Office Administration Coordinator
	
	

	Land Office Safety Officer
	
	



[bookmark: _Toc450737131]Support Personnel during the Incident
	
Unit Agency Coordinators
	
Internal Key Contact
	
Phone Number

	Unit Agency Administrator
	
	

	Unit Notification Team 
	
	

	Unit Family Liaison
	
	

	Unit Hospital Liaison
	
	

	Unit PIO 
	
	






Pre-Incident 
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There shall be an annual review of this critical incident management plan to ensure all documents and contact information is updated with the most recent information.

[bookmark: _Toc450737140]Agency Administrator
	Before Incident
	Location
	Contact

	Determine what type of incident(s) is likely to occur on lands for which you are responsible.
-Fire
-Law Enforcement
-Aviation
-Vehicle Accident
-Search and Rescue Operations
-Other EMS related incident
	N/A
	

	
	
	

	Identify those agencies that have statutory/jurisdictional responsibilities for those incidents and develop a contact list for reporting process.
	Appendix K

	

	Pre-plan incident response and develop criteria on when and how to implement ICS organizational structure for the critical incident (i.e. not all critical incidents require an ICS organization).
	
	Forestry Division  Staff

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

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

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

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

	

	Ensure key personnel designated to manage the critical incident are capable, organized, and clearly understand their roles and responsibilities
	N/A
	Forestry Division  Staff



                 NOTES:
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	Before Incident
	Location
	Contact

	Determine who might serve as family liaisons in the Forestry Division and if the list is up-to-date.
	Appendix B
	

	
	
	

	Identify online and personal resources that are available to assist the designated family liaison(s) such as grief counselors, peer supporters, administrative support.
Examples are:
- http://www.firehero.org/
- http://www.wffoundation.org/
	Appendix B

	

	Identify internal policies that may apply when assisting the family.  For example:
-a work-related death autopsy may be necessary to ensure family death benefit
-Determine what death benefits (funeral and burial costs) would be covered by the agency
-Procedures for processing personnel papers
-Determine what advice should be given for filing claims
	Appendix D

	



                 NOTES:
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	Before Incident
	Location
	Contact

	Ensure that CISM protocols and resources are identified prior to the occurrence of a critical incident.
-Identify local/regional/are CISM resources ( peer support, defusing, debriefing)
-Contact CISM resources to discuss activation/capabilities/costs
	Appendix A
Chapter 20.4e
	

	
	
	

	Identify Employee Assistance Program (EAP) and its capabilities in:
-Grief counseling
-Family support
-Critical incident stress support
	Appendix A
Chapter 20.4
	



             NOTES:
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	Before Incident
	Location
	Contact

	Develop critical incident communication procedures as part of a local emergency operating plan.  Include:
-Agency jurisdictions
-Directory of local/regional/national support
-Directory of agency experts (qualified Public Information Officer(s) (PIO’s), crisis communication teams, experienced crisis communicators may be available under contract or through special hiring authorities, CISM team)
-Key spokespersons
-List of communication tools and resources needed
-Process for setting up communication center
-Coordination of information dissemination
-Coordinate communication process with accident investigation team
	Appendix C
	John Grassy
DNRC PIO
406-444-0465

	
	
	

	Create fact sheet and bio-sketches:
-Agency
-Community
-Generic format for additional fact sheets/bio-sketches
-Glossary of terms
	Appendix C
	

	Create media contact lists; include phone and fax numbers
	Appendix C
	

	Identify technical expertise to produce maps and graphics (e.g., directions for family visits to fatality site, directions to memorial service.
	Appendix C
	

	Ensure Public Information Officers receive appropriate formal training (including trainee assignments) and participate in simulation exercises.
	N/A
	



                 NOTES:
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	Before Incident
	Location
	Contact

	Create draft Delegation(s) of Authority to manage critical incident.
	N/A
	Area Managers 

	Create, review, update, and/or renegotiate Memorandums of Understanding (MOUs), Memorandums of Agreements (MOAs), Blanket Purchase Agreements (BPAs), contracts, and other procurement documents that support the management of serious injuries or fatalities.  These may include:
-Local law enforcement agencies
-Medical facilities
-Counseling/CISM services
-Lodging facilities
	
	

	Establish a resource list of experts:
-Personal claims
-Tort claims
-Worker’s compensation
-Death benefits 
	

	

	Establish a list of the nearest medical facilities, burn/trauma centers, hours of operation and transport capabilities.
	Appendix K
	

	Ensure that emergency notification information is periodically reviewed and updated (must have street addresses; no PO boxes) and that his information is easily accessible in an emergency.
	
	

	EFFs are agency employees and are the responsibility of the hiring unit.
-Refer to NWCG Interagency Incident Business Management Handbook – Northern Rockies Supplement
	N/A
	

	Reference respective agency guides (e.g. employee casualty guide) that contain:
-Benefits available for type of employment
-How to file a claim
-When the Social Security Administration (SSA) should be contacted
	
	

	Review the Forestry Division CRP Guide (2016 edition)
	
	

	Perform Emergency Incident Simulation and Training Exercises (internal, and where possible, with cooperators) 
	
	



           NOTES:
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Responsibilities of All MT DNRC Forestry Division Employees

1. The responsibilities of all MT DNRC Forestry Division employees are to perform daily work, and to deal with unexpected situations in a safe and responsible manner.  If a critical incident occurs, remain as calm and professional as possible, limit information sharing to those on a need to know basis.  Follow established procedures as defined in this plan.

2. If you are a person at the scene of the critical incident, ensure that all individuals are safe and out of danger.  Ensure that the scene/building is secured and preserved for investigators and that it does not pose a risk to others in its current condition.  If there is a threat of danger, assist in escorting others (employees and public) to safety.

3. It is important that all employees refrain from sharing information regarding the critical incident, except as defined in this process or with immediate supervisors.  Refer all inquiries from the public and media to the Public Information Officer(s).  Keep names of victims and information gathered at the scene confidential. Restrict access to all documents containing Personally Identifiable Information (PII). To provide as much security and privacy as possible for communications; if available use a landline telephone as your primary means of communications, then cell phone.  Use the radio as a last resort.

4. The Agency Administrator will designate a “Process Tracker” to collect the documentation as it becomes available and ensure all steps are properly followed.  

5. Each role will contact the Process Tracker when all the steps you are responsible for are completed.  This will also help in the event that an individual is absent from work or unable to complete the assigned tasks as designated in this procedure, as the tasks may then be reassigned as needed.
[bookmark: _Toc450737146]
Checklist for Person Reporting the Incident
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

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

	
	
	
	

	Call ________ Interagency Dispatch Center @ ______________.  If you have already contacted 911 make sure you let Dispatch know.  Tell them: who you are, where you are and what has happened.  
	Phase 1
	
	

	Ensure safety of self and others.
	Phase 1
	
	

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

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

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

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

	Phase 2 Assess
	Priority
	Completed
	Date/Time

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Phase 3 Manage
	Priority
	Completed
	Date/Time

	Document event: Identify and make note of the date, time and location of the incident, as well as the individual(s) who have been fatally injured and/or taken to the hospital, and any other information.  DO NOT LEAVE THE SCENE UNTIL YOU HAVE CHECKED WITH LAW ENFORCEMENT OR OTHER OFFICIAL WHO HAS TAKEN OVER THE SCENE.
	Phase 3
	Y/N and Print Name
	

	
	
	
	



         NOTES:
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Responsibility of Person Reporting Incident 

The employee reporting the incident may also be the person who witnessed the incident.  These procedures have been developed to assist this person in carrying out the functions that may be designated upon him/her by “being there” at the time the incident occurred.

It is possible that the person reporting the incident may also be the Immediate Supervisor  and the On Scene Senior MT DNRC Forestry Division Official until such a time as he/she can be relieved. If this happens, have the checklists for all three of these positions to ensure that all tasks are completed.

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

	Ensure that affected crew and coworkers are provided with essential information, as appropriate.  Emphasize that this information is not to be shared with anyone and that all additional questions must be referred to the PIO.
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	If available, designate an individual on scene who will be responsible for collecting data.  
	Phase 1
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Check with Dispatch to ensure all required notifications have occurred (Critical Response number, Safety Officer, Upper Management, etc.)
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Communicate with assigned Public Information Officer (PIO) and On Scene Senior Official.  Provide assistance where possible, with phone calls, reports, strategizing, etc.
	Phase 2
	

	

	If injured employees are being transported to a local hospital, go to the hospital, or designate someone on your behalf to assist the injured employee and their family members. If applicable, contact designated Family Liaison.  
	Phase 2
	
	

	Contact DNRC Personnel to provide them with notification of a claim

	Phase 2
	

	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	

	

	Refer all media inquiries to the PIO. 
	Phase 2
	

	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Confer with Forestry Division Administrator/Land Office Manager and Family Liaison regarding family travel/transport needs.  Refer to agency specific Resource Tab.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Fill out necessary workers comp/claim paperwork and enter into agency specific accident reporting system
	Phase 3
	
	

	Follow up with EAP and affected staff to determine if another employee debriefing session is needed.  (Recommend a follow-up session within 30-60 days.)
	Phase 3
	
	

	Change employee’s name from email, voicemail, check-in/out board, etc.
	Phase 3
	
	

	Prepare Final Timesheets if applicable
	Phase 3
	
	

	Collect employees’ office belongings to be returned to the family. Determine appropriate time and method of delivery.
	Phase 3
	
	

	Retrieve any keys, badges, computer hardware/software, and other DNRC property when time is appropriate.
	Phase 3
	
	


NOTES:
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There are many levels of supervisor’s within the DNRC. Supervisors can range from Immediate Supervisors to Program Managers, Area Managers, Unit Managers, Bureau Chiefs and Division  Administrators, depending on where you work.  To identify and develop a course of action for each level would be difficult.  Below is a guideline of what the affected Supervisors are responsible for.  Each area can develop a more specific course of action tailored to their needs. It is possible that the person reporting the incident may also be the Immediate Supervisor  and the On Scene Senior Official until such a time as he/she can be relieved. If this happens work with Dispatch to ensure that the checklists for all three of these positions are completed.
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist 
1. The Supervisor may go to the scene and become the On Scene Senior Official in charge. If this occurs they will need to refer to “On Scene Senior Official” section of this procedure.  
2. The Supervisor is responsible for ensuring that affected crew and coworkers are provided with essential information, as appropriate.  
3. Work with the Public Information  Officer (PIO ) and Agency Administrator regarding the timing and delivery of detailed data regarding the incident.
4. Designate an individual on scene who will be responsible for collecting data, ensuring all proper steps are followed and assisting as necessary.  Advise all responders to report all information to the designated individual.  Remember that calls to Dispatch will help document times and information.   
5. Ensure all necessary calls are made to appropriate people.  This is especially important for sections of the business that do not utilize Dispatch.  These calls would include: Safety Officer, the Critical Incident Response phone, upper management, and any other calls deemed as necessary
6. If injured employees are being transported to a local hospital, go to the hospital, or designate someone on your behalf to assist the injured employee and their family members. If applicable, contact a designated Family Liaison.  
7. Contact DNRC Personnel to provide them with notification of a claim. 
8. The Supervisor will strategize with the Agency Administrator, PIO and Safety Officer to determine who will notify the next of kin and when.  Refer to Next of Kin Notification Procedures for guidance.  
9. Confer with Area Manager/Unit Manager, Agency Administration and Liaison regarding family travel/transport needs. 
10. Monitor employees for being fit for duty.  If an employee does not seem to be fit for duty, work with Safety Officer and Personnel Representative.  Also be prepared to transport employees home.  If they are not fit to be at work due to the incident, they may not be fit to drive either.
11. Respond to requests for Critical Incident Stress Debriefing (CISD) through EAP or Critical Incident Stress Management (CISM) team.
12. Prepare Final Timesheets if applicable.
13. Fill out appropriate reports as requested.







[bookmark: _Toc450737150]Checklist for Area Manager 
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Notify Division Administrator/Director’s Office
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Notify Land Office Safety Representative
	Phase 1
	
	

	Assign Agency Administrator 
	Phase 1
	
	

	Assign a Public Information Officer.   
	Phase 1
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Begin to coordinate what information should be released and inquire about lead agency coordination when releasing information.
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	If affected employee is “hosted” (also called “virtual”), on detail, or from another unit, contact Unit Leadership for the victim’s home duty station with as much information as possible.  Ask if any cultural or religious requirements are appropriate.                 
	Phase 2
	
	

	Strategize with Immediate Supervisor, Agency Administrator, Law Enforcement, Safety Officer and Hospital Liaison on notification of next of kin.  Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
	Phase 2
	
	

	Provide information agency-wide discussing the pertinent details of the incident.  Consider using PIO to be point of contact for inquiries or requests from other agencies.
	Phase 2
	
	

	Contact Business Management Bureau Chief to begin coordination of travel and hotel arrangements for injured employee and/or family members.
	Phase 2
	
	

	If there is a possibility of a claim being filed against the government (i.e. MVA, property damage, etc.) notify the Legal section about the basic information regarding the incident. 
	Phase 2
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Confer with Immediate Supervisor, Agency Administrator and Family Liaison regarding family travel/transport needs. 
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	If a post incident analysis team (SAIT, FLA/CRP, etc…) is activated, ensure a briefing packet is prepared.  
	Phase 3
	
	

	Inquire with Family Liaison concerning requests by the family for agency participation in service arrangements.  Further guidance on employee participation see next page, item number 15.
	Phase 3
	
	

	Follow-up frequently in the months and year ahead with coordinators and liaisons to determine if needs of the employee, family and co-workers are being met.  Assign tasks to response team personnel to meet those needs as appropriate.
	Phase 3
	
	


   
               NOTES:
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In the event of a Critical Incident, the Area Manager will play a major role by providing leadership, guidance and assistance to the Agency Adminstrator.  He/She will make necessary upline contacts and assemble a team of resources to assist with the incident.

Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist 
1. Notify Division Administrator/Director’s Office
2. Notify Unit Safety Representative
3. Assign Agency Administrator 
4. Assign a Public Information Officer.   
5. Begin to coordinate what information should be released  
6. When off-unit employees are involved, contact Unit Leadership for the victim’s home duty station with as much information as possible.  Ask if any cultural or religious requirements are appropriate.       
7. Inquire with Agency Administrator regarding the capabilities and limitations of the organization and determine if assistance if needed (e.g., neighboring unit, State or Regional Offices, National)
8. Strategize with Immediate Supervisor, Agency Administrator, Law Enforcement, Safety Officer and Hospital Liaison on notification of next of kin.  Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
9. Contact Business Management Bureau Chief to begin coordination of travel and hotel arrangements for injured employee and/or family members. 
10. If there is a possibility of a claim being filed against the government (i.e. MVA, property damage, etc.) notify Legal  section about the basic information regarding the incident. 
11. Confer with Immediate Supervisor, Agency Administration and Family Liaison regarding family travel/transport needs.  Refer to agency specific Resource Tab.
12. If a post incident analysis team (SAIT, FLA/CRP, etc…) is activated, ensure a briefing packet is prepared.  
13. Inquire with Family Liaison concerning requests by the family for agency participation in service arrangements.
14. Employee attendance at the funeral or memorial service or ceremony of a co-worker is considered appropriate for the purpose of sustaining employee morale, maintaining employee productivity, and reinforcing the significance of the deceased to the Agency.  Employees attending the funeral or memorial service or ceremony as an official duty shall charge their salary and travel expenses to their respective work-related fund and program. Use the sample letter under Resource tab to clearly communicate to employees authorized to attend funeral or memorial ceremony for employees or firefighters. 
15. Assess the emotional and physical condition of unit employees that are a result of the incident and identify their needs and additional responsibilities that may arise as a result of the incident.  If needed, request assistance from other agencies to help fulfill routine duties or the additional tasks of unit staff.  
16. In the event the employee was the victim of a criminal action, ensure they, or their family as appropriate, are continually provided up-to-date information regarding legal proceedings and provide Agency presence and emotional support to the employee/family throughout the legal processes.  Work with Law Enforcement to ensure what information can be released.






[bookmark: _Toc450737152]Checklist for Agency Administrator
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

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

	
	
	
	

	Designate a Family Liaison, if not done, and have them respond to the hospital.  In cases with multiple patients/hospitals, you may need to designate more than one Family Liaison.
	Phase 1
	
	

	Designate a Process Tracker and let Dispatch know who that person is.
	Phase 1
	
	

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

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Consider the capabilities and limitations of your organization.  Confer with Area Manager/Unit Manager(s) to request assistance if needed (e.g., neighboring unit, State or Regional Offices, National).                
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Strategize with Immediate Supervisor, Area Manager, Law Enforcement, Safety Officer and Family Liaison on notification of next of kin. Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
	Phase 2
	
	

	Provide information agency-wide discussing the pertinent details of the incident. Coordinate with Forestry Division Administrator/Area Manager(s) for employee notification. If multiple agencies are affected, consider synchronizing notification.
	Phase 2
	
	

	As warranted, provide a Delegation of Authority and objectives for the management of the incident
	Phase 2
	
	

	When contractors or off-unit employees are involved, have the Forestry Division Administrator/Land Office Manager contact their counterpart at the victim’s workplace/home duty station with as much information as possible.  If a contractor, notify contracting officer.
	Phase 2
	
	

	Check with Family Liaison/Immediate Supervisor to ensure that the Workers’ Comp and Benefits processes have been started.  
	Phase 2
	
	

	Work with PIO  to identify key contacts during the incident
	Phase 2
	
	

	Order Critical Incident Stress Management Team through dispatch.  Consult with Team (Dan Cottrell 406-214-1759) lead regarding employee needs prior to teams’ arrival.   Inquire about immediate Peer Support 
	Phase 2
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Periodically monitor the Family Liaison/family dynamics to ensure a mutually beneficial relationship exists for both parties.  In cases with multiple families, you will need to designate more than one Family Liaison.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Communicate with the Family Liaison to determine if they need any assistance to carry out their tasks and make arrangements to provide that assistance.
	Phase 3
	
	

	Confer with Area Manager/Unit Manager, Immediate Supervisor and Family Liaison regarding family travel/transport needs.  
	Phase 3
	
	

	Create a central log of offers of assistance from other organizations.  
	Phase 3
	
	

	If a post incident analysis team (SAIT, FLA/CRP, etc…) is activated, ensure a briefing packet is prepared.  
	Phase 3
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Within DNRC, the Agency Administrator (AA) for the incident will be designated by the Forestry Division Administrator.  He/she is responsible for the following:

Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist 
1. Determine the scope of the incident, identify the involved jurisdictions, and implement initial actions.  Consider need for implementing other emergency response plans (i.e. HAZMAT, Aircraft Crash/Rescue) and coordinate with Dispatch.  
2. Designate a Family Liaison and have them respond to the hospital.  In cases with multiple patients/hospitals, you may need to designate more than one Family Liaison.
3. Designate a process tracker to ensure that the process is followed and to keep the AA informed as appropriate.  The process tracker will coordinate all incoming information and report to the Agency Administrator when tasks have been completed.  The Agency Administrator will determine what this process will be and implement it.
4. Determine the capabilities and limitations of your organization and request assistance (e.g., neighboring unit, State or Regional Offices, National)                             
5. Strategize with Immediate Supervisor, Area Manager/Unit Manager, Law Enforcement, Safety Officer and Family Liaison on notification of next of kin.  Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
6. Provide information agency-wide discussing the pertinent details of the incident.  Coordinate with Forestry Division Administrator/Area Manager(s) for employee notification.  If multiple agencies are affected, consider synchronizing notification.
7. As warranted, provide a Delegation of Authority and objectives for the management of the incident
8. Notify Immediate Supervisor and/or Contractor if applicable.  When off-unit employees are involved, have the Forestry Division Administrator/Area Manager contact their counterpart at the victim’s home duty station with as much information as possible.
9. Check with Family Liaison/Immediate Supervisor to ensure that the Workers’ Comp process has been started.    
10. Work with PIO to identify key contacts during the incident.
11. Contact Critical Incident Stress Management Team through dispatch.  Consult with Team (Dan Cottrell 406-214-1759) lead regarding employee needs prior to teams’ arrival.   
12. Periodically monitor the Family Liaison/family dynamics to ensure a mutually beneficial relationship exists for both parties.  In cases with multiple families, you will need to designate more than one Family Liaison. 
13. Communicate with the Family Liaison to determine if they need any assistance to carry out their tasks and make arrangements to provide that assistance. 
14. Confer with Area Manager/Unit Manager, Immediate Supervisor, and Family Liaison regarding family travel/transport needs.  
15. Create a central log of offers of assistance from other organizations.  Ensure that supportive organizations are treated with respect and consideration by your Agency and that offers of assistance are utilized and/or recognized to the greatest extent possible.
16. If a post incident analysis team (SAIT, FLA/CRP, etc…) is activated, ensure a briefing packet is prepared.
17. Ensure all reports are filled out as necessary.
18. Assess the emotional and physical condition of unit employees as result of the incident and identify their needs and additional responsibilities that may arise as a result of the incident.  If needed, request assistance from other agencies to help fulfill routine duties or the additional tasks of unit staff.  Confer with Forestry Division Administrator , Land Office Manager(s), and CISM Coordinator regarding the needs of other Agency employees.  
19. Ensure completion of the Closeout Checklist.  See next page.
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	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Work with CISM Team to schedule a debriefing session with responders, affected personnel, as appropriate, local partners.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Conduct an After Action Review to determine the overall effectiveness of the plan.
	Phase 3
	
	

	Coordinate with CISM Team to provide notes from session to the local Safety Manager for use in updating the Critical Incident Plan.
	Phase 3
	
	

	Send thank you letters to all first responders to the incident.
	Phase 3
	
	

	Participate with SO and the PIO  in preparing for and conducting any memorial event or recognition for the employee.
	Phase 3
	
	

	Meet with the affected crew personally.  SEE IF ANYTHING FROM THE “YOU WILL NOT STAND ALONE” TRAINING SHOULD BE ON THE CHECKLIST.
	Phase 3
	
	



                NOTES:


Closeout Procedures:
1. Work with CISM Team to schedule a debriefing session with responders, affected personnel, as appropriate, local partners.
2. Conduct an After Action Review to determine the overall effectiveness of the plan.
3. Utilize notes from the process review for updating the Critical Incident Management Plan.
4. Consider sending thank you letters to all involved parties who helped with the incident.  Include the designated process tracker and those who provided support.  i.e. Safety Manager, PIO , LEO etc.
5. Participate in preparing for and conducting any memorial event or recognition for the employee.
6. Meet with the affected crew personally.
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	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Let dispatch know that you are the Process Tracker for the incident and give them all your contact information.
	Phase 1
	Y/N and Print Name
	


	
	
	
	

	Determine who is acting in each role and establish contact if possible.  You may need to work this through Dispatch.
	Phase 1
	
	

	Utilize checklists from Critical Incident Management (CIM) plan to track progress.
	Phase 1
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Keep in contact with employees who are responsible for Checklists to track their progress toward completion.
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Report progress updates to Agency Administrator on an ongoing basis.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Gather contact information on people and agencies that assisted in the incident.  Create a central log of offers of assistance from other organizations.  
	Phase 3
	
	

	Give final documentation to Agency Administrator.
	Phase 3
	
	



              NOTES:
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In the event of a Critical Incident, the Process Tracker will assist and track the progress of employees who are acting in the capacity of one of the Checklists under Roles and Responsibilities (i.e. Immediate Supervisor, On Scene Senior Official, etc.).  It is important that you work closely with the Agency Administrator to keep them informed of the situation and with Dispatch to ensure that all pertinent information is being relayed to you in a timely manner.  In some instances, it may be necessary to request help in tracking all the Checklists if the information is coming in too quickly for one person to document.

Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist 
1. Let dispatch know that you are the Process Tracker for the incident and give them all your contact information.  Gather all information collected to this point by Dispatch.
2. Determine who is acting in each role and establish contact if possible.  You may need to work this through Dispatch.
3. Utilize checklists from CIM plan to track progress.
4. Keep in contact with employees who are responsible for Checklists to track their progress toward completion.
5. Report progress updates to Agency Administrator on an ongoing basis.
6. Gather contact information on people and agencies that assisted in the incident.  Create a central log of offers of assistance from other organizations.  Ensure that supportive organizations are treated with respect and consideration by your Agency and that offers of assistance are utilized and/or recognized to the greatest extent possible.
7. Give final documentation to Agency Administrator.
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	Assignment 
	Name
	Home Unit
	Contact Info:
Cell Phone, e-mail

	Person Reporting 
	
	
	

	Immediate Supervisor

	
	
	

	Area Manager/Unit Manager
	
	
	

	Agency Administrator

	
	
	

	Public Information Officer  
	
	
	

	On Scene Senior Official  

	
	
	

	Safety Representative
	
	
	

	Dispatch
	
	
	

	Law Enforcement
	
	
	

	Department Safety Officer
	
	
	

	Hospital Liaison
	
	
	

	Family Liaison
	
	
	

	Funeral Liaison
	
	
	

	Department Personnel Rep
	
	
	

	Business Management Rep
	
	
	

	Critical Incident Stress Management (CISM) Coordinator

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Provide up-to-date listings to Agency Administrator, other team members and investigation teams.
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Checklist for Public Information Officer (PIO )
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Public Information Officer at DNRC Headquarters is notified.
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Determine what additional resources you will need to manage the scene.  If multiple agencies are involved, contact their PIO and begin coordination immediately.

	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Gather basic information from the employee’s records, including: Age, Position, Hire date/length of service, Work assignment/time at current assignment.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	When you receive confirmation that the next of kin and co-workers have been notified, assist the lead jurisdictional Law Enforcement agency to prepare a news release for the media.  

	Phase 3
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 3
	
	

	Coordinate with Family Liaison to inform family members prior to releasing new information.  
	Phase 3
	
	

	Respond to inquiries from public, media, etc. and to family through the designated Family Liaison.
	Phase 3
	
	

	Work with media to release accurate and timely information to the public.
	Phase 3
	
	

	Constantly communicate with Dispatch, On Scene Senior Official, Immediate Supervisor and Family Liaison.
	Phase 3
	
	



                 NOTES:
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Responsibility of Public Information Officers

In the event of an emergency that takes the life of a DNRC worker, there may be a wide variety of communication duties to perform. In most cases, the Public Information Officer (PIO) in a given area is best known by the local media, and will receive the first media inquiries. 

Protocols and Procedures
This protocol will be used when there has been a critical incident in the workplace of a DNRC employee or there has been a serious injury at a DNRC worksite or office.

PROCEDURE TIME FRAME: As noted in Checklist 
1. Public Information Officer at the DNRC Director’s Office is notified.
2. Determine what additional resources you will need to manage the scene.  For example, asking for assistance from a neighboring agency PIO.  
3. Gather basic information from the employee’s records, including: Age, Position, Hire date/length of service, Work assignment/time at current assignment. DO NOT RELEASE until given approval from the lead jurisdictional Law Enforcement agency.  
4. When you receive confirmation that the next of kin and co-workers have been notified, assist the lead jurisdictional Law Enforcement agency to prepare a news release for the media.  
5. Report all information to designated Process Tracker.  If unsure of whom the Process Tracker is, contact Dispatch.
6. Coordinate with Family Liaison to inform family members prior to releasing new information to the media.
7. Respond to inquiries from the public and media, however, only share information approved by the lead jurisdictional Law Enforcement agency or appropriate agency personnel.  Update and inform the family through the designated Family Liaison.
8. Work with media to release accurate and timely information to the public.
9. Constantly communicate with Dispatch, On Scene Senior Official, Immediate Supervisor and Family Liaison.


INITIAL NOTIFICATION PROCEDURE

1. Dispatch or supervisor receives notification of employee death or serious injury.
2. Dispatch or supervisor notifies appropriate superiors. 
3. Supervisor follows standard operating procedures for notification of next of kin, etc.
4. Agency Public Information  Officer (PIO) contacts Personnel and obtains basic information from the employee’s records, including:
a. Age
b. Position
c. Hire date/length of service
d. Work assignment/time at current assignment

PROCEDURE AFTER NEXT OF KIN HAVE BEEN NOTIFIED 
1. The Agency PIO, in consultation with the Agency Administrator, will assist the lead jurisdictional Law Enforcement agency to prepare a news release for the media identifying the employee and releasing the following:
a. Employee’s name
b. Employee’s age
c. Work assignment and position
d. Length of employment
e. A statement of condolences to the family from the agency expressing: 1) the value of the employee as a friend and colleague; 2) and the value of his or her contributions to the agency.


PROCEDURE FOR A HIGH PROFILE INCIDENT
1. PIO personnel may be assigned to shift work if necessary for the duration of the crisis.
2. PIO personnel may be detailed to work not only with the media, but also with Human Resources to get messages out to the DNRC family about the situation, and about resources available for those who are dealing with grief or trauma.
3. If there is an ongoing situation in which DNRC employees are in danger, the PIO will deliver periodic updates to both internal and external audiences.

Notification Guidelines
1. Notification of next of kin in the event of a death is always a top priority, and no release of names or other identifying information should go out via a public source (i.e. a radio transmission even on an DNRC frequency, or to any news media) until notification of next of kin has been accomplished. Media members have scanners, and if they hear it, it becomes news even before all the facts are known. 
2. It is best to use a landline or a cell phone for discussions about the death or serious injury.  Make sure your conversation is also out of physical earshot of media who may have microphones nearby. 
3. If there is a body on the scene and it cannot be removed right away, please be sure that the face of the victim and any identifying articles are out of sight except to investigating personnel, by blocking view or by covering with a blanket or other material. Most media are sensitive to notification of family, but it is best to be cautious, especially if a live camera is in the vicinity. 
4. The Public Information Officer usually will leave notification duties to the Agency Administrator and the immediate supervisor of a victim.  If media are on scene, the more rapidly notification can be accomplished, the better chance we have of not having the loved ones of a victim learning about the death from a media source. 
5. Make sure all personnel on scene are equipped properly with the correct safety gear. No camera should catch a worker without appropriate safety gear that is required by law or safety protocol.
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	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Communicate with Dispatch, Public Information Officer, and Immediate Supervisor or designee if not at scene. Obtain accurate information regarding the involved employee(s), locate their emergency contact information and inform Agency Administrator of immediate needs (shelter, food, etc.).
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Make sure all personnel on scene are equipped properly with the correct safety gear and using appropriate PPE.
	Phase 1
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Refer all media inquiries to the PIO.  The media may be on the scene.
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Contact the Agency Administrator for the area and provide regular updates.
	Phase 2
	
	

	Designate an assistant, at the scene or at an office.  
	Phase 2
	
	

	Arrange for transportation for the employees directly involved in the incident.
	Phase 2
	
	

	Ensure collection and safe-keeping of personal items.  Give items to the Supervisor. 
	Phase 2
	
	

	Coordinate with local law enforcement and other officials that may arrive on the scene. Coordinate with law enforcement/coroner about family notification.
	Phase 2
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Begin to return operations to normal when possible.
	Phase 3
	Y/N and Print Name
	

	
	
	
	



                NOTES:
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The On Scene Senior Official on-scene and any designated assistant will render support to the Incident Commander in an emergency response. Every situation will be different, and there is no possible way to predict who this will be. This procedure has been developed with the example of the Immediate Supervisor becoming the first Incident Commander; but the position of Incident Commander will follow the universal Incident Command System (ICS) guidelines. 

The role of the On Scene Senior Official is to manage the DNRC role at the incident scene and DNRC activity occuring at the scene.  It is important to know that this person may be the only person at the scene at the time. As higher ranking officials arrive this role maybe transferred.  

The Senior Official and any designated assistant, as needed, will ensure that the scene is safe for the public and DNRC employees and cooperators.  The Senior Official will coordinate events, gather information and communicate with all necessary individuals.  There will be a significant amount of chaos and shifting responsibility at the scene.  Enlist assistance as needed.

Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist

1. Communicate with Dispatch, Public Information Officer (PIO) and Immediate Supervisor or designee (if not at scene.)
2. Make sure all personnel on scene are equipped properly with the correct safety gear and appropriate personal protective equipment (PPE). Media may be present and it is important that no camera catch a worker without appropriate safety gear that is required by law or safety protocol.
3. Refer all media calls to the PIO.  The media may be on the scene.
4. Contact the Agency Administrator to provide regular updates if not on the scene.
5. Designate an assistant either at the scene or at an office, who can help by filling out reports, making phone calls, etc.
6. Arrange for transportation for the employees directly involved in the incident.  Do not allow employees that were directly involved to operate vehicles or equipment immediately following the incident.
7. There will be outside agency personnel involved with any fatal incident. There will be an Incident Commander and others who may be in charge of the scene under the Incident Command System (ICS). An example would be a fire battalion chief or a senior police officer. The outside agency role in an incident of this kind is purely support to the person in charge.  He or she may investigate and return the scene to the DNRC to close the incident. The DNRC person will remain the senior official on-scene and the main contact for DNRC business. 
8. Ensure collection and safe-keeping of the personal items of the deceased person.  Confirm that any government or personal property items involved in an incident, such as damaged government vehicles, are stored in a secure location not within plain view of the public, employees, and/or family members.  Transfer all personal property to employee’s Supervisor.  The Agency Administrator or their designee will assist in determining who will return the items to the next of kin and a timeframe for getting that accomplished.  
9. Coordinate with local law enforcement and other officials that may arrive on the scene.  Provide information regarding potential witnesses.  
10. Report all information to designated process tracker, who will be responsible for collecting data, ensuring all proper steps are followed and assisting as necessary.
11. Once the scene is returned to DNRC and it is safe to proceed with business operations, begin to prepare to return to normal operations as soon as possible. If needed: It is recommended that an outside group is hired to clean any hazardous materials or biological material related to the deceased rather than expect coworkers to do this emotionally difficult task. May need to provide temporary shelters, additional staff for clean up or normal operations, etc.
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	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Work with Agency Administrator and Dispatch to determine the scope of the incident, identify the involved jurisdictions, and implement initial actions.     
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Ensure that managers are aware of the incident
	Phase 1
	
	

	Notify neighboring Safety Managers, if needed.
	Phase 1
	
	

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

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Request assistance from neighboring Safety Managers (if needed)
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Check agency specific accident reporting system to ensure that claim process is complete for final review.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Participate in the After Action Review to determine the overall effectiveness of the plan
	Phase 3
	
	

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

	Ensure that appropriate training on the revised plan is provided to MT DNRC Forestry Division employees.
	Phase 3
	
	

	Work with DNRC managers and supervisors to develop prevention strategies as needed
	Phase 3
	
	



NOTES:
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Responsibilities of Safety Officer

OSHA requires that “Within eight (8) hours after the death of any employee from a work-related incident or the in-patient hospitalization of three or more employees as a result of a work-related incident, you must orally report the fatality/multiple hospitalization by telephone or in person to the Department of Labor and Industry at 406-444-1797 or 406-444-6401.
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist

1. Work with Agency Administrator and Dispatch to determine the scope of the incident, identify the involved jurisdictions, and implement initial actions.     
2. Ensure that appropriate managers are aware of the incident and are briefed.
3. Notify neighboring Safety Managers, as necessary.
4. Respond to incident scene if possible.  Gather information for initial reports. 
5. Request assistance from neighboring Safety Managers (if needed)
6. Work with Senior Official on scene to ensure that all personnel on scene are equipped properly with the correct safety gear and appropriate personal protective equipment (PPE).
7. Consider calling for a second Safety Manager to provide support and assistance
8. Report all information to designated Process Tracker.
9. Check agency specific accident reporting system to ensure that claim process is complete for final review.
10. Participate in the After Action Review to determine the overall effectiveness of the plan
11. Update the plan as needed based on lessons learned or new information; and distribute the revised plan.
12. Ensure that appropriate training on the revised plan is provided to DNRC managers and supervisors.
13. Discretely take photographs to document the scene, if necessary. If cameras are not available on the scene have one delivered.
14. Assess if other similar operations or operations using the same equipment involved in the incident may also be at risk and notify affected personnel.
15. Work with DNRC managers and supervisors to develop prevention strategies as needed
 
Protocols and Procedures
PROCEDURE TIME FRAME:  IMPORTANT 
1. Ensure required reports and forms are completed.
2. Perform and complete DNRC incident analysis. See next page.

INCIDENT ANALYSIS 
An Incident Analysis is important to incident prevention.  Beginning to gather information that can give significant information into the causes associated with the incident is very important.  
The DNRC must start the analysis as early as possible.  OSHA’s analysis is independent of the DNRC analysis process and results may take months to receive.  The DNRC needs prompt information about the cause, to initiate prevention of further incidents.  The team conducting the analysis should be comprised of two or more individuals, who may include the responsible supervisor or manager, the assigned safety officer, a safety manager not directly impacted, a safety committee member, a human resources manager or other trained individual.
SECURE THE SCENE
If possible, do not let anyone disrupt the scene unless it is absolutely necessary.  Avoid moving the body until the coroner and OSHA have arrived.   Materials or property associated with the incident, such as equipment being used at the time of the incident, surrounding building or property related to the incident, and personal belongings at the scene should be preserved as well.
1. Evidence and materials change or disappear at incident scenes.  Take prudent measures to ensure investigators have the ability to capture accurate information.

GATHER INFORMATION
1. With the exception of conducting life saving measures do everything you can to not disturb the scene until appropriate investigators arrive and assume control of the area. Work with the investigators to gather information as needed for internal reports. Walk the area of the scene; take appropriate measurements, photos/data of the scene, and drawings to depict the incident scene. 
2. Interview witnesses to the incident, including employees and others that may have observed the incident or have relevant information leading up to the incident.  This may include rescue personnel, co-workers and first level supervisor to name a few. Out of respect for what the employees have experienced it is imperative that we strive to reduce the number of times that employees must be interviewed.
3. Develop and finalize incident reports – focus on prevention and system failures, not on pointing fingers and placing blame.  Focus on who, what, when, where, and how the incident occurred. Provide management with recommendations to address the hazards and reduce or eliminate future exposure.  What could the DNRC do, as a prudent employer, to prevent reoccurrence?










[bookmark: _Toc450737165]Checklist for Local Dispatch
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Determine proper call center for emergency services.
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Call Police, Fire, and EMS.
	Phase 1
	
	

	Follow run card management notifications 
	Phase 1
	
	

	If call is received by radio encourage shifting to telephone communications to protect confidentiality as soon as is feasible.
	Phase 1
	
	

	Communicate with the Immediate Supervisor and/or On Scene Senior Officials on-scene and up line managers as they arrive at the scene.
	Phase 1
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Become a central information center during the crisis.
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Collect all information on the incident and relay to Process Tracker once designated by the Agency Administrator.
	Phase 2
	
	

	Do not allow employees that were involved in the incident to drive vehicles or operate machinery.  Provide a driver for the employees involved in the incident.  ADD TO RUN CARD (if not already on it)
	Phase 2
	
	

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



                 NOTES:
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Responsibility of Dispatch

Dispatch is available to provide support in a time of crisis.  They can serve as a framework to provide information, call services and to centralize information requests.  Dispatch, upon receiving a call regarding a critical incident in the workplace, will follow guidelines for notification as outlined in the appropriate Run Card.
 
Dispatch can assist the person reporting the incident by placing phone calls and pages, requesting assistance to the scene as appropriate and keeping the reporting person calm.  Dispatchers are trained to remain calm and provide support to the people at the scene of an incident. They will notify appropriate staff anytime they are informed of an incident or injury involving a DNRC employee.  

At times, Dispatch can also become an information center for tracking and logging details for the Process Tracker, upline managers, PIO ’s, Land Offices and others.

Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist

Upon receiving a call for assistance, Dispatch will:

1. Determine proper call center for emergency services.
2. Place the call to police, fire, and EMS.
3. Follow management notification procedures as outlined in the appropriate Run Card.
4. If initial request is coming in via radio ask if they have access to a landline telephone or are in a cell phone coverage area to protect confidentiality.
5. Stay in communication with the Immediate Supervisor/On Scene Senior Official and upline manager as they arrive at the scene.
6. Collect all information on the incident and relay to Process Tracker once they have been designated.  The Process Tracker will be identified by the Agency Administrator and will be responsible for collecting data, ensuring all proper steps are followed and assisting as necessary.  
7. Call other parties as requested, such as Haz Mat, DEQ, etc.
8. Become a central information center during the crisis.
9. Collect information and prepare reports documenting the call and the subsequent data.
10. Share confidential information only with those approved by Agency Administrator.
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Considerations for Selecting a Family Liaison(s):
The family liaison is critical in facilitating communication between the agency and the family. The family liaison must be capable of ensuring that agency needs are met while providing assistance to families. This balancing act occurs in an emotionally charged atmosphere that can be stressful to the liaison. Agencies should be mindful of selecting the appropriate person to act as family liaison. Select one family liaison per family but consider the need for other individuals to assist. 
· Try to have local liaisons, if possible. 
· The family liaison should be available to the family within the first 24 hours. 
· Being a family liaison is a long-term commitment that will often impact work. Family liaisons can work with families for years. 
· Consider identifying a pair of employees to serve as family liaisons. This will provide a backup contact and allow family liaisons to brief each other. 
· Carefully weigh the pros (immediate rapport/trust) and cons (emotional involvement/lack of objectivity) of assigning a family liaison who is a friend of the family. 
· Select a steady, levelheaded individual who is a good listener and communicator and will likely maintain their objectivity. 
· A family liaison must be willing to take on the job, with an understanding of the emotional and time demands involved. Allow the selected liaison the opportunity to decline the assignment. 
· Work with the Family Liaison to develop a transition plan to allow a return to normal duties.  

MT DNRC Forestry Division Family Liaisons







[bookmark: _Toc450737168]Checklist for Family/Hospital Liaison
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Determine which hospital patient is being transported to and respond safely
	Phase 1
	Y/N and Print Name
	

	
	
	
	

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

	Phase 2 Assess
	Priority
	Completed
	Date/Time

	Arrange for private waiting facilities for family and fellow employees to assemble (where possible).
	Phase 2
	Y/N and Print Name
	

	
	
	
	

	Strategize with Immediate Supervisor, Agency Administrator, Law Enforcement, Safety Officer and Hospital Liaison on notification of next of kin.  Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
	Phase 2
	
	

	Determine need to establish media staging area and briefing area depending upon significance of the event (coordinate with PIO).
	Phase 2
	
	

	Confirm hospital is aware that family has arrived and make certain family is updated on patient condition before others.
	Phase 2
	
	

	For their safety, transport the family home, with approval from the Line Officer.  If family members refuse, ensure that the family arrives safely back to their residence.
	Phase 2
	
	

	Coordinate with Immediate Supervisor to confirm that Workers’ Comp. has been notified.  Inform medical provider billing offices that all related bills be sent directly to Montana State Fund.
	Phase 2
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 2
	
	

	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	In the event of a prolonged stay, work with the Family Liaison to provide sufficient support at the hospital.
	Phase 3
	Y/N and Print Name
	

	
	
	
	

	Hand-off to Family Liaison.  If Hospital Liaison will also be the Family Liaison, continue to the Family Liaison checklist.
	Phase 3
	
	

	Check with agency administrator to determine cultural or religious background for the family.
	Phase 3
	
	

	Make yourself known and available to family immediately and for long duration.  Reassure family you’ve accepted position by choice.
	
Phase 3
	
	

	Work with hospital liaison (if applicable) to coordinate a smooth transition.  If no hospital liaison has been appointed, you may need to assume both roles.
	Phase 3
	
	

	Request a designated representative to speak for the family.
	Phase 3
	
	

	Maintain a log of all contacts to include decisions and requests of the family and agency [(restrict access to all Personally Identifiable Information (PII)].

	Phase 3
	
	

	Relay details of incident to family, with Agency Admin approval, prior to releasing to agency employees or media.  Work with PIO  to advise family regarding media contacts and their preference for handling inquiries.
	Phase 3
	
	

	Advise family of other official roles and processes related to the incident and their responsibilities
	Phase 3
	
	

	Act as facilitator to coordinate and communicate family needs with agency officials.
	Phase 3
	
	

	Determine if the family would like agency involvement in planning the funeral, wake and memorial service.  If yes, refer to funeral liaison checklist, if no continue with family liaison checklist.
	Phase 3
	
	

	Arrange for delivery of employee’s personal belongings to the family
	Phase 3
	
	

	Arrange for return of government property
	Phase 3
	
	

	Collect all information on the incident and relay to Process Tracker once designated.  If unsure of whom the Process Tracker is, contact Dispatch.
	Phase 3
	
	



 NOTES:











[bookmark: _Toc450737169]Responsibilities of Family/Hospital Liaison
[bookmark: _Toc450737170]Hospital Liaison
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist

1. Determine which hospital patient is being transported to and respond safely.  If patients are taken to multiple hospitals ensure Agency Administrator is aware.
2. Identify yourself to the family and Emergency Room staff as the DNRC Hospital Liaison and begin to coordinate hospital arrangements and help the family where you can.
3. Arrange for private waiting facilities for family and fellow employees to assemble (where possible).
4. Strategize with Immediate Supervisor, Agency Administrator, Law Enforcement, Safety Officer and Hospital Liaison on notification of next of kin.  Determine who, how and when to notify next of kin and if any cultural or religious requirements are necessary. See tab marked “Family Notification Guidelines”
5. Determine need to establish media staging area and briefing area depending upon significance of the event (coordinate with PIO).
6. Confirm hospital is aware that family has arrived and make certain family is updated on patient condition before others.
7. For their safety, transport the family home, with approval from the Line Officer.  If family members refuse, ensure that the family arrives safely back to their residence.
8. Coordinate with Immediate Supervisor to confirm that Workers’ Comp. has been notified.  Inform medical provider billing offices that all related bills be sent directly to Montana State Fund. 
9. In the event of a prolonged stay, work with the Family Liaison to provide sufficient support at the hospital.
10. Hand-off to Family Liaison.  If Hospital Liaison will also be the Family Liaison, continue to the Family Liaison checklist.  Briefing during hand-off should include passing on any pertinent documentation, completed and status of processes not yet completed.
11. Prepare yourself physically, mentally and emotionally before visiting the family.
12. Wearing a uniform or professional attire may be appropriate for the initial visit. 
13. Have another person accompany you on your first visit; establish his/her role. 
14. Anticipate questions and be prepared. Keep an ongoing record of activities so you can remember to follow up on all requests.  See Family Support Checklist. 
15. Ensure the needs and desires of the family are respected.  The employee’s role is to the family first and the Agency is second.
16. Do not assume you know what the families and survivors want…ASK. Do not burden the family with unnecessary requests or demands. Try to ask ‘yes’ or ‘no’ questions when decisions are required. 
17. Be prepared to meet the family at other locations, such as hospitals, helicopter/ambulance shuttle points and other public areas. 
18. Coordinate with other family liaisons in the event of multiple fatalities or serious injuries. Consider scheduling daily conference calls or meetings. 
 


[bookmark: _Toc450737171]Family Liaison
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist
1. Check with agency administrator to determine cultural or religious background for the family
2. Make yourself known and available to family immediately and for long duration.  Reassure family you’ve accepted position by choice.
3. Work with hospital liaison (if applicable) to coordinate a smooth transition.  If no hospital liaison has been appointed, you may need to assume both roles.
4. Request a designated representative to speak for the family.
5. Maintain a log of all contacts to include decisions and requests of the family and agency.
6. Relay details of incident to family, with Agency Admin approval, prior to releasing to agency employees or media.  Work with PIO to advise family regarding media contacts and their preference for handling inquiries.
7. Advise family of other official roles and processes related to the incident and their responsibilities
8. Act as facilitator to coordinate and communicate family needs with agency officials.
9. Determine if the family would like agency involvement in planning the funeral, wake and memorial service.  If yes, refer to funeral liaison checklist, if no continue with family liaison checklist.
10. Arrange for delivery of the employee’s personal belongings to the family once no longer needed by claims/law enforcement.  The belongings should be packaged in a dignified manner (for example, not a garbage bag).  Do not return any belongings with blood on them or other effects of the incident (such as burns or scorch marks), unless requested specifically by the family.  The property should be given to the family at an appropriate time, in a caring manner.  Depending on this situation, the return of the property may be ceremonial.
11. Arrange for return of government property that the employee may have had at home (for example, a government laptop computer).  Except where safety is a concern, this should be accomplished well after the funeral in an appropriate, caring and coordinated fashion. Report all information to designated Process Tracker.  If unsure of whom the Process Tracker is, contact Dispatch.
12. Assist employee or beneficiary(s) identifying lost or damaged personal property.  Coordinate with Personnel and others to ensure completion of the appropriate claim forms and documentation.  Claims personnel provide the necessary information and assistance to the Family Liaison and/or claimant in working through the claims process.












Guidance for Communicating with Families
Communicating With Families
This section is a summary of key principles that are useful for communicating effectively with next of kin and other family members.
 The first principles are for responding to emotion. Strong emotional responses by the next of kin can be expected and may be very helpful to long-term acceptance and readjustment.
 “Listening” is different from “hearing”—people hear with their ears, but listen with their minds. No matter what the family says, do not argue. It will not help and usually makes the situation worse.
 Negative information and high-stress situations tend to make people defensive. Almost any information can be presented either negatively or positively.
Telling people what to do and starting sentences with the word “you” are common triggers for defensiveness. Defensiveness can also be reduced by avoiding general statements and dealing instead with specific needs.
The key factor to giving complicated information is breaking it into small pieces. Do not assume that the information has registered or has been understood. The guideline in this section can save a lot of misunderstanding and future problems.
 Assist the family in establishing achievable goals. Some examples may be arrangements for funerals, memorials, meeting with Benefits Coordinator/Workers Comp coordinator, etc. Allow the family time to make decisions and do not make decisions for them. Goal-setting is a valuable tool for avoiding problems and keeping communication open. A long-term family representative assignment can lead to over dependence on the part of the next of kin and a dread of letting go of a relationship. Goal setting helps to keep the process focused on the end point of the assignment. A transitional meeting to officially end the assignment is usually helpful for both the family representative and the next of kin.  Assure the family that you are still available, but your primary focus will now be returning to your normal duties.
 Communicate family/agency decisions to key agency officials.  Chain of command is not required in this circumstance.
In the case of an accident on an incident managed by an Incident Management Team (IMT), the Family Liaison shall have a lead person or Coordinator who participates in IMT briefings and strategy meetings to relay information.

Follow-up Contacts
The family liaison should encourage the next of kin to begin funeral arrangements, with consideration given to the return of the remains, desires of the family, when travel arrangements can be made for family members, and agency logistics. Work with appointed Funeral Liaison or assume duties as identified under Funeral Liaison tab.
 The family liaison in, coordination with the Immediate Supervisor/Hospital Liaison, may need to help the family complete the forms and processing for:
· Workers’ Compensation 
· Social Security Administration 
· Veteran's Administration (if applicable) 
· Public Safety Officers Benefit Program (if applicable) 
· Agency benefit claims (e.g., retirement, life insurance, and Final Paycheck) 
 
Stay in touch with family. Many times family and friends will care for the immediate needs of the bereaved well, but after a few days this support often disappears especially days after services are held. Would-be supporters might feel that a grieving person would rather face their loss alone. This is the time when the family liaison and supporters are needed the most and must stay in touch more than ever before. Provide families with access to support programs and resources such as Employee Assistance Program (EAP), Wildland Firefighter Foundation, and encourage networking with other affected families and coworkers.
Document and coordinate external offers of assistance and help the family determine the employees membership in organizations that can provide assistance.  (See External Support Organizations under Resources tab)









[bookmark: _Toc450737173]Checklist for Funeral Liaison (if different from Family Liaison)
Determine whether Family Liaison will complete Funeral Liaison duties, or appoint someone else to fill that role.
	Phase 3 Manage
	Priority
	Completed by
	Date/Time

	Meet with Family Liaison and Family Spokesperson to determine the needs and wishes of the family in regard to agency presence during funeral/memorial/wake planning and facilitation.
	
Phase 3
	Y/N and Print Name
	

	
	
	
	

	Ensure needs and wishes of the family regarding all services come before those of the agency.
	Phase 3
	
	

	Determine family’s preference regarding Federal, State and Local personnel/dignitaries presence as well as their desire for an honor funeral to be arranged for by the agency.
	Phase 3
	
	

	Assist Family in making contacts regarding arrangements and accompany, as appropriate, to services, ceremonies and other observances.
	Phase 3
	
	

	If the family chooses a DNRC coordinated funeral or memorial service, brief the family members about the procedures involved and the potentially large size and scope of a public funeral.
	Phase 3
	
	

	Determine if the family desires a burial in uniform.  If so, coordinate with the Family Liaison to obtain a uniform along with all accoutrements and deliver them to the funeral home.
	Phase 3
	
	

	Ensure that the employee’s immediate family, including the spouse, children, parents, and siblings, receive recognition and that proper placement is arranged for them during services.
	Phase 3
	
	

	If agency ushers are desired by the family, solicit volunteers to provide this service.
	Phase 3
	
	

	Coordinate with Forestry Division Administrator/Director’s Office for proper seating of dignitaries attending the funeral, speeches by the dignitaries, and/or other arrangements.
	Phase 3
	
	

	Coordinate needs and arrangements for any honor ceremonies or special memorials.  The Funeral Liaison shall help facilitate the arrangements and coordinate with the financial specialist to obtain approvals, flags, and other purchases.
	Phase 3
	
	

	Coordinate with local law enforcement to advise that a large number of emergency vehicles may arrive to participate in the funeral procession.  Locate facilities with sufficient space for staging these vehicles.
	Phase 3
	
	

	Obtain a suitable U.S. flag for draping the coffin.  Obtain and coordinate an appropriate Honor Guard for events. Central Valley Fire District hosts Montana’s National Fallen Firefighters Foundation Honor Guard. (406) 388-4480 
	Phase 3
	
	



                NOTES:


[bookmark: _Toc450737174]Responsibility of Funeral Liaison
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist
1. Meet with Family Liaison and Family spokesperson to determine the needs and wishes of the family in regard to agency presence during funeral/memorial/wake planning and facilitation. Items the family needs to consider:
· Size/location?  
· Public/private?  
· Large/Intimate?  
· Indoor/outdoor?
· Funeral home/church?
2. Ensure needs and wishes of the family regarding any and all services come before those of the DNRC.
3. Determine family’s preference regarding Federal, State and Local personnel/dignitaries presence as well as their desire for an honor funeral to be arranged for by the agency.
4. Assist Family in making contacts regarding arrangements and accompany, as appropriate, to services, ceremonies and other observances.
5. If the family chooses an Agency coordinated funeral or memorial service, brief the family members about the procedures involved and the potentially large size and scope of a public funeral.
6. Determine if the family desires a burial in uniform.  If so, coordinate with the Family Liaison to obtain a uniform along with all accoutrements and deliver them to the funeral home.
7. Ensure that the employee’s immediate family, including the spouse, children, parents, and siblings, receive recognition and that proper placement is arranged for them during services.
8. If agency ushers are desired by the family, solicit volunteers to provide this service.
9. Coordinate with Forestry Division Administrator/Director’s Office for proper seating of dignitaries attending the funeral, speeches by the dignitaries, and/or other arrangements.
10. Coordinate needs and arrangements for any honor ceremonies or special memorials.  The Funeral Liaison shall help facilitate the arrangements and coordinate with the financial specialist to obtain approvals, flags, and other purchases.
11. Coordinate with local law enforcement to advise that a large number of emergency vehicles may arrive to participate in the funeral procession.  Locate facilities with sufficient space for staging these vehicles.
12. Obtain a suitable U.S. flag for draping the coffin.  Obtain and coordinate an appropriate Honor Guard for events.  Central Valley Fire District hosts Montana’s National Fallen Firefighters Foundation Honor Guard. (406) 388-4480.


[bookmark: _Toc450737175]Appendix A – Family Liaison Resources
Counseling Services
DNRC can provide Employee Assistance Program (EAP) services to our employees and family members.  Professional counselors are available to help resolve issues related to work and personal lives.
In the event of a critical incident in the workplace, the EAP can be a valuable resource in many ways and should be notified of the incident immediately.  Immediate notification will enable the EAP to prepare to assist the agency in this time of need.
The EAP may participate as a consultant on the incident response team and may consult with managers or supervisors about the impact of the event on the workplace, the employees, and their family members.  The EAP may provide advice or guidance to help manage the stress and assist in responding to traumatized employees individually or in groups.  
The EAP can act as consultants to management in helping the organization to recover and provide services which will assist in returning employees back to work as quickly as possible.  The EAP counselors are trained to facilitate Critical Incident Stress Debriefings, provide grief and trauma counseling, offer coping strategies and can help connect people to important community resources as needed.
Supervisors are encouraged to contact the EAP with concerns about employees and to gain support for themselves as well, as they respond to the on-going demands of this stressful time.  The EAP can provide immediate support at 866-750-1327, 24-hours a day, to anyone involved.  Arrangements can be made for on-site EAP visits or for individuals to be seen by an EAP counselor.  These opportunities for on-going support and response are important to healing and helping return the work environment to normalcy as soon as possible.
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[bookmark: _Toc450737177]Notification of Next of Kin Checklist
	Phase 1 Respond
	Priority
	Completed by
	Date/Time

	Refer to Emergency Notification Card on file for employee
	Phase 1
	Y/N and Print Name
	

	
	
	
	

	Phase 2 Assess
	Priority
	Completed by
	Date/Time

	Select the notification team and have them read “Family Notification Guidelines”
	Phase 2
	Y/N and Print Name
	

	
	
	
	

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

	Determine Cultural or Religious background
	Phase 2
	
	

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

	Establish lead spokesperson (who will talk first)
	Phase 2
	
	

	Verify address of next of kin
	Phase 2
	
	

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



                NOTES:
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Family Notification Guidelines 
Protocols and Procedures
PROCEDURE TIME FRAME: As noted in Checklist
1. Determination of who will do the Next of kin Notification:
The Area Manager, in conjunction with the Immediate Supervisor, Agency Administrator, Law Enforcement and Safety Officer will determine who will notify the next of kin, as well as when and how.  
a. It is preferred that at least two (2) people go together to deliver the notification. 
b. It is a good idea to consider taking separate cars in case one person needs to pick up a family member who is not home or perhaps accompany a family member to the hospital.
c. Key information to gather prior to the notification:
- The circumstances surrounding the death or injury (be clear what is fact and what is not verified), information on the survivors, medical status if the employee is injured, where the injured/deceased person is right now.
- Verify the address of the next of kin.  Decide ahead of arrival who will speak first.
- If notification must be made at the next of kin’s workplace, ask for a supervisor and a quiet private room to talk with the next of kin.
- If notification is made at the hospital, the same rules apply.  Find a quiet, private place for the notification and next of kin’s questions and reactions.  Bring Next of Kin Follow-up Worksheet with you.  (See below)
d. It is important to note that not everyone has the skills that are necessary or required to perform this task effectively. If needed, the designated representatives may ask a chaplain or doctor, or a Law Enforcement Officer to accompany them. 
e. As a personal representative of the DNRC, you are expected to be courteous, helpful, and sympathetic toward the next of kin.  Personal notification is a delicate task, and your presence is designed to soften the unexpected shock, if possible, and show the agency’s concern for personnel and their families. Each notification will be different, with unique moments and reactions from family members. Your sensitivity and alertness to their needs will assist the agency in maintaining a rapport with the next of kin in their time of grief.
f. The Notification Team may provide the family with a Contact Information Sheet, (see Appendix).  Take this sheet and a brochure for the Employee Assistance Program with you.
g. Determining Primary Next of Kin, refer to the Emergency Notification Information form that should have been completed by the employee.  If not available, determine the primary next of kin. The following order is usually the order to use in notifying the primary next of kin.
- Spouse 
- Parents 
- Adult children 
- Brothers and sisters, to include step-siblings and those acquainted through adoption 
- Grandparents 
- Persons granted legal custody of the individual by a court decree or statutory provision 
- Other relatives in order of relationship to the individual according to civil laws 
- If no other persons are available, the county coroner or medical examiner will provide information on who can officially act on the behalf of the deceased. 
The most important issue here is to make absolutely sure that the correct persons are notified. 
REMEMBER: Family relationships can be very complicated. Fiancés and significant others, whether or not they live with the injured or deceased person, are not legal next of kin. If you are aware of such an individual, ask the primary next of kin if they want to call/visit the significant other.
Inability to Locate the Primary Next of Kin
If the next of kin is not home, contact neighbors, the police department or local postmaster for information on the next of kin’s location (work, out of town, etc.).  Take care not to disclose the next of kin’s absence is temporary, you may await their return or go in search of them as appropriate.  If the next of kin is out of town and not expected to return shortly, determine their exact location.  If it is within reasonable distance, attempt to contact them in person.  If not, immediately contact the nearest Agency Administrator to the next of kin’s physical location, brief him/her and request notification actions.
Secondary Next of Kin
If primary next of kin is not available, contact the secondary next of kin as identified on the Emergency Notification Information sheet.
Conducting the notification
Notify the next of kin in person, as soon as possible, any time of day or night.
Your visit should be low-profile in the neighborhood. Do not arrive at the family’s house with several vehicles; do not use emergency lights. Turn off radios.
Be neat in appearance and attire.  Ensure that at least one team member conducting the notification is in uniform.
Never make any notification on the doorstop of the house!
Most families will know something is wrong when they see Agency Representatives at their door.  Ask to be admitted into the house, and ask him or her to sit down.
Identify yourself to the next of kin, e.g. “I am (Agency Administrator) and this is (person accompanying you).  Confirm the identity of the next of kin, e.g. “Are you Mr. John Smith?”  Verbally relate to the next of kin in your own words the information that you have. Always use the victim’s name which they are commonly known by.
Be as natural as possible in speech, manner and method of delivery of notification.  Use the word died or killed.  Do not down-play with “passed away” or “was lost.”
Be sensitive for any reaction to the notification of death.  If there is no other adult member of the family at home and the news produces a shock, the agency representative should offer assistance such as contacting a friend, neighbor, family minister, counselor or offering transport or help with arranging a babysitter.  Throughout the ordeal, the representative must be sympathetic and provide support.  If minor children are at home, use your best judgment to determine whether they should be told in the presence of the parent/spouse/adult or if they should be asked to leave the room.  If the minor children are home without an adult present, do not make the notification at that time. Determine the location of the parent/spouse/adult and make the notification at a later time.
As an example, in the case of a death, the next of kin should be provided with the following statement of condolences: For example: 
"The Chief/Director of the [Agency] has asked me to express his/her regret that your (relationship; husband/wife/son/daughter __[name (most commonly known by)] ___) died/was killed in (city/state) on (date). (State the circumstances). Our deepest sympathy to you and your family in your tragic loss.”
The first visit should be brief and in private.  The main concern is to answer questions and meet the demands and requests from the next of kin.  A private meeting will cut down on the confusion that cn occur with too many people in the room.
Offer to call immediate family members, friends, or clergy who are available to come and support the family.
Inform the next of kin they will be contacted by an agency family liaison within 24 hours to assist them with benefits paperwork and other arrangements.
Verify that all children have been correctly identified.
Leave names and phone numbers for the family to reach you, the chaplain, or the family liaison.  Make sure they can find you.
In the case of a death, you should solicit help of neighbors, friends, postmaster or police agency having jurisdiction, as appropriate, in locating next of kin who are not at home.  If absence is temporary (shopping or visiting), you can wait for his/her return or go in search, depending upon circumstances.  If the next of kin is out of town on a visit or vacation, you should ascertain exact location and accomplish the visit if within reasonable geographic distance, or redirect action through normal supervisory channels for further instructions.
If notification is to be made at a work place, ask for a Supervisor.  Do not divulge details.  Request a quiet room to talk with the next of kin.
If the immediate family is not in the local area, request that the local Forest Service/BLM unit and/or local law enforcement agency with jurisdiction at the family’s residence notify the family in person.
Tell the next of kin where their loved one has been taken, if known. Offer to call the medical examiner to find out the location if that information is not yet known.
Inform the Hospital Liaison when the family is on its way to the hospital.
In the case of a missing person, request cooperation of next of kin in making public only information concerning the missing person’s name, job, social security number and date of birth, or as directed by law enforcement.
Actions to be avoided
Do not notify the next of kin by telephone under any circumstances.
Do not call for an appointment prior to visiting the next of kin.
Do not divulge your message except to the person or persons concerned.
Do not touch or handle the next of kin in any manner unless there is extreme shock or fainting, in which case assist next of kin to a chair or couch, or obtain a glass of water and summon medical assistance if considered necessary.  If family member has a known medical condition, consider pre-positioning EMS personnel.
Do not hold or display speech notes when approaching residence of next of kin.  Likewise, when talking to next of kin, do not continuously refer to any speech or notes.
Do not speak hurriedly, or extend over-sympathetic gestures or manifestations, which might be misconstrued.

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

Do not discuss or comment on matters you are not informed about or qualified to discuss.

Leave a brochure from the Employee Assistance Program (EAP) and inform the family members of the benefits of this valuable program and that they are eligible to use the program.

Lastly, leave the Contact Information sheet for the family in case they have questions or need additional information.  (See sample form in the Resources Section).

Notifying DNRC Leadership

The Area Manager will be notified without delay when notification has been accomplished.

Only when the notification has been completed will the name of the casualty be officially released.

It is important to advise the crew when the family has been officially notified, as there may be employees who will want to send their condolences to the family, especially if they were close.
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Public Information Officer (PIO) Resources



     	     
*to be filled as needed by PIO
Page | 100 
[bookmark: _Toc450737180]APPENDIX D - DNRC FUNDING MATRIX – SERIOUS ILLNESS OR INJURY/DEATH 

	
Activity
	
Transport of Sick/Injured, When in Travel Status
	Transport of Deceased Body - When in Travel Status
	Funeral/Memorial Attendance by Agency Employees
	Honor Guard Representation at funeral or memorial
	
Honor Watch
	
Additional Support/Items

	Agency
	
	
	
	
	
	
	
	
	
	
	

	
Reference
	
	
	
	
	
	
	
	
	
	
	

	




Funding
	
	
	
	
	
	
	
	

	
BLM and FS Regular Employees (includes temporaries)
	
	
	
	
	
	
	
	
	

	

Casual Employees 
	
	
	
	
	
	
	
	
	

	

Contractors 
	
	
	
	
	
	
	
	
	

	

Federal Cooperators 
	
	
	
	
	
	
	
	

	State/Other Government Cooperators 
	
	
	
	
	
	
	
	
	







[bookmark: _Toc450737181][bookmark: _Toc450737182]APPENDIX E – Employee Emergency Contact Information 
EMERGENCY NOTIFICATION CONTACT INFORMATION

The information that you provide will be used ONLY in the event of your serious injury
or death in the line of duty. Please take the time to fill out fully and accurately because the data will help the agency take care of your family and friends.
PERSONAL INFORMATION
	Last Name
	First Name
	Middle Initial

	
	
	



	Home Address

	



	City
	State
	Zip Code

	
	
	



	Home Phone

	



CONTACT INFORMATION

Family or friends you would like the agency to contact. Please list in the order you want them contacted. If needed, provide additional names on the back of this sheet.
NOTE: If parents are separated please specify whom to notify first.
If the contact is a minor child please indicate the name of the adult to contact.

	Name

	



	Relationship

	



	Home Contact Information

	Address:

	Phone:



	Work Contact Information

	Name of Employer:

	Address:

	Phone:

	Cell/Pager:



	Special Circumstances (such as health conditions or need for an interpreter)

	

	

	

	Name

	



	Relationship

	



	Home Contact Information

	Address:

	Phone:



	Work Contact Information

	Name of Employer:

	Address:

	Phone:

	Cell/Pager:



	Special Circumstances (such as health conditions or need for an interpreter)

	

	

	






	Name

	



	Relationship

	



	Home Contact Information

	Address:

	Phone:



	Work Contact Information

	Name of Employer:

	Address:

	Phone:

	Cell/Pager:



	Special Circumstances (such as health conditions or need for an interpreter)

	

	

	






	Name of Dentist Office

	Dentist Name:

	Address:

	Phone:



	List names and birth dates of all your children.

	Name:
	Date of Birth:

	Name:
	Date of Birth:

	Name:
	Date of Birth:

	Name:
	Date of Birth:



	List the agency members you would like to make the notifications (if possible)

	Name:

	Name:

	Name:

	Name:



	List anyone else you would like to assist with notifications

	Name:

	

	Relationship:

	

	Home Contact Information

	Address:

	Phone:

	Cell/Pager:

	Work Contact Information

	Name of Employer:

	Address:

	Phone:

	Cell/Pager:


  

OPTIONAL INFORMATION 

Make sure someone close to you knows this information

	Religious Preference

	Religion:

	Place of Worship:

	Address:







	Funeral  Preferences

	Are you a veteran of the U.S. armed Forces?                                           Yes        No 

	If you are entitled to a military funeral, do you wish one?                       Yes        No 

	Do you wish to have a fire service funeral?                                              Yes        No 




	Please list the membership in the agency, religious affiliation or community organization that may provide assistance to your family.

	

	

	

	

	

	

	

	

	



	Do you have a will?

	If yes, where is it located?



	Are you a designated organ donor?

	If yes, coordination with medical examiner may be necessary.



	Please list any insurance policies you have.

	Company
	Policy Number
	Location of Policy

	
	
	

	
	
	

	
	
	



	Special Request

	

	

	

	






 ______________________________________                                            _________________ 
              Employee Signature                                                                                Date

APPENDIX F:   Accident/Injury/Fatality Notification Flow Chart 

Critical Incident Occurs




Dispatch Center
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Unit/Area Duty Officer

 (W)
 ©





Unit Manager/Area FMO/Area Manager





		
                      	
		Duty Chief FAMB
DNRC Safety Officer
Critical Incident  (IC)


                                  									
	

		Division Administrator
DNRC Duty Phone



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

Occupational injury/illness

	EVENT
	INITIAL NOTIFICATION REQUIRED

	
All accidents, with or without minor injury or illness.
	Employees Supervisor
Unit Manager
Area Manager
Department Safety Officer 

	
Accidents resulting in serious injury or illness, including broken bones, eye injuries, poisoning, burns, or chemical contamination.
	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
Department Safety Officer
Division Administrator

	
Accidents resulting in severe injury or illness, requiring hospitalization.

	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
Department Safety Officer
Division Administrator
Director’s Office

	Occupational fatality (or likely death) to DNRC employee or enrollee.
OR
One or more private citizens dies (or death likely) on DNRC protected wildland fire or DNRC lands.
OR
Five or more employees and/or private citizens are hospitalized.
	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
Department Safety Officer
Division Administrator
  Director’s Office 



Aviation related accident

	EVENT
	INITIAL NOTIFICATION REQUIRED

	All agency aircraft accidents are to be reported immediately.

The Aviation staff will make notifications to the NTSB 
	Area Manager
FAMB Bureau Chief
Deputy Chiefs
Aviation Officer

Department Safety Officer
Division Administrator
  Director’s Office



Motor vehicle accident

	EVENT
	INITIAL NOTIFICATION REQUIRED

	All motor vehicle accident involving a government-owned, -leased, or -rented motor vehicle, motorized equipment or ATV (includes private vehicle on official use).
	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
 Department Safety Officer
Division Administrator 

	Total damage in excess of $1,000 as a result of a motor vehicle accident involving a government-owned, -leased, or -rented motor vehicle, motorized equipment or ATV (includes private vehicle on official use). 
	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
 Department Safety Officer
   Division Administrator




Report of incident to other than employee (visitors)

	EVENT
	INITIAL NOTIFICATION REQUIRED

	Every fatality on DNRC lands

Notification not required for civil air crashes and on easements administered by other jurisdictions (such as federal and state highways)
	Employees Supervisor
Unit Manager
Area Manager
Bureau Chiefs
Department Safety Officer
Division Administrator
  Director’s Office 



Notification should be timely, based on the seriousness of the incident and public interest.  All phone call notifications are required to be followed up with an email narrative of the incident the next business day
[bookmark: _Toc450737183]APPENDIX G - Agency Reporting Log
Incident: 							Location: 				

Employee’s Name: 					 	Incident Date: 			

Description of Accident Situation: 								

	Required
	Office/Official
	Who
Contacted 
	Completion Date

	· 
	Area Manager
	
	

	· 
	Area Staff Officer
	
	

	· 
	Area Fire Management Officer
	
	

	· 
	Unit Manager
	
	

	· 
	Unit Manager
	
	

	· 
	Unit Manager
	
	

	· 
	Unit Manager
	
	

	· 
	Unit Manager
	
	

	· 
	Division Administrator
	
	

	· 
	Bureau Chief
	
	

	· 
	Deputy Chief
	
	

	· 
	Bureau Safety Officer
	
	

	· 
	Fire Operation’s Safety Manger
	
	

	· 
	Department CIR Phone
	
	

	· 
	Department Public Information Officer
	
	

	· 
	Department Safety Officer
	
	

	· 
	Department Director
	
	

	· 
	
	
	

	· 
	Northern Rockies Coordination Center
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	


For wildland fire fatalities, entrapments, and burnovers, notify the National Interagency Coordination Center (208-387-5400) within 24 hours.  Use NWCG Form PMS 405-1.@ http://www.nwcg.gov/pms/forms_otr/forms_otr.htm.  

[bookmark: _Toc450737184]Task Log
	Task
	Remarks
	Time/Date Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	




[bookmark: _Toc450737185]APPENDIX H – Initiation of Benefits

**This list is not all inclusive but is intended to be used as a guide and a starting point for initiation of benefits and support for the surviving spouse and family members of DNRC employees who have died in the line of duty.   Many of the same items are required for submission of death benefits for individuals who have died outside the line of duty.  
[bookmark: _Toc421537019]State Employees Health Benefits
Website for benefits:  http://benefits.mt.gov/Medical 
Email for benefits questions:  benefitsquestions@mt.gov 
Benefits phone:  406-444-7462; 800-287-8266; Hearing Impaired TTY: 406-444-1421; fax 406-444-0080
Address:  100 N. Park St.  Suite 320, P.O. Box 200130, Helena, MT 59620
travel insurance information – for traveling abroad – includes emergency transportation services and medical assistance services

Notes:  
[bookmark: _Toc421537020] 
State Employee's Group Life Insurance
Life insurance website:  http://benefits.mt.gov/Life-and-Accident 
Life insurance contact info:  same as benefits

Notes:

[bookmark: _Toc421537022]

Montana Workers’ Compensation
First Report of Injury
Workers Compensation has a maximum funeral expense of $4000.00.
Notes:

[bookmark: _Toc421537023]

Public Employees Retirement System
Public Employees’ Retirement System (PERS) website:  http://mpera.mt.gov/pers.shtml 
Phone: (406) 444-3154 
Toll Free: 1-877-ASK-PERB (1-877-275-7372) FAX: (406) 444-5428 
Email: mpera@mt.gov
100 N Park Avenue Suite 200 
PO Box 200131 
Helena, MT 59620-0131

Notes:

[bookmark: _Toc421537024]Social Security Administration
Contact the local office for this benefit.  All documentation may be completed at the SSA office.
Survivor will need to provide certification of relationship to deceased.
Survivor will need to provide certified copy of death certificate.
Survivor will be advised if additional documents are required dependent upon situation.

Notes:
Requires one quarter of coverage for each calendar year after 1950 or after the calendar year in which covered individual reached age 21, whichever is later for full survivor benefit insurance.  Individual must have 6 quarters of coverage earned during the last 13 calendar quarters ending with the quarter in which the death occurred.  Survivor Benefit ratio is dependent upon the age of the surviving spouse and eligibility of children.   Lump Sum Death Benefit of $255 is payable to the spouse who was living with the deceased at the time of death or to the dependent child entitled to draw Social Security benefits.  

[bookmark: _Toc421537027]
Public Safety Officer's Benefit
Death Benefits Questionnaire 
Claim for Death Benefits Form
Detailed Statement of Circumstances
Investigation Report
Complete Autopsy Report
Toxicology Report
Certified Copy of Death Certificate
Marriage Certificate (s) (as appropriate)
Divorce Decree(s) (as appropriate)
Birth Certificate(s) (as appropriate)
Statements declaring status of children (as appropriate)

Note:
This benefit is calculated based on the date of death of the employee. The benefit after Oct 1 2014 is $339,310.00 and is adjusted annually based on the CPI.  The funds are distributed 50% to surviving spouse and 50% shared equally amongst eligible children.  If no children, 100% to surviving spouse.  If no surviving spouse, 100% shared equally amongst eligible children.  If neither situation is true, benefits will be paid to surviving parent or parents in equal shares.  

Individuals found ineligible under this benefit will have the right to request reconsideration of the finding.  The claimant will have the opportunity for an oral hearing if in compliance with procedures as directed in the letter of ineligibility.   

Eligibility is limited to public safety officers (serves a public agency in an official capacity as a law enforcement officer, firefighter, or member of a public rescue squad or ambulance crew).  To be eligible for benefits, the individual's death must result from injuries sustained in the line of duty.  It is possible to request an interim payment (not to exceed $3000) be made to the eligible survivor(s) if it is probable that the death is compensable.  This benefit is not subject to Federal income tax. It is paid as a lump sum.    Recommend that the survivor(s) contact a CPA and/or financial advisor to determine the most advantageous management of these funds.   

[bookmark: _Toc421537029]Additional Organizations

Notes:  
There are many other benefits that may be available through professional organizations.  Recommend that the agency administrator make contact with State and Local organizations as appropriate to determine if there may be other entitlements available to the survivors.  (i.e. FLEOA, Fraternal Orders, Firefighters Assoc.).  Most of the time these organizations will contact the family and we can assist or facilitate in processing the necessary paperwork.  
In line of duty deaths, there are frequently memorial services (local, regional, and national).  Assisting, providing information, gathering documentation and organizing are services that may also be necessary to reduce the impact upon the surviving family. 
Many of the benefit agencies have websites and a lot of information can be found here.  Phone contacts are best but sometimes difficult until a case has actually been established, the websites can provide alternative numbers and access to valuable information quickly.   


[bookmark: surv_benefits][bookmark: _Toc421537036][bookmark: OLE_LINK3][bookmark: OLE_LINK4]Survivor’s Benefits Checklist
	
	Eligible for this benefit?
	Have necessary information?
	Claim initiated? (Indicate date)
	Notes

	Social Security

	
	
	
	

	Veteran’s Benefits

	
	
	
	

	COBRA

	
	
	
	

	Health Insurance

	
	
	
	

	Worker’s Compensation

	
	
	
	

	Life Insurance

	
	
	
	

	Retirement (401K, TSP, Pension)
	
	
	
	

	Final Paycheck

	
	
	
	

	Lump Sum Payouts of Annual & Sick
	
	
	
	

	Funeral / Burial Allowance
	
	
	
	

	Public Safety Officer’s Benefits
	
	
	
	

	Public Safety Officer’s Educational Assist.
	
	
	
	

	State Death Benefits

	
	
	
	

	Educational Benefits for Spouse / Children
	
	
	
	

	Fraternal Organizations

	
	
	
	

	

	
	
	
	

	

	
	
	
	





	[bookmark: _Toc421537032][bookmark: _Toc450737186]APPENDIX I - Sample Delegation of Authority

	

	

	File Code:
	[bookmark: FileCode]1230/5320
	Date:
	[bookmark: SigDate]August 14, 2006

	Route To:
	[bookmark: RouteToCode] 

	
	

	Subject:
	[bookmark: docSubject][bookmark: docSubject2][bookmark: docSubject3][bookmark: docSubject4]Delegation of Authority - Payette NF Management of Critical Incident for Krassel Helicopter Crash Resulting in Fatalities   

	
	

	To:
	[bookmark: Addressee][bookmark: Addressee2][bookmark: Addressee3][bookmark: Addressee4]David Alexander, Incident Commander   

	
	



You are hereby delegated as Incident Commander for the Critical Incident Management of a fatal helicopter accident occurring at approximately 1700 hours on August 13, 2006, resulting in the deaths of the contract pilot and three Payette National Forest employees. The helicopter was conducting a mission associated with fire suppression and management when it crashed on the South Fork Salmon River about 18 miles west of Yellow Pine, Idaho. 

You are to assume your Incident Commander role at 0700 on August 14, 2006. You are assigned the following tasks: 

1. Operate under the Incident Management Team organizational structure.

1. Provide all logistical and administrative support for the teams conducting the investigation of this accident. These include the National Transportation Safety Board investigative team, and the U.S. Forest Service investigative team. 

1. Ensure close coordination among and between investigation activities and teams. 

Quinn Carver, Krassel District Ranger, and I will be the Agency Representatives for the Krassel Helicopter Crash Critical Incident.  

Coordinate all public information with Boyd Hartwig, Payette National Forest Public Affairs Officer, and David Olson, Boise National Forest Public Affairs Officer. Use the Overview of the Payette National Forest Incident Information Process guidelines to implement the public information program.  I am currently using Guy Pence as a liaison for myself.  Guy can be reached at 208-861-3471. 

Pam Krigbaum, Acting Forest Administrative Officer, will be available to address any fiscal questions, needs or concerns, and your employment status.   

I will meet with you periodically during this assignment. 

	[bookmark: Sig1_1]/s/ Suzanne C. Rainville
	[bookmark: Sig2_1] 

	[bookmark: Sig1_2]SUZANNE C. RAINVILLE
	[bookmark: Sig2_2] 

	[bookmark: Sig1_3]Forest Supervisor
	[bookmark: Sig2_3] 



[bookmark: _Toc450737187]APPENDIX J – Family Liaison Worksheet
EMPLOYEE’S NAME: 										
Immediate Family Members:
	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes








Extended Family & Others (grandparents, girlfriend / boyfriend, live-in relatives):
	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes



	Name:

	Relationship to Employee:

	Address:


	City, State:

	Zip Code

	Phone #:
Cell  or Home
	Notes




Background
High School Attended:
	Year Graduated:

	Name of School:

	City, St:


	Notes (Honors, special achievements, etc.):




College / Technical School Attended:
	Year Graduated:

	Name of School:

	City, St:


	Degree obtained:

	Notes (Honors, special achievements, etc.):





Church Affiliation:
	Name:


	Address:


	City, St:




Military Experience:
	Branch of Service:


	Rank:

	DD-214 Available?   YES       NO
	Job Title:

	Dates of Service:


	Notes (special awards, overseas experience):





Organizations / Groups Involved (NRA, Rotary, Elk Foundation, etc.):
	Notes 













DNRC / Government Career:
	Year Started:

	Present Position:

	Positions Held (Location, position title, years in position):















	Notes (special awards, etc.):













Personal Interests (sports, activities, etc.):
	Notes:

















Memorial / Funeral Services
Location of family members for Memorial / Service:
	Name:

	Phone#:

	Location:


	Name:

	Phone#:

	Location:


	Name:

	Phone#:

	Location:


	Name:

	Phone#:

	Location:




Families in from out of town needing transportation from airport?
	Notes (location, airline, cell#, flight #, # in party, etc.):












Viewing / Visitation:
	Date

	Time:
	Name of site:

	Address:


	City, St:

	Phone #:

	Notes:










Funeral Service:
	Date

	Time:
	Name of site:

	Address:


	City, St:

	Phone #:

	OPEN   or   CLOSED   casket

	Family only?
  YES    or    NO
	Public invited?
  YES   or   NO

	#’s of reserved seating for the family
	Recipient of flag?
	

	Does the family have a priest / clergy / pastor to conduct service (name)?


	Address:


	City, St.:

	Phone #:

	Prior to service, there will be music as people enter. Are there any particular music selections that that you would like played? (CD’s, piano, organ, solo, etc.):



	Notes:






Memorial Service:
	Date

	Time:
	Name of site:

	Address:


	City, St:

	Phone #:

	
	Family only?
  YES    or    NO
	Public invited?
  YES   or   NO

	#’s of reserved seating for the family
	Recipient of flag?
	

	Does the family have a priest / clergy / pastor to conduct service (name)?


	Address:


	City, St.:

	Phone #:

	[bookmark: _Hlk301949606]Prior to service, there will be music as people enter. Are there any particular music selections that that you would like played? (CD’s, piano, organ, solo, etc.):



	Notes:





Other Items:
Does the family request flowers?
	Church:	    YES        NO

	Mortuary:        YES        NO
	Cemetery:        YES        NO

	If no, please deliver to:


	Contact:

	Phone#:



Eulogy:
	Name(s) of persons to read:








Program Speakers:
	Are there any family members, relatives, or close friends that will be in the program? Any special equipment needed (LCD projector, sound equipment)?










Displays / Memorabilia:
	Any memorabilia / pictures, etc. that require a table, or pictures loaded onto a computer for display?








Press:
	Photographers / news media / reporters ok at funeral / memorial?    YES     NO






Pallbearers:
	#’s of family, friends, relatives  will be pallbearers:


	If none, would family like Honor Guard Detail (CHECK AVAILABILITY FIRST):




Cultural Concerns:
	Any special cultural concerns / background issues that we need to be aware of, so that will not conflict with your family wishes? Language barriers or hearing impaired members of the family that we need to be aware of?






Family Medical Concerns:
	Any family members with special medical concerns that we should be aware of in advance? (Name & condition):






Reception:
	Location:


	Address:


	City, St. 

	Does the family wish to be involved?     YES        NO

	Food / refreshments will be provided by:


	Any family like to help? 


	Notes:






Trust Fund:
	Name of Trust Fund:


	Address:


	City , St, Zip Code


	Institution Name Where Fund Is:

	Phone#:



Donations:
	In the name of:


	Address:


	City, State, Zip




Accident Site Visit
	Date of visit:

	Time:
	# of persons:

	Contact person(s) / escort:


	Site location:


	City, St


	Special transportation considerations (helicopter, 4x4 vehicle, etc.):






[bookmark: _Toc450737132][bookmark: _Toc421537038][bookmark: _Toc450737188]APPENDIX K - Key Contact Phone Numbers
Quick Reference Contact List
	 MT DNRC FORESTRY DIVISION  

	Contact
	Contact Name
	Phone Numbers

	DNRC CRITICAL INCIDENT PHONE
	Department Duty Officer
	406-444-1430

	FAMB DUTY CHIEF PHONE
	FAMB Duty Chief
	406-594-1829

	AGENCY ADMINISTRATOR
	Forestry Division  Administrator 
Bob Harrington
	W -406-542-4301
C -406-544-6045
H -

	LINE OFFICERS

	Eastern Land Office Area Manager 
Chris Pileski
	W - 406-874-2036
C – 406-852-3497
H – 406-234-0502

	
	Northeastern Land Office Area Manager
Clive Rooney
	W -406-535-1904
C -406-366-6356
H – 406-538-3851

	
	Southern Land Office Area Manager
Matt Wolcott
	W - 406-247-4401
C – 406-670-1975
H -

	
	Central Land Office Area Manager
Hoyt Richards
	W -406-458-3501
C - 406-475-4202
H -

	
	Southwestern Land Office Area Manager
Mike O’Herron 

	W - 406-542-4261
C - 406-240-4199
H – 406-721-8389

	
	Northwestern Land Office Area Manager
Greg Poncin
	W – 406-751-2250
C – 406-250-4439
H -

	DNRC SAFETY OFFICER
	Paige Tabor
	W - 406-444-2079
C – 406-437-2746
H -

	DNRC INFORMATION OFFICER
	John Grassy
	W -406-444-0465
C – 406-431-0718
H -

	DNRC DIRECTOR
	John Tubbs
	W -406-444-1948
C – 406-475-4698
H -

	DNRC FIRE & AVIATION CHIEF
	Mike DeGrosky
	W -406-542-4304
C – 406-214-6847
H -

	DNRC FIRE & AVIATION DEPUTY CHIEF
	John Monzie
	W -406-542-4220
C -06-544-7383
H -

	DNRC FIRE & AVIATION DEPUTY CHIEF
	Bruce Suenram
	W – 406-542-4223
C – 406-459-3302
H -

	DNRC FIRE & AVIATION FIRELINE SAFETY
	Vacant
	W -
C -
H -

	FIRE BUSINESS SPECIALIST
	Wanemah Hulett
	W -406-542-4230
C – 406-210-2461
H – 406-754-2959




	DNRC PERSONNEL
	Christy Stapley
	W -406-444-1309
C -
H -

	EMPLOYEE ASSISTANCE PROGRAM
	www.MyRBH.com
ACCESS CODE MONTANA
	W – 866-750-0512
C -
H -

	
	
	W -
C -
H -

	
	
	W -
C -
H -

	
	
	W -
C -
H -








[bookmark: _Toc450737133]Eastern Land Office Phone Numbers
	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	Carter County Sheriff/Warden
	775-8743  ©975-8899

	Custer County Sheriff
	874-3320  ©951-3400

	Custer County Fire Warden
	874-3510 ©853-4623

	Mile City Fire/Rescue 
	234-2235

	Dawson County Sheriff
	377-5291

	Dawson County Fire Warden
	©939-1650

	Fallon County Sheriff
	778-2879

	Fallon County Fire Warden
	©891-0458

	Garfield County Sheriff
	557-2540

	Garfield County County Fire Warden
	977-9705

	McCone County Sheriff
	485-3405

	McCone County Fire Warden
	485-3326 ©939-3318

	Powder River County Sheriff
	436-2333

	Powder River Fire Warden
	935-2242

	Prairie County Sheriff
	635-5738

	Prairie County Fire Warden
	635-5738 

	Richland County Sheriff
	433-2919

	Richland County Fire Warden
	488-4400 © 489-4629

	Rosebud County Sheriff
	346-2715

	Rosebud County Fire Warden
	346-4270 © 253-0208

	Wibaux County Sheriff
	796-2222

	Wibaux County Fire Warden
	©(701)-218-0267

	MT-FWP Mile City
	234-0900

	Montana Highway Patrol
	(800)-855-3777

	OSHA-Billings Office
	247-7494

	BLM- Miles City District Dispatch
	233-2900

	CMR
	538-8706

	FS-Ashland Ranger District
	784-2344

	FS-Sioux Ranger District
	(605)-797-4432

	BIA-Northern Cheyenne
	477-8263

	
	








	DISPATCH CONTACT INFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	Miles City Dispatch
	233-2900
	Miles City Dispatch Zone

	
	
	

	
	
	




	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	BIA Northern Cheyenne
	477-8263
	Cheyenne Reservation

	BLM Miles City District
	233-2900
	Southeastern Montana

	CMR
	538-8706
	South of Fort Peck Lake

	Forest Service (Ashland)
	784-2344
	Ashland Ranger District

	Forest Service (Sioux)
	(605)-797-4432
	Sioux Ranger District

	MT Fish, Wildlife, and Parks
	234-0900
	Region 7

	OSHA
	247-7494
	Billings Area

	Montana Highway Patrol
	(800)-855-3777
	State of Montana

	DNRC-ELO
	232-2034
	Southeastern Montana

	DNRC-Fire/Aviation
	542-4300
	State of Montana

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Medical Facilities
	Location
	Phone Number
	Web Address

	Holy Rosary Hospital
	Miles City
	233-2600
	holyrosaryhealthcare.org

	Billings Clinic Miles City
	Miles City
	233-7000
	Billingsclinic.com

	
	
	
	

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/






	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	DNRC Safety Officer
	444-2079
	Page Tabor
	State of Montana

	DNRC Fire/Aviation
	542-4255
	Paul Fieldhouse
	State of Montana

	DNRC Eastern Land Office
	©853-1694
	John Raisler
	Eastern Land Office

	Eastern Montana/Dakotas District-BLM
	233-2843
	Pat Merrill
	Eastern Montana

	Custer National Forest
	255-1428
	John Kastner Custer Forest Safety Manager
	Custer Forest (Ashland,Sioux)

	
	
	
	

	Other Important Numbers
	
	
	

	OSHA
	247-7494
	osha.gov/oshadir/mt.html
	Billings Area Office

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc450737134]Northeastern Land Office Phone Numbers
	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	Clive Rooney-Area Manager
	406-535-1904/cell 406-366-6356

	Barny Smith-Lewistown Unit Manager
	406-535-1905/cell 406-366-3672

	Matt Poole-Glasgow Unit Manager
	406-228-2430/cell 406-263-4523

	Monte McNally-Havre Field Office
	406-265-5236/cell 406-390-4287

	Don Pyrah-Area Fire Management Officer
	406-535-1906/cell 406-380-0064

	Heath Gerber-Assistant Area Fire Management Officer-Safety
	406-535-1907/cell 406-366-5738

	Becky Shepard-Office Manager
	406-535-1901/cell 406-366-1879

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	DISPATCH CONTACT IINFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	Lewistown
	Lewistown Interagency Dispatch Center  406-538-1072
	Central Montana Fire Zone

	
	
	

	
	
	




	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	Northeastern Land Office--Lewistown
	406-538-7789
	Golden Valley, Wheatland, Petroleum, Fergus, Judith Basin, Chouteau, Hill, Blaine, Phillips, Valley, Roosevelt, Daniels, Sheridan

	Lewistown Unit
	406-538-7789
	Golden Valley, Wheatland, Petroleum, Fergus, Judith Basin, Chouteau

	Glasgow Unit
	406-228-2430
	Phillips, Valley, Roosevelt, Daniels, Sheridan

	Havre Field Office
	406-265-5236
	Hill, Blaine

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Medical Facilities
	Location
	Phone Number
	Web Address

	Central Montana Medical Center
	Lewistown
	406-538-7711
	http://www.cmmccares.org/

	
	
	
	

	
	
	
	

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/




	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other Important Numbers
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc450737135]
Southern Land Office Phone Numbers
	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	SLO Duty Officer
	406-698-3473

	Derek Yeager-Fire Management Officer
	406-698-3473

	Matt Wolcott-SLO Area Manger
	406-670-1975

	Dylan Kopitzke-Assistant Fire Management Officer
	406-546.6581

	Kevin Johnson-Fire Operations Supervisor
	406-671-4486

	Dena Bennett-SLO Office Manager
	406-247-4409

	Tim Ryan
	406-425-2790

	Brian Francis-Fire Team Leader
	406-223-7704

	Jeff Brown-Fire Team Leader
	406-860-4429

	Dan Hauf-Fire Team Leader
	406-671-1360

	Craig Riske-Fire Team Leader
	406-794.5470

	Phil White-Fire Team Leader
	406-671-6913

	Brian Corneliusen
	406-671-3967

	Larry Hart
	406-698-4572

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	DISPATCH CONTACT IINFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	Billings
	406-896-2900
	

	
	
	

	
	
	




	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	BLM-Cody Phillips-Hand Crew Super
	406-570-4992
	

	BLM-Chris George-Hand Crew Foremen
	406-868-8590
	

	BLM-Leroy Evans-Engine Captain
	307-389-5114
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






	Medical Facilities
	Location
	Phone Number
	Web Address

	
	
	
	

	
	
	
	

	
	
	
	

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/




	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other Important Numbers
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc450737136]Central Land Office Phone Numbers
	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	Beaverhead County Sheriff Department
Beaverhead County Sheriff /  Frank Kluesner
County Firewarden / Scott Marsh
	406-683-3700

406-683-3757 / 406-660-1641

	Broadwater County Sheriff Department
Broadwater County Sheriff / Wynn  Meehan
County Firewarden / Ed Shindoll
	406-266-3441

406-949-5535

	Cascade County Sheriff Department
Cascade County Sheriff / Bob Edwards
Cascade County Firewarden / Vince Kolar
	406-454-6820

406-454-6900 / 406-788-6900

	Gallatin County Sheriff Department
Gallatin County Sheriff / Brian Gootkin
County Firewarden / Kerry O’Connell
	406-582-2100

406-582-2085 / 406-539-2559

	Glacier County Sheriff Department
Glacier County Sheriff / Vernon ‘Napi‘ Billedeaux
County Firewarden / Pat Stranad
	406-873-2711



	Jefferson County Sheriff Department
Jefferson County Sheriff / Craig Doolittle
County Firewarden / Pat McKelvey
	406-225-4075

406-459-8225

	Lewis & Clark County Sheriff Department
Lewis & Clark  County Sheriff / Firewarden / Leo Dutton
	406-447-8293

	Liberty County Sheriff Department
Liberty  County Sheriff / Doug Riggin
County Firewarden / Richard Burrows
	406-759-5171

	Madison County Sheriff Department
Madison  County Sheriff / Firewarden / Roger Thompson
	406-843-5301

	Meagher County Sheriff Department
Meagher  County Sheriff / Jon Lopp
County Firewarden / Rick Siedlitz
	406-547-3397

406-547-4290

	Park County Sheriff Department
Park  County Sheriff / Scott Hamilton
County Firewarden / Greg Coleman
	406-222-4172

406-222-4188 / 406-823-0823

	Pondera County Sheriff Department
Pondera  County Sheriff / Carl Suta
County Firewarden / LeAnn Hermance
	406-271-4060

406-271-4040

	Teton County Sheriff Department
Teton  County Sheriff / Keith Lloyd Van Setten
County Firewarden / Steve Rose
	406-434-5585

406-466-3406 / 406-868-1623

	Toole County Sheriff Department
Toole  County Sheriff / Donna Whitt
County Firewarden / Norm Nelson
	406-466-5781

406-450-1480



	DISPATCH CONTACT IINFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	Bozeman Dispatch	
	406-587-6719
	Bozeman Dispatch Area

	Dillon Dispatch
	406-683-3975
	Dillon Dispatch Area

	Great Falls Dispatch
	406-731-5300
	Great Falls Dispatch Area

	Helena Dispatch (Fire Desk)
	406-444-4242
	Helena Dispatch Area



	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	Central Land Office
Area Manager – Hoyt Richards
Area FMO – Greg Archie
Area AFMO – David Hamilton
	406-458-3500
406-458-3501 / 406-475-4202
406-458-3505 / 406-431-2561
406-458-3526 / 406-431-1948
	See list for each Unit below

	Bozeman Unit 
Bozeman Unit Manager – Craig Campbell
	406-586-5243
406-566-4507 / 406-570-4272
	Gallatin, Park

	Conrad Unit
Conrad Unit Manager – Erik Eneboe
	406-278-7869
406-278-7869 / 406-788-7074
	Glacier, Liberty, Pondera, Teton, Toole

	Dillon Unit
Dillon Unit Manager – Tim Egan
Dillon Unit FMO – Don Copple
	406-683-6305
406-683-6305 / 406-581-3927
406-683-6305 / 406-660-1466
	Beaverhead, Madison


	Helena Unit 
Helena Unit Manager – Andy Burgoyne
Helena Unit FMO – John Huston
	406-458-3500
406-458-3517 / 406-465-3466
406-458-3524 / 406-431-2562
	Broadwater, Cascade, Jefferson, Lewis & Clark, Meagher

	BLM Butte Field Office
	406-533-7600
	

	Beaverhead/Deerlodge NF S.O.
	406-683-3900
	

	Gallatin/Custer NF SO
	
	

	Helena NF SO
	
	

	Lewis & Clark NF SO
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Medical Facilities
	Location
	Phone Number
	Web Address

	
	
	
	

	
	
	
	

	
	
	
	

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/



	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other Important Numbers
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	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	
Police/Fire/Ambulance
	911

	FBI-Missoula Field Office
	406-549-0266

	Frenchtown Rural Fire Department
	406-626-5791

	Granite County 911
	911

	Granite County Sheriff
	406-859-3251

	Greenough-Potomac Fire
	406-244-5796

	Lake County Sheriff
	406-883-7279

	Mineral County 911
	911

	Mineral County Sheriff
	406-822-3555

	Missoula City Fire Department
	406-552-6210

	Missoula County Office of Emergency Management
	406-721-5700 ext 3458

	Missoula County 911
	911

	Missoula County Sheriff
	406-258-4810

	Missoula Police Department
	406-552-6300

	Missoula Rural Fire Land Office
	406-549-6172

	Montana Fish, Wildlife and Parks (FWP)
	406-542-5500

	MT-FWP (Seeley Lake)
	406-677-6804

	MT-FWP (St. Regis)
	406-649-2768

	Montana Highway Patrol
	800-525-5555

	OSHA-Boise Area
	1-800-482-1370

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

	Plains Police Department
	406-826-5990

	Powell County Sheriff
	406-846-2711

	Ravalli County 911
	911

	Ravalli County Sheriff
	406-375-4060 (bus. hrs.) or 406-363-3033 (after hrs.)

	Sanders County 911
	911

	Sanders County Sheriff
	406-827-3584

	Superior Volunteer Fire Department
	406-822-4932

	Thompson Falls Disaster and Emergency Services
	406-827-8200

	Thompson Falls Fire Department
	406-827-3577

	Thompson Falls Police Department
	406-827-3557



	DISPATCH CONTACT IINFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	MIDC
	406-829-7070
	East Zone Lolo National Forest

	Plains Dispatch
	406-826-3061
	West Zone Lolo National Forest

	Montana DNRC
	406-829-7070
	Southwest Land Office DNRC



	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	Lolo NF Administrator ’s Office
	406-329-3804
	Lolo National Forest

	Missoula BLM Office
	406-329-3914
	

	Missoula Ranger District 
	406-329-3814
	Lolo National Forest

	MT-DNRC Forestry 
	406-542-4300
	Statewide

	MT-DNRC Southwest Land Office
	406-542-4200
	

	MT-DNRC Missoula Unit Office
	406-542-4201
	

	Ninemile Ranger District
	406-626-5201
	Lolo National Forest

	Pintler Ranger District 
	406-859-3211
	Beaverhead-Deerlodge National Forest 

	Plains/Thompson Falls Ranger District 
	406-826-3821
	Lolo National Forest

	Powell Ranger District 
	208-942-3113
	Clearwater/Nez Perce National Forest 

	Seeley Lake Ranger District 
	406-677-2233
	Lolo National Forest

	Superior Ranger District 
	406-822-4233
	Lolo National Forest

	Thompson Falls Ranger District 
	406-827-3589
	

	Thompson Falls Work Center
	406-827-3708
	

	USFS R1 Regional Foresters Office 
	406-329-3439
	USFS Statewide

	USFS R1 Fire & Aviation Office
	406-329-3401
	USFS Statewide



	Medical Facilities
	Location
	Phone Number
	Web Address

	Community Medical Center
	Missoula, MT
	406-728-4100
	http://www.communitymed.org/

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	Kalispell Regional Medical Center
	Kalispell, MT
	406-752-5111
	http://www.kalispellregional.org/

	St. Patrick’s Hospital
	Missoula, MT
	406-543-7271
	http://montana.providence.org/hospitals/st-patrick/

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/



	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	Region 1 Safety Manager
	406-329-3237
	Dave Goodin: dgoodin@fs.fed.us
	Region 1

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

	MT-DNRC Safety Manager
	
	
	

	Bitterroot Safety Manager
	406-821-4242
	Ted Hayes:  thayes@fs.fed.us 
	Bitterroot National Forestry Division 

	Flathead Safety Manager
	406-758-5341
	Linda Donner: ldonner@fs.fed.us
	Flathead National Forestry Division 

	Kootenai Safety Manager
	406-283-7668
	Kent Johnson: kentjohnson@fs.fed.us
	Kootenai National Forestry Division 

	Other Important Numbers
	
	
	

	Employee Assistance Program 
	800-869-0276
	http://www.eapconsultants.com/
	

	OSHA-MT-Billings Area Office
	406-247-7494
	https://www.osha.gov/oshdir/mt.html
	

	Veteran’s Information 
	406-542-2501
	http://montanadma.org/montana-veterans-Information 
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	Important Emergency Services Phone Numbers

	Contact
	Contact Phone Number

	Police/Fire/Ambulance
	911

	Highway Patrol - Flathead, Lake & Lincoln Counties
	406-755-6688 

	Highway Patrol – Mineral, Missoula, Ravalli & Sanders Counties
	406-329-1500

	Flathead County
	

	  Flathead County Office of Emergency Management
	406-758-5504

	  Flathead County Fire Warden
	406-758-5563

	  Flathead County Sheriff's Department
	406-758-5590

	  Columbia Falls Police Department
	406-892-3234 

	  Kalispell Police Department
	406-758-7705

	  Whitefish Police Department
	406-863-2420

	  Flathead Search & Rescue
	406-758-5597

	  North Valley Search & Rescue
	406-892-4874

	  Fish Wildlife and Parks – Game Warden
	406-752-5501, 406-250-2108

	  Bigfork Fire Department
	406- 837-4590

	  Columbia Falls Fire Department
	406- 892-3911

	  Kalispell Fire Department
	406- 758-7761

	  Whitefish Fire Department
	406- 863-2481

	Lake County
	

	  Lake County Office of Emergency Management
	406-883-7253

	  Lake County Fire Warden
	406-883-7253

	  Lake County Sheriff's Office
	406-883-7301

	  Polson Police Department
	406-883-8212

	  Confederated Salish & Kootenai Tribal Law & Order
	406-675-4700

	  Lake County Search & Rescue
	406-883-7301

	  Polson City Fire
	406- 883-8220

	Lincoln County
	

	  Lincoln County Office of Emergency Management
	406-293-6295, 406-293-6296

	  Lincoln County Fire Warden
	406-293-6295

	  Lincoln County Sheriff’s Office
	406-293-4112 (Libby), 406-296-2555 (Eureka)

	  Eureka Police Department
	406-297-2123

	  Libby Police Department
	406-293-3343

	  Troy Police Department
	406-295-4111

	  Fish Wildlife and Parks – Game Warden
	406-291-6539 (Libby), 406-250-1042 (Eureka)

	  Libby Fire Department
	406-293-9217

	  Eureka Fire Department
	406-297-9083

	  Troy Fire Department
	406-295-4637

	Sanders County
	

	  Sanders County Office of Emergency Management
	406-827-6955, 406-249-6100

	  Sanders County Fire Warden
	406-827-6955

	  Sanders County Sheriff’s Office
	406-827-3584

	  Hot Springs Police Department
	406-741-3314  ‎

	  Plains Police Department
	406-826-5990 ‎

	  Thompson Falls Police Department
	406-827-3557

	  Fish Wildlife and Parks – Game Warden
	406-240-2271

	  Hot Springs Fire Department
	406-741-2325

	  Plains City Fire Department
	406-826-3062, 406-826-3470 

	  Thompson Falls City Fire Department
	406-827-4837, 406-827-4255







	DISPATCH CONTACT IINFORMATION

	Contact Location
	Contact Phone Number
	Service Area for the State

	KIC - Kalispell, MT
	406-758-5260, Duty Officer: 406-871-3894
	Flathead National Forest, DNRC Stillwater Unit, DNRC Swan Unit, DNRC Kalispell Unit, Glacier National Park

	PDC – Plains, MT
	406-826-3061, Duty Officer: 406-250-4775
	West Zone Lolo National Forest, DNRC Plains Unit

	KIDC – Libby, MT
	406-283-7740, Duty Officer: 406-334-0239
	Kootenai National Forest, DNRC Libby Unit



	LOCAL OFFICES

	Contact Location
	Contact Phone Number
	Service Area for the State

	Confederated Salish & Kootenai Tribes, Fire Management Division
	406-676-2550
	Salish & Kootenai Tribal Lands

	Glacier National Park Fire Management
	406-888-5803
	Glacier National Park

	Flathead National Forest SO
	406-758-5204
	Flathead National Forest

	  Glacier View Ranger District 
	406-387-3800
	Flathead National Forest

	  Hungry Horse Ranger District
	406-387-3800
	Flathead National Forest

	  Spotted Bear Ranger District
	406-758-5376
	Flathead National Forest

	  Swan Lake Ranger District
	406-837-7500
	Flathead National Forest

	  Tally Lake Ranger District
	406-758-5208
	Flathead National Forest

	Kootenai National Forest
	406-293-6211
	Kootenai National Forest

	  Cabinet Ranger District
	406-827-3533
	Kootenai National Forest

	  Fortine Ranger District
	406-882-4451
	Kootenai National Forest

	  Libby Ranger District
	406-293-7773
	Kootenai National Forest

	  Rexford Ranger District
	406-296-2536
	Kootenai National Forest

	  Three Rivers Ranger District
	406-295-4693
	Kootenai National Forest

	Plains/Thompson Falls Forest Service
	406-826-3821
	Lolo National Forest

	MT-DNRC Northwestern Land Office
	406-751-2240
	Northwestern Land Office

	  MT-DNRC Kalispell Unit
	406-751-2241
	Portions of Flathead and Lake County

	  MT-DNRC Libby Unit
	406-293-2711
	Lincoln County

	  MT-DNRC Plains Unit
	406-826-3851
	Sanders County

	  MT-DNRC Stillwater Unit
	406-881-2371
	Stillwater State Forest

	  MT-DNRC Swan Unit
	406-754-2301
	Swan State Forest



	Medical Facilities
	Location
	Phone Number
	Web Address

	
	
	
	

	
	
	
	

	
	
	
	

	Harborview Regional Medical Center
	Seattle, WA
	206-744-3000
	http://www.uwmedicine.org/harborview

	St. Luke’s Regional Medical Center
	Boise, ID
	208-381-2222
	http://www.stlukesonline.org/boise/

	Salt Lake Regional Medical Center
	Salt Lake City, UT
	801-350-4111
	http://www.saltlakeregional.com/



	Safety Contacts
	
	
	

	Contact Location
	Contact Number
	Contact
	Service Area for the State

	Helena, MT
	406-444-2079
	Paige Tabor
	Statewide

	Kalispell, MT
	406-751-2247
	Dan Cassidy
	DNRC Northwestern Land Office

	Kalispell, MT
	406-751-2243
	Jesse Best
	DNRC Northwestern Land Office

	
	
	
	

	
	
	
	

	
	
	
	

	Other Important Numbers
	
	
	

	State Regional Fire Marshall, Kalispell, MT
	406-257-2584
	Dawn Drollinger
	Flathead, Granite, Lake, Lincoln, Mineral, Missoula, Sanders & Ravalli Counties

	US Border Patrol

	406-862-2561
406-297-9075
	Whitefish Station
Eureka Station
	US, Canadian Border

	BNSF Montana Rail Link, Missoula, MT
	406-523-1500
	Mike Lemm
	MRL Rail Lines

	
	
	
	





















APPENDIX L - Sources of Additional Information

This is a partial list of information and/or sites that may be helpful in your respective situation.  You are encouraged to become familiar with these sites, obtain these documents, and any others as needed.

· Interagency Incident Business Management Handbook and Supplements (www.nwcg.gov/pms/pubs/pubs.htm)
· Agency Administrator's Guide to Critical Incident Management (July 2008 ) 
http://www.nwcg.gov/pms/pubs/pubs.htm
· Local Unit Emergency Operating Plans Wildland Firefighter Foundation (Family Liaison and LODD Tool Kit) (www.wffoundation.org)
· National Fallen Firefighters Foundation (Handling LODD) (www.firehero.org/)
· Department of Justice (Public Safety Officer Benefits Program) (www.ojp.usdoj.gov/BJA/grant/psob/psob_main.html)
· Geographic Area Coordination Centers (www.nifc.gov/nicc/)
· US Fire Administration (www.usfa.dhs.gov)
· International Critical Incident Stress Foundation (www.icisf.org)
· Interagency Standards for Fire and Fire Aviation Operations (Red Book) http://www.nifc.gov/policies/pol_ref_redbook_2014.html
· Accident Investigation Resources 
http://www.nifc.gov/safety/safety_reprtsInvest.html
· NWCG – Preparedness Branch – Risk Management Committee
· http://www.nwcg.gov/branches/pre/rmc/index.htm  
· Wildland Fire Fighter Foundation http://www.wffoundation.org/Index.asp
· Life Challenge Programhttp://lifechallengeprogram.org/
· Social Security Lump Sum Death Benefit http://www.ssa.gov/survivors/
· Public Safety Officers Benefit Program  https://www.psob.gov/index.html
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Agency Administrator (AA)
Managing officer of an agency, division thereof, or jurisdiction having statutory responsibility for incident mitigation and management.  Examples: NPS Park Superintendent, BIA Agency Superintendent, USFS Forest Supervisor, BLM District Manager, FWS Refuge Manager, State Forest Officer, Fire Chief, Police Chief.  See also: Line Officer.

Casual Employee or Hire
A person hired and compensated under the Pay Plan for Emergency Workers, also referred to as AD (Administratively Determined) employees.

Cooperator – State or local agency or person who, under agreement with the Forest Service, provides assistance or services to the Forest Service.
Critical Incident
A fatality or other event that can have serious long-term adverse effects on the agency, its employees and their families, or the community.

Critical Incident Stress Management (CISM)
An adaptive short-term helping process that focuses solely on an immediate and identifiable problem to enable the individual(s) affected to return to their daily routine(s) more quickly and with a lessened likelihood of experiencing post-traumatic stress disorder.

Defusing
This is an informal session held immediately following the incident, within 24 hours.  It is peer support led, and focuses on initial venting of feelings and stress education.

Delegation of Authority
A statement provided to the Incident Commander by the agency executive delegating authority and assigning responsibility.  The delegation of authority can include objectives, priorities, expectations, constraints and other considerations or guidelines as needed.  Many agencies require written delegation of authority to be given to incident commanders prior to their assuming command on larger incidents.

Employee Assistance Program (EAP)
An agency-contracted program that provides employees and their families’ access to a variety of counseling and other support services in certain situations.

Entrapment
A situation where personnel are unexpectedly caught in a fire behavior-related, life-threatening position where planned escape routes or safety zones are absent, inadequate, or compromised.  An entrapment may or may not result in injury. They include “near misses”.

Family Liaison
The primary contact between the agency and the victim’s family.

FTR, Fire Time Report (Form OF-288)
The official time reporting form for recording hours worked on an incident.

Immediate Family Members 
 Individuals related by blood or affinity, whose close association with the employee is the equivalent of a family relationship.
Line of Duty Death (LODD).
Death of an employee that occurs as a direct and proximate result of personal injury sustained in the performance of official duties or in travel status, acting within the scope of his/her employment. 
Incident Command System (ICS)
A standardized on-scene emergency management concept specifically designed to allow its user(s) to adopt an integrated organizational structure equal to the complexity and demands of single or multiple incidents, without being hindered by jurisdictional boundaries.

Incident Management Team (IMT)
The incident commander, and appropriate general and command staff, assigned to an incident.

Line Officer
Managing officer, or designee, of the agency, division thereof, or jurisdiction having statutory responsibility for incident mitigation and management.  See also: Agency Administrator.

Memorial Ceremony 
Public recognition of a fallen employee; a gathering to honor the deceased, whether organized by the DNRC or others. 

Memorial Service 
 An organized event to honor and memorialize a fallen employee, which may or may not include worship or a religious ceremony.  A memorial service may be organized by the family or it may be an organized gathering of employees independent of a private family service or other funeral service.
Non-employee
A person who at the time of death was not an employee of the DNRC.  Contractors and retirees are considered non-employees for the purpose of this directive.

Peer Support
Employees or individuals trained in peer counseling CISM process, including CISD and defusing.
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