SUPERVISOR EMERGENCY PROCEDURES

DEATH OF AN EMPLOYEE

Death of Employee Occurs on Duty

-Call 911 for ambulance service.

-Contact Command Post, 7-3007.

-Contact organization commander; follow any internal guidance within your directorate.

-Contact AFOSI Commander, 7-1852

-Secure, but do not move employee’s personal property (including computer media) until concur-

      rence of the AFOSI Commander.  Do not disturb the scene until concurrence of the Safety

      Office, 7-3333, (ref AFI 34-244).  (Any personal effects, such as a wallet, must stay with the

      deceased).

-Notify next of kin—accompany Commander, follow guidance in AFI 36-809.

-Call Civilian Personnel, DPCE L-W 7-6144, A-K 7-6143 or Receptionist,

      7-6142, or Servicing Employee Relations Specialist (during normal business hours) to advise of

      the casualty and to arrange for benefits counseling.

Death of Employee Occurs Off Duty

-Contact Command Post, 7-3007

-Contact organization commander; follow any internal guidance within your directorate.

-Contact AFOSI Commander, 7-1852.

-Secure, but do not move, employee’s personal property (including computer media) until concur-

     rence of the AFOSI Commander, (ref AFI 34-244) unless death was a result of natural causes.

     In this case, follow guidance in AFI 36-809.

-Call Civilian Personnel, DPCE L-W 7-6144, A-K 7-6143 or Receptionist,

     7-6142, or Servicing Employee Relations Specialist (during normal business hours) to advise of

     the casualty and to arrange for benefits counseling.

Death of Your Employee while He/She is TDY

-Contact Command Post, 7-3007

-Contact organization commander; follow any internal guidance within your directorate.

-Contact the Mortuary Affairs Office, 7=7143.  They will advise on transportation entitlement for

     the remains.  (If death occurs other than day shift, call the Command Post for the point of

     contact).

-Notify next of kin—accompany Commander, follow guidance in AFI 36-809.

-Contact AFOSI Commander, 7-1852.

-Secure, but do not move, employee’s personal property (including computer media) until concur-

     rence of the AFOSI Commander, (ref AFI 34-244) unless death was a result of natural causes.

     In this case, follow guidance in AFI 36-809.

-Call Civilian Personnel, DPCE L-W 7-6144, A-K 7-6143 or Receptionist,

     7-6142, or Servicing Employee Relations Specialist (during normal business hours) to advise of 

     the casualty and to arrange for benefits counseling.

Death of Another Government Employee while TDY at Hill AFB

-Contact Command Post, 7-3007.

-Contact deceased’s organization Commander at assigned duty station for notification of next of

      kin.

-Contact the Mortuary Affairs Office, 7=7143.  They will advise on transportation entitlement for

     the remains.  (If death occurs other than day shift, call the Command Post for the point of

     contact).

-Contact local organization Commander and follow any internal guidance within your directorate.

-Contact AFOSI Commander, 7-1852.

-Secure, but do not move, employee’s personal property (including computer media) until concur-

     rence of the AFOSI Commander, (ref AFI 34-244) unless death was a result of natural causes.

     In this case, follow guidance in AFI 36-809.

-Call Civilian Personnel, DPCE, 7-6144, or Receptionist, 7-6142, or Servicing Employee

     Relations Specialist (during normal business hours) to advise of the casualty and to arrange for

     benefits counseling.

If the death was a suicide, notify Dave Larsen, Organizational Health (OHC), Bldg. 1102 Basement,

     7-6970.

If the death was an on-duty fatality or on- or off-duty suicide, there is a requirement to brief the AFMC staff.  The briefer is the victim’s commander.  The points of contact for preparing the briefings are the Safety Office, 7-3333, for an on-duty fatality and the Mental Health Office,

7-7909, for an on or off-duty suicide. 

If a serious illness or injury occurs while on duty during day or swing shift, the supervisor will notify the emergency addressee (as identified on AF Form 971, Supervisor’s Employee Brief) as soon as possible by telephone or other expeditious means.  Also contact the Civilian Personnel Employee Relations Section at 7-6143 or 7-6144 for union notification.  If there is any doubt as to whether the injury or illness is serious enough to contact addressee, make the call.  

Points of contact can be reached at 7-6144 or 7-6143, OO-ALC/DPCE, Bldg. 1245 Rm. 12.
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