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Purpose
The purpose of the guide is to provide instructions on management notification responsibilities in the event of an employee death or life-threatening injury.
Background
Responding to the death or life-threatening injury of an employee is one of the most difficult tasks a manager can face.  When the death or injury is work-related, you will face questions about the circumstances surrounding the death or life-threatening injury and whether steps could have been taken to prevent a tragic outcome.
This guide provides guidance for the first 24-72 hours following the death or life-threatening injury of an employee.  The checklist provides instructions on actions managers need to take.
Safety Communication
The first employees to arrive at a serious accident scene will notify their immediate supervisor who will notify the Cost Center Manager.  
[bookmark: _Hlk33515413]Within 4 hours of learning of the death or critical injury of a USGS employee or volunteer, the Cost Center Manager will notify the Bureau Safety Manager, and Regional Safety Manager as applicable, and local Collateral Duty Safety Program Coordinator.  In the event of an employee death, the Cost Center Manager will ensure that local law enforcement is notified.
Within 8 hours after the death of any employee or within 24 hours of an in-patient hospitalization, amputation or a loss of an eye as a result of a work related incident, the Bureau or Regional Safety Manager as applicable shall notify the federal Occupational Safety and Health Administration (OSHA) Office as required by 29 CFR 1904.39, using one of the following methods.

a. By telephone or in person to the OSHA Area Office that is nearest to the site of the incident.
b. By telephone to the OSHA toll-free central telephone number, 1-800-321-OSHA (1-800-321-6742).
c. By electronic submission using the reporting application located on OSHA's public web site at https://www.osha.gov/pls/ser/serform.html.

OSHA reporting should include the following information must be included.

a. The establishment's name.
b. The location of the work-related incident.
c. The time of the work-related incident.
d. The type of reportable event (i.e., fatality, in-patient hospitalization, amputation, or loss of an eye).
e. The number of employees who suffered a fatality, in-patient hospitalization, amputation, or loss of an eye.
f. The names of the employees who suffered a fatality, in-patient hospitalization, amputation, or loss of an eye.
g. Contact person and his or her phone number; and
h. A brief description of the work-related incident.

Do not report an employee fatality, hospitalization amputation, and/or loss of an eye to OSHA if the accident is the result of one of the following.  However, the accident must be recorded in SMIS.

a. A motor vehicle accident that occurred on a public street or highway, but not in a construction work zone,
b. It occurred on a commercial or public transportation system (e.g., airplane, train, subway, or bus).
c. If the fatality occurred more than 30 days after the accident.
d. If the hospitalization amputation, and/or loss of an eye occurred more than 24 hours after the accident.

Do not report the fatality, in-patient hospitalization, amputation, or loss of an eye by leaving a message on OSHA's answering machine, faxing the Area Office, or sending an email.

Do not notify a state occupational safety and health agency of a Federal employee fatality, hospitalization, amputation, and/or loss of an eye.  State agencies do not have safety and health authority over Federal employers and employees.

Within 24 hours of occurrence compose in collaboration with the Collateral Duty Safety Program Coordinator and provide the Preliminary Notices to the Chief, OSHMB with a copy to the Regional Safety Manager as applicable.  Preliminary notices will be provided to the Department of the Interior (DOI) Interior Operations Center Watch Office (Toll free 877-246-1373, Voice 202-208-4108, Fax 202-208-3421, or Email doi_watch_office@ios.doi.gov) by the Chief, OSHMB and the DOI Office of Occupational Safety and Health (OOSH), whom in-turn notifies the DOI DASHO.

Within 72 hours of occurrence, compose in collaboration with the Collateral Duty Safety Program Coordinator an expanded report and provide to the Chief, OSHMB with a copy to the Regional Safety Manager as applicable. The expanded report will be provided to the DOI OSH Office, by the Chief, OSHMB, whom in-turn notifies the DOI DASHO.

Organizational Communication

Internal Communication(s).  The Cost Center Manager notifies the Associate Director/Regional Director (AD/RD) immediately after OSHA and the Occupational Safety and Health Management Branch are contacted.  The AD/RD and DASHO will ensure that DOI and USGS leadership are informed.
The Cost Center Manager notifies their respective Communications Chief in the Office of Communications and Publishing (OCAP), their respective Associate or Regional Director, and the Chief of Staff, as soon as possible following the incident.  Cost Center Managers may include respective regional or mission area management as appropriate.
[bookmark: _Hlk33532971][bookmark: _Hlk33532908]Serious Accident Investigation Team Communication(s).  The Team Lead for all Serious Accident Investigations will coordinate accident related communications and reports through the Chief, Occupational Safety and Health Management Branch and Chief, Office of Management Services to the DASHO, the Solicitor’s Office and the USGS FOIA Officer.  The FOIA Officer will serve as the point of contact for external DOI release of Serious Accident Investigation reports and information.   Upon completion of the investigation, the DASHO will coordinate the conduct of a briefing to the Director, Deputy Director, and Cost Center Manager on investigative findings and recommendations to prevent recurrence. 
External Communication(s).  The respective Cost Center Manager will identify a point of contact for media inquiries, initial next of kin notification, and recurring communications with the family of the deceased.  The Cost Center Manager and designated local point of contact will ensure all written and electronic communications are properly vetted through the respective Solicitor’s Office, the OCAP Communications Chief, Chief of Staff, prior to issuance. 
Next of Kin (NOK) Initial Notification and Recurring Communications
[bookmark: _Hlk33515877]In the event that an employee dies or experiences a life-threatening injury while on duty or in travel status, the local Cost Center Chief or designee will need to take the responsibility for initially notifying and maintaining contact with the NOK.
Guiding Principles of Death and Life-Threatening Injury Notification
1) Notify In Person, Quickly and with Certainty
Before notification:
· Confirm the identity of the deceased or injured employee.
· Gather details about the circumstances surrounding the death or injury.  (Just state the facts.)
· Determine which staff members will take part in the notification.  Contact local law enforcement who will provide assistance when delivering the death or life-threatening injury notification.  Law enforcement officers have the training and experience to deal with people under extreme emotional duress.  
· When possible uniformed law enforcement with marked law enforcement vehicles should be requested.

Make every effort to deliver news of a death or life-threatening injury in person.  If the NOK is not home or is unreachable, determine when NOK will be available and go back at that time.  At least two attempts should be made to contact in person. 
The team members who are present should be prepared to provide factual information and contact help if a survivor has a dangerous shock reaction.  Team members should also be aware that family members may react to the news of a death or critical injury with a range of emotions, including anger, disbelief, denial, fear, and anxiety.
2) Notify In Teams
Have at least two people present to make the death or life-threatening injury notification.  One of the people involved in the notification should be a USGS management official.  It is recommended that the other is a law enforcement official.  Consideration should be given to include a third person (ex: a co-worker who is a friend of the employee, supervisor).  The team should consider taking two vehicles since the team does not know what situation they could encounter at the location.
Offer to call a friend or family member who can come to support the NOK and offer to stay until the support person arrives.  Be prepared to leave if asked to do so.
3) Notify In Plain Language
Before making the notification, the team should decide who will speak, what will be said, and which facts will be disclosed.
Do:
· Identify yourselves clearly and present any credentials that you have.
· Verify that you are speaking to the right person.
· Ask to talk to the NOK in private.  If informing them at home is not an option, find an empty room.
· Use straight-forward and direct language in explaining the reason for the visit.  The presence of the team has potentially alerted them of a problem. 
· Inform the NOK of the death.  Speaking slowly and carefully providing confirmed details.
· Refer to the deceased or injured by their name.
· Begin by saying, “I have some very bad news to tell you,” or a similar statement.  This gives the survivor a moment to prepare for the shocking news.  Then state, “Your daughter, Nikki, was in a car accident and she was killed.”  (Just state the facts.)
· Answer any questions stating the known facts.  Provide a follow up point of contact to answer questions that are presently unknown.
· Offer to gather information about questions you could not answer and get back to the survivor when more information is available.  Be sure to follow through.
· It is always appropriate to say, “I am sorry this happened.”
· Plan to take time to provide information, support, and direction.
· Provide Appendix B, which includes follow up contact information and Employee Assistance Program (EAP) information.

NOK may need to be notified at their workplace.  Below are guidelines for workplace notification:
· Ask if the person to be notified is available.  It is not necessary to divulge any details regarding the purpose of your visit.
· Ask the NOK for a place to speak in private to make the notification.
· Allow the NOK time to react and offer your support.
· Help arrange transportation for the NOK to their home, or if necessary, to identify the body.  Private citizens cannot be transported in government vehicles.
Do Not:

· Make the notification at the doorstep, unless they refuse to let you in. 
· Use statements such as “She led a full life.”
· Call the victim “the body” or “he/she.”
· Provide information beyond what has been confirmed.  For example, don’t say the individual died of a heart attack unless you received confirmation from the medical examiner.
· Make any declarations or promises on behalf of the USGS.
· Take the victim’s personal items with you at the time of notification.  A victim’s belongings should be neatly packaged for delivery before being presented to the NOK.  

Debriefing For Notification Team and Supervisors.  Members of a notification team should meet as soon as possible to debrief the situation:
· Confirm who is responsible for follow-up tasks. 
· Discuss the notification.  Share concerns with other team members.  
· Discuss any feelings team members have about the fatality and notification.  
· Provide support to other team members.

Post-notification Activities

Following the death or life-threatening injury of an employee, notification team members, supervisors, and/or co-workers may need assistance in dealing with the tragedy.  This is especially true for employees who witnessed or were otherwise involved in the incident.  EAP Consultants, Inc. is the provider for the employee assistance program for USGS employees and eligible family members.  Cost Center Managers should contact an EAP consultant at 800-869-0276 or on the web at www.eapconsultants.com for assistance or information.  EAP staff members are available 24 hours per day, 7 days a week.

If the death or life-threatening injury is work-related, a USGS Serious Accident Investigation Team (SAIT) will be dispatched to investigate the circumstances surrounding the incident.  After interviews with co-workers, supervisors, and managers, site evaluations, and reviews of records, the SAIT will develop a factual report describing the circumstances surrounding the death or life-threatening injury and a management report.  The Cost Center Manager should ensure that relevant records are preserved and that employees are available to meet with the SAIT.  The Cost Center Manager should immediately suspend all work related to the fatality or life-threatening injury.  The SAIT will provide guidance regarding the circumstances under which work can be resumed.

OSHA and local law enforcement may conduct parallel investigations into the circumstances surrounding the death or life-threatening injury.  In the event of such investigations, the Cost Center Manager should contact their respective regional or mission area security and/or safety support staff for assistance as needed.  It is also appropriate for the Cost Center Manager or AD/RD to contact the DOI Office of the Solicitor for advice.  USGS employees will cooperate fully with OSHA, local law enforcement, and other appropriate investigations.

Appendix A

Death and Life-Threatening Injury Checklist
	✓
	Safety Communications 

	
	Report the incident through the safety staff chain of command up to the USGS and DOI Designated Agency Safety and Health Officials (DASHOs).

	
	Notify any applicable external parties: DOI, OSHA, law enforcement, other federal agencies.  

	✓
	Organizational Communications

	
	Communicate the incident up to the appropriate Associate Director/Regional Director (AD/RD).  Ensure the Director is notified.

	
	Inform the Office of Communications and Publishing (OCAP) of the death.

	✓
	Next of Kin Notification

	
	Establish with 100% certainty the identity of the deceased or injured.  

	
	Gather details about the circumstances surrounding the death or injury.

	
	Determine which staff members will take part in the notification.

	
	Request assistance from law enforcement personnel in delivering the death/critical injury notification to next of kin.  (Law enforcement agencies typically have people trained and/or experienced in the delivery of death and critical injury notifications.)

	
	Complete Appendix B and bring this information with you when meeting with family members.

	
	Following notification, conduct a debriefing for the notification team.  Identify and assign follow-up actions.

	✓
	Post-notification Activities

	
	The Employee Assistance Program (EAP) is available to provide counseling services to USGS staff following the death of an employee.  Information on the EAP can be found by calling 800-869-0276 or on the web at www.eapconsultants.com.

	
	If the death or critical injury is work-related, suspend all work activities related to the incident until the cause is known and corrective actions (if any) can be implemented.

	
	If the death or critical injury is work-related, prepare for the arrival of a Serious Accident Investigation Team (SAIT).  The SAIT interviews witnesses, colleagues of the victim(s), supervisors, and senior management; visits the scene of the incident; meets with law enforcement officials and the medical examiner; and reviews training records and other documents.  All relevant documents should be preserved and made available to the SAIT.


 					
Appendix B
Information for Family Members


The name, phone number, and e-mail address of your USGS cost center management point of contact is: ___________________________________________________________________________.

The Human Resources Benefits Team is responsible and available to counsel and assist you on potential benefit options.  The benefits available to you will vary based on the employee's enrollment, age, manner of death if applicable, and family member’s eligibility and entitlement.  In some cases there are no eligible family members.  Benefits may include Federal retirement benefits, Federal Employees' Group Life Insurance, Federal Employees Health Benefits, Thrift Savings Plan, Unpaid Compensation, and/or Death Gratuity Payment (if work related).  The Benefits Specialist will assist in preparation of necessary documentation, answer questions, and submit the claim form(s) to the appropriate agency or contact, and follow-up if necessary.

The name, phone number, and e-mail address of your Human Resources point of contact is: ___________________________________________________________________________.

EAP Consultants, Inc. is the provider for the employee assistance program for Department of the Interior employees and eligible family members.  You may contact an EAP consultant at 800-869-0276 (TTY: 866-951-8021) for assistance or information, or visit their Web site at www.eapconsultants.com.  There is a wealth of online resources provided.  EAP staff members are available 24 hours per day, 7 days a week.










										Appendix C
ADDITIONAL RESOURCES:
How Survivors Respond To Fatality or Life-Threatening Injury Notification
Physical Shock: 
Persons learning of the fatality of a loved one may experience symptoms of shock such as tremors and a sudden decrease in blood pressure.  Shock is a medical emergency – help should be summoned.
Some of the factors that affect stress reactions are:
· The intensity of the event (for example, violent fatality vs. heart attack);
· The survivor’s ability to understand what is happening; and,
· The survivor’s equilibrium.

Other general reactions to fatality notification: 
Even if there is no physical shock response, fatality notification must be considered a crisis for the survivors.  The survivor(s) will have a need to express feelings; a need for calm and reassuring authority; a need for help in determining what happens next; and a need to begin restoring control by making some choices – naming a support person to call, for example, or selecting a funeral home.
These needs can be met through the humane, patient, and non-judgmental approach by you.  Allow the survivor(s) to express their grief freely.  Take the time to give them adequate information about the fatality and about official procedures subsequent to the fatality.  Many survivors, regardless of background, find themselves numb and unable to take the next step.  This is where the support person, you, helps the most.  Survivors need support persons to help them through the initial crisis.
Obituary Guidelines
When past and present USGS employees die, the cost center where the employee last worked is responsible for distributing internal messages about the death.  They should inform their respective AD/RD and the Office of Communications and Publishing of the death to discuss whether a broad internal or external message would be appropriate and to define the most appropriate message media.  For additional information access the following link: http://communities.usgs.gov/blogs/ocap/resources/obituary-guidelines/.
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