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ABBREVIATIONS

	Abbreviation
	Meaning

	
	

	2SL
	Second Sea Lord

	AE
	Aeromedical Evacuation

	AECC
	Aeromedical Evacuation Control Centre

	AFCS
	Armed Forces Compensation Scheme

	AG
	Adjutant General

	AMP
	Air Member for Personnel

	APC
	Army Personnel Centre

	B (in NOTICAS)
	Biological

	BC (in NOTICAS)

	Battle Casualty.  Any casualty incurred as the direct result of hostile action, sustained in combat or relating thereto or sustained going to or returning from a combat mission.

	BFC
	British Forces Cyprus

	BOI
	Board of Inquiry 

	BRC
	British Red Cross

	C (in NOTICAS)
	Chemical

	CASADU
	Casualty Administration Unit

	CHBS
	Central Hotel Booking Service 

	CNO
	Casualty Notification Officer

	CO
	Commanding Officer

	CoO
	Country of Origin

	CPW (in NOTICAS)
	Confirmed Prisoner of War

	DAW (in NOTICAS)
	Detained Against Will

	DFH (in NOTICAS)
	Discharged From Hospital

	DMWS
	Defence Medical Welfare Service (DMWS)

	DNBI (in NOTICAS)
	Disease Non Battle Injury/Illness.   A person who is not a battle casualty, but who is lost to his organisation by reason of disease or injury, including persons dying from disease or injury, or by reason of being missing where the absence does not appear to be voluntary or due to enemy action or to being interned.

	DSCOM
	Defence Transport & Movements Agency

	E (in NOTICAS)
	Enemy Action/Fire 

	EC
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Emergency Contact

	EFI
	Expeditionary Forces Institute

	EPIC
	Emergency Procedures Information Centre

	EPW
	Enemy Prisoners of War

	F (in NOTICAS)
	Friendly Action/Fire 

	F&C
	Foreign & Commonwealth

	GFA
	Government Freight Agent

	ICRC
	International Committee of the Red Cross

	IDC (in NOTICAS)
	Identity Confirmed

	IDP (in NOTICAS)
	Identification Provisional

	III
	Incapacitating Illness or Injury – physically or mentally unable to communicate with friends or relatives but NOT either VSI or SI  

	JCCC
	Joint Casualty and Compassionate Centre 

	JPA
	Joint Personnel Administration

	JPAC
	Joint Personnel Administration Centre 

	JPS
	Joint Planning Staff 

	JSHAO
	Joint Service Housing Advice Office

	JSP
	Joint Service Publication

	MAAS
	Military Aircraft Accident Summary

	MAO(CH)
	Military Administrative Officer (Civilian Hospital) 

	MBDAW (in NOTICAS)
	Missing Believed Detained Against Will

	MBK (in NOTICAS)
	Missing Believed Killed

	MBPW (in NOTICAS)
	Missing Believed Prisoner of War

	MBW (in NOTICAS)
	Missing Believed Wounded

	MDHU
	Medical Defence Hospital Unit 

	MI (in NOTICAS)
	Minor Injury

	MIC
	Major Incident Centre

	MMA
	Motor Mileage Allowance

	MMARS
	Movement Management Air Reservation System

	MNK (in NOTICAS)
	Missing Circumstances Not Known/Not Accounted for

	MOD
	Ministry of Defence

	MSD
	Major Ship or Shore Disaster

	N (in NOTICAS)
	Nuclear

	NA
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Notifying Authority

	NAAFI
	Navy, Army and Air Force Institutes

	NBI  (in NOTICAS)
	Non battle Injury – see DNBI

	NC (in NOTICAS)
	Natural Causes 

	NCS
	Naval Canteen Services

	NOA (in NOTICAS)
	Non-Operational Accident 

	NOK
	Next of Kin

	NOM (in NOTICAS)
	Non-Operational Missing

	OA (in NOTICAS)
	Operational Accident 

	OC (in NOTICAS)
	Other Causes 

	PCR
	Private Car Rate

	PJHQ
	Permanent Joint Headquarters

	POC
	Point of Contact 

	PPO
	Principal Personnel Officer

	PTC
	Personnel & Training Command

	PTR
	Public Transport Rate 

	PW
	Prisoners of War

	PWIB
	Prisoner of War Information Bureau

	RAMP
	Reception Arrangements for Military Patients 

	RCDM
	Royal Centre for Defence Medicine 

	RFA 
	Royal Fleet Auxiliary

	RFM (in NOTICAS)
	Returned From Missing/Detained

	RTA (in NOTICAS)
	Road Traffic Accident 

	SAM
	Sickness Absence Management

	SCof A
	Standing Committee of Adjustment

	SFA
	Service Family Accommodation 

	SI
	Seriously Ill – A patient is seriously ill when his illness is of such severity that there is cause for immediate concern but there is no imminent danger to life. 

	SIC
	Subject Indicator Code 

	SOB 
	Souls On Board

	SP Pol
	Services Personnel Policy

	STUFT
	Ships Taken Up From Trade

	SPVA
	Service Personnel and Veterans Agency

	TCF
	The Compassionate Friends

	UHBT
	University Hospital Birmingham NHS Trust 

	UKSC(G)
	United Kingdom Support Command (Germany)

	UL (in NOTICAS)
	Unlisted Condition

	URNU
	University Royal Naval Units

	VO
	Visiting Officer

	VSI
	Very Seriously Ill – A patient is very seriously ill when his illness is of such severity that life is imminently endangered. 

	VUC (in NOTICAS)
	Violent or Unnatural Causes 

	WIA (in NOTICAS)
	Wounded In Action.  A battle casualty other than killed in action who has incurred an injury due to an external agent or cause.  The term encompasses all kinds of wounds and other injuries incurred in action, whether there is a piercing of the body, and in a penetrating or perforated wound, or none as in the confused wound; all fractures burns, blast concussions, all effects of biological and chemical warfare agents, the effects of exposure to ionising radiation or any other destructive weapon or agents.

	WM
	Welfare Manager (SPVA)

	WPWS
	War Pensioners Welfare Service

	DHE
	Defence Housing Executive

	SSFA
	Substitute Service Families Accommodation

	SSVC
	Services Sound & Vision Corporation 

	GIP
	Guaranteed Income Payment 
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CHAPTER 2 -  CASUALTY POLICY
Reference:

A. JSP 752  Tri Service Regulations For Allowances
B. JSP 770  Tri Service Operational and Non Operational Welfare Policy
SECTION 1 - Policy Statement
0101. In relation to personnel, any person who is lost to his organisation by reason of having been declared dead, wounded, detained, captured or missing is a casualty. The MoD places the utmost importance on the way the Services deal with their casualties.  Casualty reporting must be undertaken as quickly and sensitively as possible, and it takes precedence over all but the most urgent operational and security matters.  However, the accuracy of any information provided is also of the utmost importance.  The Services must bear in mind the expressed views of the casualty and also the concerns and wishes of the casualty’s family and keep them informed at all times.  In cases of death in particular, the wishes of the next of kin (NOK) are one of the most important considerations and their views must continually be sought and, where possible, adhered to.  It is the MoD practice to release the name of the casualty inline with the requests of the NOK. The casualty reporting and notification process is co-ordinated by the Joint Casualty and 
Compassionate Centre (JCCC) and all information must be routed through it.  However the role the single Services play in the process is equally important.  Each Service remains responsible for its own people and the longer term care of both the casualty and their family remains very much its concern.  Indeed, the single Services will be expected to brief ministers (on some occasions through MoD) on all matters to do with their own casualties and bereaved families.  In order to facilitate the efficient reporting and administration of casualties, it is vital that the single Service keep JCCC informed of all units participating in overseas exercises and operational deployments, providing contact details for all units and rear parties as follows:

· Unit Name

· Rear Party Contact telephone numbers both civil and military to include 24 hr number

· G1 and Unit Welfare Officer details civilian and military numbers

· Signal Addresses for each unit rear party to include signal addresses for parent Bde, Division and Regimental HQ or equivalents.

SECTION 2 - Objectives

0102. The objectives of the casualty policy are to: 

a. Report casualty incidents accurately and expeditiously and provide follow-up reports/returns as necessary to all relevant authorities.
b. Inform emergency contacts and next of kin in accordance with the casualty’s wishes and MOD policy.
c. Instigate follow-up actions as necessary including hospital visits, funeral arrangements and support to the bereaved.
SECTION 3 - Emergency Contact & Next of Kin

0103. Emergency Contact (EC).  Service personnel are required to nominate whom they wish to be notified if they are killed, missing, wounded, injured or ill.  This person is their Emergency Contact (EC).  The EC does not have to be the Next of Kin (NOK).   If they have chosen an EC who is not their NOK the Service person may elect to have either just the EC (but see paragraph 0104 below) or both the EC and their NOK notified.   Details are at Annex A.

0104. Next of Kin (NOK).  All Service persons are requested to provide details of their NOK.  If married or separated (but not divorced), this will be their spouse/civil partner.  If single, a widow, widower or divorcee it will be their eldest child, a parent, sibling, or other relative, or if they have no living relatives, it may be a friend.  If a Service person dies, their NOK has certain rights regarding funeral arrangements and inheritance (unless specifically excluded in a legal document such as a will).  Consequently, the MoD is obliged to inform the NOK of a Service person’s death or if they are missing.  In the event of death it is generally the NOK who will be the focus of the support and assistance provided by the MoD.

SECTION 4 - General  

0105. Initial Reporting.  The critical elements of the initial casualty report are accuracy and speed to ensure the ECs are notified and the correct authorities are informed in a timely manner.  The key agency in this process is the JCCC.  Reporting units are required to pass the details of the casualty to the JCCC in the shortest possible time commensurate with operational priorities.  The JCCC is then responsible for ensuring all the relevant authorities and correct ECs and NOK are informed in the appropriate way.  The initial reporting system is described in Chapter 2.

0106. Major Incidents.   In the event of a major incident involving a large number of casualties an abbreviated reporting system may be used.  Details of this and guidance on when it is appropriate are in Chapter 3.  This Chapter also explains when the Major Incident Centre (MIC) will be activated at the JCCC.

0107. Notification.   The initial objective of the casualty reporting system is to notify the casualty's EC/NOK as quickly and as sensitively as possible.  In cases where the casualty is dead, missing or their life is seriously threatened, except in exceptional circumstances, notification is to be carried out in person by a Casualty Notification Officer (CNO).  In cases of death and missing only, the NOK (if different from the EC) will also be notified by a CNO.  Further details can be found in Chapter 4. 

0108. Matters of Public Interest.  The need for speed in the reporting and notification processes is particularly acute where an incident involving casualties is likely to be reported in the media.  In such cases there will be a need not just to inform the ECs of the casualties very quickly but also to be in a position to reassure anxious families of those who are safe.  Details for reporting such incidents including details of PUBLINTCAS signals are included in Chapter 2.   

0109. Maintaining Contact with ECs and NOK.   It is MoD policy that ECs are kept fully informed of a casualty’s situation and must be given a point of contact for any queries.  For a death or when the casualty is missing a Visiting Officer (VO) will be appointed as the personal point of contact for the NOK.  A VO may also be appointed for an EC who is not the NOK if the Notifying Authority (NA) (see Chapter 4) considers it to be beneficial.  The VO will remain the principal link between the Services and the bereaved for as long as is necessary.  In respect of the Army the primary point of contact after the funeral in all cases of deceased soldiers passes from the JCCC to the Army Inquiries & Aftercare Support Cell (AIASC) which is located within the Headquarters of the Adjutant General under PS4(A).  Contact can be made through the NA.  Further details including the role of the VO are in Chapter 8. 

SECTION 5 - Scope

01010. Notifiable Casualties.  
d. The casualty system is set up to report and administer casualties to Service personnel and entitled civilians.  A list of those for whom it is to be used is at Annex B. 
e. Separate arrangements apply for the notification, administration and media handling of SF casualties.  HQ DSF Personnel Branch/Duty Staff Officer is to be the initial point of contact for such occurrences.  [DSF/A1/17/01 dated 29 Sep 06 refers].

SECTION 6 - Responsibilities

01011. Reporting Unit.  The Authority reporting a notifiable casualty is to inform the JCCC as soon as possible.  Where the situation allows, the JCCC should initially be alerted by telephone but the actual report must be completed using either the specific electronic format on the Joint Personnel Administration (JPA) system or if that is not available by sending a Notification of a Casualty (NOTICAS) signal or Fax.  Further details, including the information required, are in Chapter 2.  When the EC lives near the reporting unit, such as in Service Families Accommodation (SFA), the reporting unit is to notify them in accordance with the policy in Chapter 4.

01012. Chain of Command.  In the first instance the role of the chain of command is to facilitate the passage of the casualty information to the JCCC.  However, for operational or security reasons, the commanding headquarters may impose controls on the release of casualty information.   It is the responsibility of the chain of command in such cases to alert the JCCC that casualties have occurred and to ensure that casualty information is passed immediately the security or operational situation permits. 

01013. Joint Casualty & Compassionate Centre (JCCC).  The JCCC is the coordination centre and prime source of information on all reported casualties. In particular it is to:

f. On receipt of a casualty report check the details and ensure that all the relevant authorities are informed.
g. Appoint a NA and ensure that the casualty’s EC(s) is/are appropriately notified as soon as possible.
h. Authorise travel and accommodation at public expense for relatives and friends to visit Service casualties in hospital under the DILFOR and DILFOR (UK) schemes (details in Chapter 7).
i. Ensure that VOs are appointed by the relevant Service and are given the necessary support.
j. Inform the MoD Director of News (D News) Press Office staff as soon as NOK and ECs have been informed about a death and forward any requests for delays in releasing names to the media.
k. Maintain an accurate record of the location and state of all reported casualties including those requiring aeromedical evacuation and (enemy prisoners of war who become casualties whilst in the custody of HM Forces (tbc).
l. Deal with enquiries about casualties from families, friends and the general public including activating and operating a telephone enquiry service in the MIC as and when necessary.
m. Arrange for the repatriation of bodies including liaison with coroners. (Details in Chapter 9)
n. Arrange for the provision of Service headstones and grave markers.  (Details in Chapter 11)
o. Coordinate the release of a deceased Service person’s personal effects. (Details in Chapter 12)
p. Provide information on casualties for single Services and MOD as required.

01014. Single Services.  The JCCC is required to ensure that all relevant single Service authorities are informed of a casualty.  If notification is required the JCCC will nominate an appropriate single Service formation or headquarters to be the Notifying Authority (NA) from the list at Annex C.  That NA will notify the EC or NOK in accordance with the policy in Chapter 4 including appointing a CNO if required.  Thereafter the appointment and briefing of a suitable Visiting Officer (VO) and all further contact with and support for the casualty’s family becomes the responsibility of the casualty’s own Service.  Further details including the role of the VO are in Chapter 8. 

01015. Briefing Ministers.  The single Service personnel secretariats (DPSN, AG Sec, AMP Sec) are responsible for briefing Ministers and senior officers on significant casualty occurrences to their own personnel based on information provided by JCCC and the relevant chain of command.  There will be occasions, in Joint Service scenarios, where PJHQ (J9) will be the lead authority for briefing. 

SECTION 7 - Media

01016. It is likely that most incidents involving Service fatalities, especially on operations, will be of considerable interest to the media and will be widely reported.  It is essential that any information released by MoD and the Services (especially the names of the deceased and details of casualties) is properly co-ordinated with due consideration for both operational and security concerns as well as the concerns of ECs and NOK.  This co-ordination is the responsibility of D News in liaison with the appropriate single Service or joint Service authority (see Annex H to Chapter 8 for guidance).

01017. Major Incidents.  In the event of a major incident or whenever the MIC is activated a special media operations cell may be established alongside JCCC by D News.

01018. Release of Names.  It is MoD policy to release the names of deceased, personnel but only after the NOK (and ECs if different) have been notified.  NOK and ECs may request a further delay to enable them to inform other family members and, wherever possible, their wishes will be respected.  Additional personal information about the deceased may be released at the request (or with the consent) of either the EC or the NOK.  The actual release of the names and any other details (including photographs) is to be coordinated by D News Press Office staff.  The names of other casualties will not be released, other than in exceptional circumstances, and must only be carried out with the consent of the casualty or, if they cannot be consulted, their EC.  

01019. Unwelcome Media Attention.  NOK and ECs are to be offered (by CNOs and VOs) advice and assistance in dealing with unwelcome media attention.  This will be provided through regional media staff but co-ordinated as necessary by D News Press Office staff.

01020. Responsibilities.  

q. All contact with the media about casualties is to be co-ordinated by D News Press Office staff in consultation with PJHQ and single Service staffs as necessary.  
r. The JCCC is to keep D News informed about all deaths and serious casualty incidents.  
s. D News is responsible for providing media advice to the JCCC.  It is also responsible for ensuring that NAs, CNOs and VOs have access to expert media advice on a 24hr basis if necessary.  While this may be provided directly it is normally delegated to Regional or single Service media staff especially in areas such as Northern Ireland, Germany or Cyprus.  
t. JCCC is responsible for organising and controlling the notification of ECs and NOK and informing D News Press Office staff as soon as this is complete. In addition, the JCCC is responsible for informing D News staff of any request from NOK or EC for a delay in the release to the media of names of the deceased. 
u. CNOs (and later VOs) are to establish if NOK wish to release photographs and any other details on deceased Service casualties to the media.  They are responsible for ensuring they are passed on to D News Press Office staff via JCCC (see Annex H to Chapter 8 for guidance).
v. For PJHQ led operations J9 is the sole authority for permission to release the names of operational casualties.  D News Press Office staff are responsible for the actual release of the names of deceased casualties having consulted with the JCCC regarding notification of NOK and command/joint headquarters as necessary on operational and security matters. 
w. CNOs and VOs are to arrange advice and assistance for NOK and ECs in dealing with unwelcome media attention if requested.  This will be provided through regional media staff but co-ordinated as necessary by D News Press Office staff (see Annex H to Chapter 8 for guidance).

SECTION 8 - Letters of Condolence

01021. Condolence letters and letters of sympathy for those such as missing believed killed can be a great source of comfort.  It is current MOD policy that the following are to be written:

x. Ministers.  A letter of condolence will be sent by the Prime Minister or the Secretary of State to the NOK of all personnel who die in Service.  The letter will be drafted by the relevant single Service secretariat with information from JCCC.  Ideally the letter should be sent within two working days of notification.  Normally, the Prime Minister will only write to the NOK of those personnel who are killed in action on operations.  The Secretary of State will write to NOK of all personnel who die in service.
y. Service Representative.  A senior single Service representative will also send a letter of condolence to the NOK of all personnel who die in Service.  This will normally be 2SL for the Navy, CGS for the Army and AMP for the RAF. The letter will be drafted by the relevant single Service secretariat and should arrive shortly after the ministerial letter. 
z. Commanding Officer (CO).  In all cases of death the individual’s CO is to write to the NOK.  (Further guidance for COs is in Chapter 5).
aa. JCCC.  A letter informing the NOK of contacts within the JCCC and pensions branch (where appropriate) plus various other information will be sent by HD JCCC, via the VO, in all cases of death.
ab. Others.  While other Senior Officers (such as Formation Commanders and Honorary Colonels) may also wish to write in their official capacity they are strongly encouraged to liaise with the VO with regard to the timing. 
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 NOMINATION OF EMERGENCY CONTACT AND NEXT OF KIN

1. The information below is to be provided by every Service person.  It is to be entered directly into the Joint Personnel Administration (JPA) system.  It is to be verified annually or before deployment to an operational area. 

Emergency Contact (EC)  

2. The EC is the single person that the Service person wishes to be told in the event that they are killed, missing, injured or ill.  This person will normally be their Next of Kin (NOK) (see below) but the Service person may choose someone else, particularly if their NOK is a minor. 

3. The Service person must provide the ECs full name, address and telephone number.  They should also indicate the EC’s relationship to themselves.  

Identification of an EC is mandatory.

Next of Kin (NOK)

4. The NOK is the Service person’s closest
 relative.  The Service person must understand that their NOK will be informed if they are killed or missing and that they will be consulted on such matters as repatriation and burials. 

5. The Service person is to be invited to give the full name, relationship, address and telephone number of their NOK if they are different from the EC.
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NOTIFIABLE CASUALTIES

	Type
	Limitations
	Responsible for Notification of EC/NOK

	Regular Forces (including FTRS)
	None
	JCCC

	UK Special Forces
	DSF/A1/17/01/dated 29 Sep 06 refers
	HQ DSF

	Service Persons including R IRISH (Home Service) 
	None
	JCCC

	Members of the Reserve Forces

	When casualty occurs while on duty
	JCCC

	Gibraltar Regiment
	When on duty with regular forces outside Gibraltar
	JCCC

	Cadets
	When casualty occurs while on training
	JCCC

	Military Provost Guard Service (MPGS)
	None
	JCCC

	Dependants 
	When accompanying service person or entitled civilian overseas

	JCCC

	MOD Civil Servants

	When serving overseas4 or on board HM ships, RFA or MoD chartered ships incl Ships Taken up from Trade (STUFT)  
	PPPA Occupational Welfare Service except RFA.

Fleet Support for RFA casualties.

	Other Government Departments (OGDs) including civilian police
	When deployed overseas 4 under MOD auspices
	Parent Department

	Additional Duties Commitment (ADC) Personnel
	None
	JCCC

	Navy Army & Air Force Institute (NAAFI) 
	When serving overseas4
	NAAFI (Amesbury)

	Expeditionary Forces Institute (EFI) & Naval Canteen Service (NCS)
	Whilst deployed on Operations
	NAAFI (Amesbury)
JCCC

	Soldiers’ Sailors’ & Airmen’s Families Association (SSAFA)
	When serving overseas
	SSAFA

	Women’s Royal Voluntary Service (WRVS)
	When serving overseas
	WRVS

	Defence Medical Welfare Service (DMWS)
	When serving overseas
	DMWS

	Council of Voluntary Welfare Workers (CVWW)

	When serving overseas
	HQ CVWW

	Services Sound & Vision Corporation (SSVC)
	When serving overseas
	SSVC

	Contractors on Deployed Operations (CONDO)
	While deployed in support of HM Forces
	Contractor

	As Above
	When deployed overseas in support of HM Forces or on board HM ships, RFA or MoD chartered ships 
	Contractor

	Foreign Exchange Personnel
	None
	Casualty’s Embassy

	Press
	 “Embedded press” deployed with HM Forces in operational areas.
	Parent Organisation

	UK Non-Government Organisations (NGOs)

	When deployed overseas under MOD auspices
	Parent Organisation

	Visiting MPs or other UK dignitaries
	When deployed overseas under MOD auspices
	FCO

	Enemy PW
	For casualties occurring while in custody of HM Forces (see Chapter 13)
	PWIB/ICRC
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NOTIFYING AUTHORITIES

6. Notifying Authorities (NAs) are the headquarters or units responsible for notifying Emergency Contacts (ECs) or Next of Kin (NOK) of Service casualties.  NAs appoint and brief Casualty Notification Officers (CNOs) if required or otherwise arrange notifications.  NAs also select and appoint Visiting Officers (VOs) (see chapters 5 and 8).  The selection and ongoing support of the CNOs and VOs are key tasks of NAs. 
7. Tasks.  The tasks of the NAs are described in Chapter 4.  In summary they are as follows:
ac. Maintain a list of potential CNOs.
ad. Decide on any special requirements such as whether there is particular urgency, sensitivity or media interest.  
ae. Appoint and brief a CNO if required. 
af. Carry out or direct the actual notification as required and inform JCCC when it is complete.
ag. Select and appoint a suitable Visiting Officer (VO) when the casualty is either dead or missing and in other cases where the NA considers the situation warrants it.
ah. Arrange for media operations briefing and advice for the CNO and VO if required.  
ai. Ascertain (in cases of death) if the police intend to appoint a Families Liaison Officer (FLO) and inform the CNO and VO accordingly.
aj. Ensure the CNO and VO are given appropriate support.
8. Lists of NAs.  When the EC lives near the reporting unit, such as in Service Families Accommodation (SFA), the reporting unit will also notify them in accordance with the policy in Chapter 4.  In other cases the JCCC will appoint NA’s from the attached lists.  JCCC will always try to appoint a NA from the same Service as the casualty.  If for any reason that is not practicable another Service NA will be appointed or assistance requested from the Civil Police.  However, in such instances an NA from the casualty’s own Service will be appointed to provide the VO and other ongoing support if required
.  

ak. RN and RM NAs.   See Appendix 1.
al. Army NAs.   See Appendix 2.
am. RAF NAs.   See Appendix 3.
an. Other NAs.  For non-Service casualties JCCC is to inform the agencies listed at Annex B to this chapter who will be responsible for informing the families in accordance with their own procedures. 
ao. Overseas.  For overseas countries where there is a resident UK Service unit or Station they will be appointed.  Otherwise assistance will be requested from the Defence section of the nearest British Embassy of High Commission.

Appendices:
9. RN and RM NAs.
10. Army NAs.

11. RAF NAs
12. MOD Civil Service Notifying Authority
APPENDIX 1 to
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RN & RM NOTIFYING AUTHORITIES
13. Normally when Royal Naval units are deployed or unable to arrange for the notification of a casualty’s NOK/EC, the responsibility is delegated to the Area Co-ordinator Naval Personal Family Service (AC NPFS) in which the NOK/EC live.  For Royal Marines the responsibility is delegated to the Director Royal Marines (DRM). 
14. AC NPFS/DRM also have the responsibility for follow up and aftercare including: bedside attendance, funeral arrangements, financial advice, pastoral and welfare support, administrative, legal, claims and media shielding requirements. 
15. In the event of major incident including crisis and war involving RN or RM personnel the Naval Casualty Reporting Organisation for Major Ship/Shore Disaster (MSD) is activated see Chapter 3, Annex C. 
16. Notifying Authorities

	Ser
	Notifying Authority
	Area

	1
	Area Co-ordinator NPFS (Eastern & Overseas), HMS Nelson, HMNB, Portsmouth.


	Bedfordshire, Berkshire, Buckinghamshire, Cambridgeshire, Derbyshire, Essex, Greater London, Hampshire, Hertfordshire, Isle of Wight, Kent, Lincolnshire, Leicestershire, Norfolk, Northamptonshire, Nottinghamshire, Oxfordshire, Suffolk, Surrey, Sussex (East and West) and countries abroad excluding Eire.

	2
	Area Co-ordinator NPFS (Northern), HMS Neptune, HMNB Faslane, Scotland.
	Cheshire, Cleveland, Cumbria, Durham, Greater Manchester, Lancashire, Merseyside, North and North East Lincolnshire, Northern Ireland, Northumberland, Tyne and Wear, Scotland, Yorkshire (North, South, West and East Riding). Isle of Man.

	3
	Area Co-ordinator (Western), HMS Drake, HMNB Devonport, Plymouth. Devon.
	Bristol, Channel Islands, Cornwall, Devon, Dorset, Eire, Gloucestershire, Hereford and Worcestershire, Scilly Isles, Shropshire, Somerset, Staffordshire, Wales, Warwickshire, West Midlands, Wiltshire.

	4
	Director Royal Marines (Corps Casualty Officer), Whale Island, Portsmouth, Hants.
	All RM personnel
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ARMY NOTIFYING AUTHORITIES
	Ser
	Notifying Authority
	Area

	1
	HQ 2 Div
	2 Div Area

	2
	HQ 4 Div
	4 Div Area

	3
	HQ 5 Div
	5 Div Area

	4
	HQ London District
	London District

	5
	HQ UKSC(G)
	Germany and North West Europe

	6
	HQ NI
	Northern Ireland

	7
	HQ BFC
	Cyprus

	8
	HQ BFFI
	Falklands Islands

	9
	HQ Brunei Garrison
	Brunei

	10
	HQ BGN
	Nepal and India

	11
	HQ BATUS
	BATUS

	12
	HQ Gib
	Gibraltar

	13
	DA/MILREP/BHC/Embassy
	Rest of the World

	14
	RFCA
	CCF/ACF

	14a
	+Commandant/CEO
	ACF

	14b
	+Headmaster of School
	CCF
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RAF NOTIFYING AUTHORITIES

Where the casualties’ parent unit, or the reporting unit, is unable to action direct, the JCCC will task the nearest major RAF unit with notifying the NOK. The listed areas of responsibility are for guidance only; Tasking will depend on a Unit having the available resources to perform the task in required time-scale. 

Note: Officers serving at an AFCO or UAS, or Navy/Army units should be called on to assist where time is a crucial factor and no RAF unit is located nearby.  

	Ser
	Notifying Authority
	Area (For Guidance only) 

	1
	RAF ALDERGROVE
	Northern Ireland

	2
	RAF BENSON
	Oxfordshire & Surrounding  Area

	3
	RAF BOULMER
	Northumbria & Surrounding  Area

	4
	RAF BRIZE NORTON
	Oxfordshire& Surrounding  Area

	5
	RAF CONINGSBY
	Lincolnshire & Surrounding  Area

	6
	RAF COSFORD
	Staffordshire, W Midlands and Surrounding  Area

	7
	RAF COTTESMORE
	East Midlands & Surrounding  Area

	8
	RAFC CRANWELL
	East Midlands, South Yorkshire & Surrounding  Area

	9
	RAF DIGBY
	Lincolnshire & Surrounding  Area

	10
	RAF HALTON
	Bucks, Herts &  Surrounding  Area

	11
	RAF HIGH WYCOMBE  (HQ AIR)
	Bucks , Oxon & Surrounding  Area

	12
	RAF HONINGTON
	Cambridgeshire, Suffolk & Surrounding  Area

	13
	RAF KINLOSS
	NE Scotland & 

	14
	RAF LEEMING
	Yorkshire & Surrounding Area 

	15
	RAF LEUCHARS
	Eastern Scotland & Surrounding Area

	16
	RAF LINTON ON OUSE
	Yorkshire & Surrounding  Area

	17
	RAF LOSSIEMOUTH
	NE Scotland 

	18
	RAF LYNEHAM
	Wiltshire & Surrounding  Area

	19
	RAF MARHAM
	Norfolk & Surrounding  Area

	20
	RAF NORTHOLT
	West London & Surrounding  Area

	21
	RAF ODIHAM
	Hampshire & Surrounding  Area

	22
	RAF SCAMPTON
	Lincolnshire

	23
	RAF SHAWBURY
	Shropshire, Mid Wales & Surrounding  Area

	24
	RAF SPADEADAM
	Cumbria / Borders & Surrounding  Area

	25
	RAF ST MAWGAN
	Devon/ Cornwall 

	26
	RAF UXBRIDGE
	London Area

	27
	RAF VALLEY
	N Wales 

	28
	RAF WADDINGTON
	Lincolnshire & Surrounding  Area

	29
	RAF WITTERING
	Cambridgeshire & Surrounding  Area

	30
	RAF WYTON (BRAMPTON/HENLOW)
	Cambridgeshire & Surrounding  Area

	
	
	

	
	Other Potential Kinforming Units 
	

	31
	RAF Fylingdales
	East Yorkshire

	32
	SCATTC(Mil) – Prestwick
	South West Scotland

	33
	RAFSU St Athan1 
	South Wales

	
	
	

	
	NOK / EC Resident Overseas
	

	34
	RAF AKROTIRI
	Cyprus

	35
	RAF ASCENSION
	Ascension

	36
	RAF MOUNT PLEASANT
	Falklands Islands

	37
	UK DSU RHQ AFNORTH
	Netherlands

	38
	UK SP UNIT SHAPE
	Belgium

	39
	UKNSU RHQ AFSOUTH
	Italy

	40
	UKSU JHQ NORTH
	Norway

	41
	UKSU RAMSTEIN
	Germany

	42
	Defence Staff British Embassy / High Commission
	Any country where no UK Service unit available.
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MOD Civil Service Notifying Authority

	TYPE
	Limitations
	Responsible for Notification of EC/NOK

	MOD Civil Servants excluding RFA, MDP, DFRS
	None
	PPPA Occupational Welfare

	RFA Seafarers
	None
	RFA Pers

	MDP Officers
	None
	MDPGA

	DFRS
	None
	DFRS HQ


CHAPTER 3 -  CASUALTY REPORTING

SECTION 1 - Outline

0201. This Chapter describes the mechanics of the initial reporting system, which casualties should be reported and how it is to be done.  It also deals with casualty reporting in incidents likely to attract public interest.

SECTION 2 - General

0202. Aim.  The aim of the casualty reporting system is to ensure that the correct people are informed of the identity and state of the casualty as soon as possible. 

0203. Principles  

ap. Joint Casualty and Compassionate Centre (JCCC).  There are a significant number of people and agencies that need to know about a casualty.  They are different for each Service and even for branches within a Service.  The single agency that is aware of exactly who needs to be informed and whose role is to ensure that they are informed in the correct order is the JCCC.  It follows that all casualty reports must be sent in the first instance to the JCCC which will then arrange wider dissemination on a need to know basis.
aq. Speed and Accuracy.  Whilst speed is critical in the casualty reporting system, it is paramount that whatever information is reported must be accurate.  Details may be sacrificed for speed but not accuracy.
ar. Priorities.   In cases of death, missing, where the casualty’s life is in serious danger (ie medically listed as VSI or SI) or if the casualty is incapacitated and listed III, the casualty’s Emergency Contact (EC) is the single most important person to be informed.  They should be the first to be told and the objective of the casualty reporting system is to get the correct information to the Casualty Notification Officer (CNO) as quickly as possible.  
as. Operational and Security Considerations.  The commanding headquarters may impose controls on the release of casualty information from a unit or operational theatre for operational or security reasons.  In such cases the delay in passing the information to the JCCC must be kept to the absolute minimum commensurate with the situation.

SECTION 3 - Casualties to be Reported

0204. The casualty reporting system is designed primarily to report casualties to service persons and entitled civilians.  However there are a number of others for whom it may also be used.  Details are in Annex B to Chapter 1. 

0205. Types of Casualty.  Medical authorities are responsible for identifying the medical category for each type of casualty.

The following casualties are to be reported:
at. Deaths.   For a death to be notified there must be no doubt whatever as to the fact.  Whenever there is the slightest question whether death has occurred, eg, where a service person is believed to have drowned but the body has not been recovered and identified, the casualty must be notified as either ‘Missing – believed Killed (MBK) or Missing Not Known (MNK)’.  (Official presumption of death is not a notifiable casualty.) See Annex A Chapter 2.
au. Missing and Returned from Missing (RFM).   Missing includes kidnapping and detention by a foreign power but not illegal absence.  See Annex A Chapter 2.
av. Casualties  medically categorised as:

(1) VSI.  A patient is termed ‘very seriously ill’ when his/her illness or injury is of such severity that life is imminently endangered.
(2) SI.  A patient is termed ‘seriously ill’ when his/her illness or injury is of such severity that there is cause for immediate concern but there is no imminent danger to life.
(3) III. This category applies to an individual whose illness or injury requires hospitalisation, whose condition does not warrant classification as VSI or SI. 
aw. Unlisted Casualties (UL).  An individual whose illness or injury requires hospitalisation but whose condition does not warrant classification as VSI, SI or III.  Casualties who have been unexpectedly admitted to hospital and medically categorised as UL in the following circumstances should be reported to JCCC:

(1) On duty away from their home base; on operations, overseas deployments and exercises.  There is no requirement to report persons away from their home base temporarily attending, or admitted to, hospital for period of less than 72 hrs for minor medical conditions that, in the opinion of a medical officer, would have been treated at Role 1 and followed by a period of sick leave were the individual home-based.  When admissions exceed 72 hours they are to be reported by NOTICAS with effect from the date and time of admission.
(2) On board HM ships.
(3) Requiring Aeromedical evacuation.
(4) Other occasions where the reporting unit or individual is unable to notify the EC directly and requires the assistance of the JCCC.

ax. Casualties whose injuries are believed to be caused as a result of deliberate self harm/attempted suicide and who have not been otherwise listed should be reported as UL.
ay. Previously reported casualties whose casualty state or location has changed.
az. Previously reported casualties once declared FIT and discharged from hospital.
ba. Admittance to Hospital (Service Personnel Under the Age of 18 Years).   Whenever injuries or illness cause a service person under the age of 18 years to be admitted to hospital, his NOK are to be notified unless the patient asks for them not to be.  If their injuries or illness are not in themselves notifiable, their wishes may be disregarded if the hospital authorities consider that it is essential or in the patient’s best interest to inform the NOK, provided that the agreement of the officer commanding their unit is first obtained.                                                                                                                                                                                                                                                                                                                          
SECTION 4 - Notification of a Casualty (NOTICAS)

0206. There are 2 methods of reporting a casualty:

bb. The preferred method is by completing the casualty reporting section on the JPA system.
bc. Where JPA is not available or offline, units are to send a “NOTICAS” by immediate signal or fax Because of the possible delays in communication wherever possible units should also alert the JCCC by telephone  that a NOTICAS message is being sent.  Where the reporting unit is unable to notify the EC the JCCC will select and warn the likely Notifying Authority (but the EC is not to be notified until the actual NOTICAS message has been received).

0207. NOTICAS Format.  The text of a NOTICAS message is to begin with the word “NOTICAS”.   If more than one casualty separate NOTICAS signals are required (but see paragraph 0216).  Thereafter the following format is to be used:

	ALPHA

(Essential)
	State “Initial” Report or “Update” with Update number.

	BRAVO

(Essential)
	Rank, Initials (and known forename), Surname, Service (RN, RM, Army, RAF, etc), Service Number, Unit, Regt/Corps (Army only). 

NB:

i.  For mobilised TA list Parent unit

ii. For a dependant give the name of the casualty then the relationship and details of the service person (e.g. wife of …).

	CHARLIE

(Essential)
	Casualty Category Details (Category/Status) (e.g. Dead, Missing or Medical Listing. See categories at Annex A),  Also Previous Category if an “Update” (e.g. VSI previously SI).

	DELTA
	Date and Time of the incident and Place (if known and not classified).

	ECHO
	Supplementary Information.  Include Cause, On Duty or Off Duty, Regular or Reservist and any of the supplementary management information categories in Annex A that apply.

	FOXTROT
	Cause Categorisation.  Free text showing additional details about the incident. Include rank, name and number of any other military personnel involved. For categories see Annex A

	GOLF
	Supplementary Medical Information.  Details of injury or illness if they can be released, otherwise a medical contact who can provide information for the Emergency Contact (EC) or Casualty Notification Officer (CNO).

	HOTEL
	Casualty Location at Date and Time (use DTG)

	INDIA

(Essential)
	State whether the Emergency Contact (EC):

bd. Has been informed – use Codeword  KINFORMED 
be. The unit will inform – use Codeword  KINFORMING
bf. JCCC to inform – use Codeword  KINNOTFORMED
Where KINFORMED, state who has been informed.  In all cases include Name, address and relationship of EC if known.  Also any other information regarding the EC that will be useful for the CNO. 

	JULIET

(Essential)
	Additional Remarks.  Any additional known facts that will be useful for the CNO or Visiting Officer (VO) (e.g. Date and Time of Death if different from Date and Time of incident). This must include the name and telephone number, both working and out of hours of a Unit Point of Contact (POC). 


bg. Everything in the NOTICAS must be factually correct.  If the reporting unit is not certain this must be identified in the text (e.g. Witness reports casualty has been taken to “x” hospital).
bh. Reporting units must aim to provide all the required information.  However when speed is essential or when to find out all the information would incur excessive delay reporting units should send an Initial NOTICAS with at least the essential information indicated above. 
bi. If an Initial NOTICAS is sent without some of the required information an Update must be sent as soon as possible, so that the family members can be fully briefed.
bj. All times are to be in ZULU.

0208. Message/Signal Addressees.  All NOTICAS messages must be sent to the JCCC as the sole ACTION addressee.  The JCCC will then immediately inform the agencies listed at Annex B and any others deemed necessary.  

0209. Signal Precedence.  All NOTICAS Signals are to be sent IMMEDIATE to JCCC.  

02010. Subject Indicator Codes (SICs).  For NOTICAS Signals use the SIC “WAL/ABA” for military and VAL/ABA for civilians.

02011. Examples of NOTICAS Messages.  Some examples of NOTICAS messages and signals are at Annex C.

SECTION 5 - Casualties not formally identified

02012. Where a death has occurred and the identity of the deceased is known but the body has not been formally identified reporting units should indicate “Provisional Identity” in the Supplementary Management Information of the NOTICAS.  Where the body has not been found but the probability is that the individual is dead they should be reported as “Missing Believed Killed”.

SECTION 6 - Incidents of Public Interest

02013. The need for speed in the reporting (and notification) process is particularly acute where an incident involving casualties is likely to be reported in the media.  In such cases the reporting unit may be required to identify those who were involved in the incident but who are not themselves casualties in order that their ECs can be reassured.  When reporting such incidents by signal units are to begin the message PUBLINTCAS 

02014. Priorities
.  In such incidents Casualties are sorted into priorities by a system of triage.  This is an ongoing process requiring regular assessment of the casualty.  Three grades of priority are used, P1, P2 and P3:

bk. Priority 1.  Casualties are those who, despite intensive sustaining resuscitation, cannot withstand further evacuation and must undergo surgery urgently.  
bl. Priority 2.  Casualties are those who, with sustaining resuscitation, can withstand a MoDerate delay and evacuation to the next rearward echelon.  
bm. Priority 3.  Casualties are those who might, or might not, require surgery but who can withstand a long delay.
At 1st and 2nd lines (RAP/field ambulance section and dressing station) the P grading indicates the degree of urgency for evacuation.  At 2nd and 3rd lines (field hospital and general hospital) the P grading indicates the degree of urgency for surgery.

When a mass casualty situation is declared, triage is changed to the T system:

bn. T1
Those who cannot wait.
bo. T2
Those who may wait.
bp. T3
Those who should wait.
bq. T4
Those who must wait (expectant).

02015. Examples of PUBLINTCAS messages.  Some examples of PUBLINTCAS messages and signals are at Annex D.

SECTION 7 - Multi-Casualty Situation

02016. In a situation involving mass casualties such as a serious aircraft accident, a major ship disaster or when a large number of people are involved (such as in a high-intensity operation or serious traffic accident) reporting units must alert the JCCC in order that the Major Incident Centre (MIC) can be activated.  Thereafter a much-abbreviated form of reporting may be used.  Details are in Chapter 3.

SECTION 8 - Casualty Reporting Categories

02017. The categorisation of casualties to be used in all NOTICAS messages and on the JPA system are shown in Annex A.

SECTION 9 - Role of JCCC

02018. When a reporting unit raises a NOTICAS the JCCC will:

br. Verify the details on the NOTICAS.
bs. Decide on the requirement for notification and appoint NAs as necessary.
bt. Inform all other interested agencies (in accordance with the lists at Annex B).
bu. Authorise DILFOR if required (see Chapter 7).
bv. Decide whether to activate the Major Incident Centre.
bw. Register and track the casualty.
bx. Provide advice for CNOs and VOs as necessary.
by. Provide information for Single Services and MoD as required. 
bz. Make every effort to obtain full details of the incident in order to inform the NOK through the CNO/VO.
SECTION 10 - Progress Reporting 

02019. Changes.  It is essential that all changes in condition of a previously reported casualty (from, for example, 'VSI' to 'SI', or removal from 'all lists') and changes in location (e.g. transfers between or discharge from hospitals) are reported promptly to JCCC.  These reports are to be sent as an “Update” NOTICAS. 

02020. Routine Reports.  Irrespective of any change in condition or location routine progress reports are to be made on all listed service casualties.  Details are in Chapter 5.  
SECTION 11 - MOD Civil Service Causalities

02021. The people Pay and Pensions Agency Occupational Welfare Service (PPPA OWS) Helpline is the Notifying Authority for all entitled civilians listed in Section 2 Annex B except RFA personnel, the Notifying Authority for which is Fleet HQ. 
02022. The OWS Helpline operates between 0830 and 1630 Monday to Friday.  Outside of these hours, JCCC will contact the OWS Duty Officer by telephone, pass on details of he casualty and request Kinforming action.  The Helpline or OWS Duty Officer will notify JCCC that kinforming has been completed.

02023. For RFA casualties, JCCC will contact Fleet HQ or the RFA Duty Officer (24 hours).
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CASUALTY REPORTING
 CATEGORIES

17. Casualty Details (Category/Status).  Serial CHARLIE of the NOTICAS must show one of the following for each casualty.

	DEAD

	KIA
	Killed in Action A battle casualty who is killed outright or who dies as a result of wounds or other injuries before reaching a medical treatment facility.

	DOW
	Died of Wounds A battle casualty who dies of wounds or other injuries received in action, after having reached a medical treatment facility.

	DNK
	Dead Cause Not Known

	DOP
	Died on Operations  - (Died, when deployed on Operations, or as a result of Operations, but not KIA or DOW)

	NOD
	Non-Operational Death – (Died when, NOT deployed on Operations)

	MISSING

	MBK
	Missing Believed Killed

	MBW
	Missing Believed Wounded

	MBPW
	Missing Believed Prisoner of War

	MBDAW
	Missing Believed Detained Against Will

	MNK
	Missing Circumstances Not Known/Not Accounted for

	NOM
	Non-Operational Missing

	CPW
	Confirmed Prisoner of War

	DAW
	Detained Against Will

	RFM
	Returned From Missing/Detained

	MEDICAL LISTING

	VSI
	Very Seriously Ill/Injured/Wounded 

	SI
	Seriously Ill/Injured/Wounded 

	III
	Incapacitating Illness/Injury (See paragraph 0205c)

	UL
	Unlisted Condition  (See paragraph 0205d)

	MI
	Minor Injury (Does not warrant hospitalisation.  Only for use in the event of high profile multiple casualty incidents when details of all personnel involved are required).

	DFH
	Discharged From Hospital

	FIT
	Fit

	OK
	OK (For use in the event of high profile multiple casualty incident when details of all personnel involved are required).


18. Supplementary Information.  Serial ECHO of the NOTICAS should include as much of the following as is known.


	Cause

	E
	Enemy Action/Fire 

	F
	Friendly Action/Fire 

	OA
	Operational Accident (An accident occurring when deployed on Operations)

	NOA
	Non-Operational Accident (An accident occurring when NOT deployed on Operations)

	RTA
	Road Traffic Accident 

	NC
	Natural Causes 

	VUC
	Violent or Unnatural Causes 

	OC
	Other Causes 

	Plus (only if applicable) NBC Category

	N
	Nuclear

	B
	Biological

	C
	Chemical


19. Supplementary Medical and Management Information.  Serial ECHO of the NOTICAS is to also include one of the following:
	Management Information

	WIA
	Wounded In Action (On Operations)

	NBI
	Non Battle injury (On Operations)

	NOI
	Non-Operational Injury/Illness (NOT, deployed on Operations)

	IDC
	Identity Confirmed

	IDP
	Identification Provisional

	Duty
	Duty

	Off Duty
	Off Duty

	Res
	Reservist


20. Casualty Supplementary Information.   Serial FOXTROT of the NOTICAS is used to provide additional details about the incident.  Use free text.  The information is used to help inform the casualty’s Emergency Contact about the incident and to enable JCCC staff to assign the incident into one or more of the following categories for subsequent management analysis.

	Transport
	Illnesses / Injury
	Other

Information
	Location

	Military 2 Wheel Vehicle
	Heart attack / Heart related
	Terrorist involvement
	Public road

	Military Light Vehicle (car)
	Stroke
	Military training
	MoD road / area

	Military Goods Vehicle
	Cancer
	Adventure training
	On / in Military establishment

	Military Coach
	Infectious disease
	Possible self harm
	In SFA

	Civilian Vehicle
	Other medical condition  (specify) 
	Sporting injury
	Private Accommodation

	Civilian motor cycle
	Pregnancy / child birth related
	Diving
	Hospital

	Cyclist
	Still birth
	Dependant
	On Board RN/RFA ship

	Other road transport
	Cot death
	Incident involving explosives
	On board chartered ship

	Flying Accident
	Overdose (alcohol or other drugs)
	
	On board other seagoing vessel

	
	Drowning
	
	On /in service aircraft

	Driver
	Electrocution
	
	On / in chartered aircraft

	Passenger
	Heat exhaustion
	
	On / in civilian aircraft

	Pedestrian
	Gunshot
	
	On / in military helicopter

	Pilot
	Asphyxiation (car exhaust)
	
	On /in civilian helicopter

	Navigator
	Asphyxiation (other)
	
	On Train / Railway

	Crew Member
	Hanging
	
	Other type transport  (specify)

	
	Fall
	
	Undetermined

	
	Victim of assault
	
	

	
	Undetermined
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NOTICAS INFORMATION ADRESSEES

21. The JCCC will automatically forward the key casualty information from NOTICAS messages to the addressees listed below on receipt of the information at the JCCC.  Only medical in confidence details will be removed along with the Cause Categorisation (serial FOXTROT on the NOTICAS).  
ca. The casualty’s unit (if they did not report it)
cb. PJHQ (if under PJHQ command).
cc. MoD DNews (if likely to be of media interest).
cd. MoD SP Pol Ops (if likely to be of media or ministerial interest).
ce. SPVA Glasgow (for deaths only).
cf. SPVA Norcross (for deaths only).  
cg. DLO ANDOVER (for IMPACT Data Cell) – All Road Traffic Accidents (RTA’s) 
ch. Other Single Service organisations in accordance with the attached distribution lists.

22. Distribution Lists.  The Single Service Distribution Lists are as follows:

ci. RN at Appendix 1.
cj. RM at Appendix 2.
ck. Army at Appendix 3.
cl. RAF at Appendix 4.

Appendices:

23. RN NOTICAS Distribution List.
24. RM NOTICAS Distribution List.
25. Army NOTICAS Distribution List.
26. RAF NOTICAS Distribution List.
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RN NOTICAS DISTRIBUTION LIST 

	ACTION ADDRESS SMA
	FOR
	REMARKS

	APPROPRIATE AREA COORDINATOR:

NBC CXP PORTSMOUTH,

NBC DEVONPORT or

NEPTUNE
	
	Notifying Authority

based on Welfare Area where NOK reside. ACTION addressee only if KINFORMING action required, else Information addressee

	APPROPRIATE NPFS AREA OFFICE:

NPFS NELSON,

NPFS DRAKE or

NPFS NEPTUNE
	
	Based on Welfare Area where NOK reside

	
	
	

	INFO ADDRESS SMA
	FOR
	REMARKS

	2SLCNH PORTSMOUTH
	DPSN2 
	

	MODUK NAVY
	DNEWS(N)
	

	CINCFLEET
	
	

	DNCM PORTSMOUTH
	
	

	FLEET HQ
	
	For RFA if RFA personnel involved and use SIC V2E

	BASE PORT COMMANDER:

COMPORFLOT

COMDEVFLOT 

CAPFASFLOTSM

CAPT HM
	
	For Devenport based surface Fleet (except survey ships)

For Devonport based submarines

For Survey ships

	PARENT UNIT
	
	

	APPROPRIATE WATERFRONT MANNING OFFICE:

WMO PORTSMOUTH,

WMO DEVONPORT or

WMO FASLANE
	WMO
	WMO at ship’s Base Port for seagoing ships 


	ADDITIONAL ADDRESSES as required
	FOR
	REMARKS

	Appropriate Base Port Commander (Ships/Submarines Only):

COMPORFLOT 

COMDEVFLOT 

CAPFASFLOT 

COMDEVFLOT (SM) 

CAPT HM
	
	Mandatory for sea going ships

For Devonport based submarines

For survey ships

	Appropriate Waterfront Manning Office (WMO):

WMO PORTSMOUTH or

WMO DEVONPORT or

WMO FASLANE
	WMO
	Mandatory for sea going ships/submarines

	Appropriate Station For Naval Air Squadrons (NAS):

NAS CULDROSE

NAS YEOVILTON

WMO WITTERING
RAF COTTESMORE
	
	Mandatory for Fleet Air Arm Squadrons

	Appropriate Waterfront Manning Office (WMO):

WMO CULDROSE

WMO YEOVILTON

WMO WITTERING
	WMO
	Mandatory for Fleet Air Arm Squadrons

NB WMO Wittering covers RAF Cottesmore

	MODUK
	SP POL OPS
	Incidents of Ministerial/Media interest

	INM ALVERSTOKE
	
	For diving and submarine incidents

	PJHQUK 
	
	When under Joint Cmd

	OPCON HQ
	
	

	FLAG OFFICER if appropriate:

FOST (units under-going sea trg)

FOTR (mandatory for personnel under Trg, Cadets & Reserves)
	
	

	AECC BRIZE NORTON
	
	For Aeromed

	RCDM BIRMINGHAN
	
	For Aeromed

	Appropriate MODHU a/r 
	
	For Admit to MODHU

	
	
	

	MANDATORY FOR DEATH 
	
	

	APC GLASGOW
	
	Pensions

	SPVA CENTURION
	
	Pay

	RNDF GOSPORT
	
	Dependants Fund

	INM ALVERSTOKE
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RM NOTICAS DISTRIBUTION LIST

	ACTION ADDRESSEE SMA
	FOR
	REMARKS

	DRM PORTSMOUTH
	Corps Casualty Officer
	Notifying Authority

	
	
	

	INFO ADDRESSEE SMA
	
	

	2SLCNH PORTSMOUTH
	DPSN2
	

	MODUK NAVY
	DNEWS(N)
	

	DNCM PORTSMOUTH
	
	

	CINCFLEET
	
	

	FLEET HQ
	
	For RFA if RFA personnel involved

	Appropriate NPFS Area Office NPFS DRAKE,

NPFS NELSON or

NPFS NEPTUNE
	
	

	PARENT UNIT &/OR  REAR PARTY
	
	

	
	
	

	ADDL ADDRESSES as required
	
	

	PJHQ UK
	
	

	OPCON HQ
	
	e.g. 3 CDO BDE RM

	FLAG OFFICER if applicable:

FOST  (units under going sea trg)

FOTR – (mandatory for personnel under trg , Reserves & Cadets)
	
	

	Appropriate Waterfront Manning Office:

WMO PORTSMOUTH, WMO DEVON PORT or WMO FASLANE
	
	Ship’s base port WMO for sea going personnel 



	INM ALVERSTOKE 
	
	For diving and submarine incidents

	MODUK
	SP POL OPS
	Incidents of Ministerial/Media interest

	Appropriate Base Port Commander:

COMPORFLOT

COMDEVFLOT or

CAPFASFLOT

COMDEVFLOT SM 

CAPT HM
	
	Ship’s base port

for sea going personnel

For Devonport based surface ships (except survey ships)

For Devonport based submarines

For Survey Ships



	AECC BRIZE NORTON
	
	For Aeromed

	RCDM BIRMINGHAM
	
	For Aeromed

	Appropriate MODHU a/r
	
	For Admit to Hosp

	
	
	

	MANDATORY FOR DEATH
	
	

	APC GLASGOW
	
	Pensions

	SPVA CENTURION
	
	Pay

	RNDF GOSPORT
	
	Dependants Fund

	INM ALVERSTOKE
	
	NRIO/Med Records
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	ACTION ADDRESSEE SMA
	FOR
	REMARKS

	CAS ARMY UPAVON
	
	

	APPROPRIATE DIVISION/OVERSEAS COMMAND
	
	Based on where EC/NOK reside & CNO is to be nominated

	Appropriate MAO(CH)
	
	If admitted to UK hospital

	
	
	

	INFO ADDRESSEE SMA
	
	

	MODUK for CGS
	
	All Army casualties

	APPROPRIATE RHQ 
	
	

	APPROPRIATE ARMS AND SERVICE DIRECTOR
	  
	

	MODUK ARMY CAMBERLEY
	
	To be included on all Casualty signals

	APPROPRIATE DIVISION/OVERSEAS COMMAND
	
	Division/Command in which casualty  occurred

	APPROPRIATE DIVISION/OVERSEAS COMMAND
	
	Division/Command in which parent unit is based

	APPROPRIATE DIVISION/OVERSEAS COMMAND
	
	Division/Command in which attached unit is based

	APPROPRIATE BDE/GARRISON
	
	Bde/Garrison in which casualty  occurred

	APPROPRIATE BRITMILREP/BRITREP 
	
	Location in which EC/NOK reside

	PARENT UNIT &/OR  REAR PARTY
	
	If casualty is mobilised TA, parent unit is TA unit, attached unit and its rear party, is his/her deployed unit.

	Army Incident Notification Cell (AINC)
	
	DCI 41/05 Gen

	ATTACHED UNIT
	
	

	Appropriate RHQ
	
	

	HQ LAND
	
	

	APC GLASGOW
	
	

	Appropriate RFCA
	
	Where casualty is a member of Reserve Forces, ACF, CCF

	RTMC Chilwell
	
	Where casualty is mobilised Reserve Forces

	
	
	

	ADDL ADDRESSES as required
	
	

	PJHQ UK
	
	When under Joint Cmd

	ARTD UPAVON
	
	Casualty in training

	JHC
	
	When appropriate for Joint Helicopter Force (JHF) or similar

	MODUK
	DNEWS
VCDS
	PUBLINTCAS and death signals

	ADT UPAVON
	
	For all deaths

	LAIT NETHERAVON
	
	Accident Investigation required

	CCRIO SOUTHWICK PARK
	
	All deaths

	JSEODOPSCEN DIDCOT
	
	Ammunition/Explosives related incident

	AECC BRIZE NORTON
	
	For Aeromed

	RCDM BIRMINGHAM
	
	For Aeromed

	Appropriate MODHU a/r
	
	For Admit to Hosp
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	Casualty Category
	JCCC To Copy Noticas to:
	For:

	All RAF Casualties

         
	(1) Kinforming Unit- if no separate tasking signal issued.

(2) Parent Unit (if not reporting / Kinforming unit)

(3) HQ AIR

(4)  PHF High Wycombe

(5) Manning High Wycombe  


	Chief Clerk / SMO

“       “              

For CINC/DCINC/AMP/& COS Pers 

For Fatalities (Standing Committee of Adjustment)

For:

(1) Air Man Sec SO1

(2) Med Casework

	+ For fatalities
	(6) APC Glasgow

(7) STANCOFADJUST High Wycombe

(8) SPW Henlow

(9) MODUK


	For SPVA(G) Pensions supervisor

OC RAF Standing Committee of Adjustment

For CAM & P&SS (suspicious  / unnatural deaths only)

VCDS



	+ For fatality overseas.
	(10)  PJHQ

(11) BRITMILREP (City)

(12) SIB(GB) Bulford
	Operational deaths  overseas – For J1 Ops

For Defence staff at Embassy / High Commission.

WO HQ SIBUK RMP 

(For Operational / suspicious deaths overseas only)

	+ For other listed casualties overseas
	(13) PJHQ

(14) BRITMILREP (City)
	For Operations overseas


For Defence staff at Embassy / High Commission

	+ For mass casualty incident or other incident with media interest 
	(15) MODUK / MODUK (Navy/Army /Air) as appropriate

(16) Intermediate / Departure airfield
	For senior staff at MoD /D News (RAF)

In event of serious aircraft accident only



	+ For Aeromed
	(17) AECC Brize Norton and RCDM Birmingham
	

	+ For Reserve Forces
	(18) HQ AIR 
	For RFMC

	+ For Air Cadets + their support staff
	(18) HQ AC Cranwell
	

	For all RTA’S
	(19) DLO ANDOVER
	IMPACT DATA CELL
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SERVICENOTICAS DISTRIBUTION LIST MOD CIVIL 

	Casualty Category
	JCCC to Copy NOTICAS to:
	For:

	All MOD Civil Service Casualties 
	PPPA Occupational Welfare Service (OWS) Helpline, Foxhill, Bath 

MOD Resident Clerk
	OWS Helpline Supervisor

MOD Resident Clerk

	RFA Seafarers
	PPPA OWS Helpline 

Fleet HQ
	Helpline Supervisor

	MDP Officers
	PPPA OWS Helpline

MDPGA Wethersfield
	Helpline Supervisor

IPSO

	DFRS Fire fighters
	PPA OWS Helpline

DFRS HQ
	Helpline Supervisor
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NOTICAS EXAMPLE

Precedence – Action – IMMEDIATE

DTG  

070555Z MAY

From:  
1 BLANKSHIRE

To:

JCCC INNSWORTH
SIC:

WAL/ABA

NOTICAS

H. INITIAL
I. CPL, JD (JOHN) EVANS, ARMY, 12345678, 1 BLANKSHIRE.
J. DEAD
K. 070330Z, ON A303 NEAR ANDOVER, WILTS
L. RTA, OFF DUTY, REGULAR
M. RIDING CIVILIAN MOTORCYCLE, IN COLLISION WITH LORRY. 
N. MULTIPLE INJURIES. MEDICAL CONTACT DR JAMES, A&E DEPT, ANDOVER HOSPITAL 01980 123456
O. ANDOVER HOSPITAL AT 070550Z
P. KINNOTFORMED.  EC MRS MARY EVANS, 15 RIVER ROAD, NEWTOWN, BUCKS BT8 3RF
Q. ACCIDENT IS SUBJECT TO POLICE INVESTIGATION. UNIT POC CAPT P SMITH ADJT 1 BLANKSHIRE 01980 234234

ANNEX D to
CHAPTER 2 of
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PUBLINTCAS EXAMPLE

Precedence – Action – IMMEDIATE

DTG  

071200Z MAY

From:  
1 LOAMSHIRE

To:

JCCC INNSWORTH
SIC:

ABA/WAL/EUJ
PUBLINTICAS

R. INITIAL.
S. CPL HG JONES (HUGH), ARMY, 12345678 
T. UL.
U. 071030Z MAY 98 ON A38 NEAR EXETER.
V. RTA. DUTY. RES.   
W. IN MILITARY VEHICLE ON PUBLIC ROAD. PASSENGER LCPL R SMITH 98765432 (SEE SEPARATE NOTICAS).
X. MINOR CUTS CAUSED BY SHATTERED WINDSCREEN.
Y. BOTH SOLDIERS AT ROYAL DEVON & EXETER HOSPITAL AT 071145Z.
Z. CPL JONES KINNOTFORMED. EC IS: MR J JONES (FATHER), 15 WELSH ROAD, CARDIFF.  
AA. SOLDIERS WERE TRAVELLING IN ARMY LANDROVER CAUGHT UP IN ANTI HUNT DEMONSTRATION NEAR EXETER. CIVIL POLICE ADVISE THAT ANTI HUNT VEHICLE JOINED A38 FROM A FIELD COLLIDING WITH ARMY LANDROVER. IT IS EMPHASISED THAT INJURIES TO SOLDIERS ARE MINOR, BUT LOCAL PRESS WERE TAKING PHOTOS AND ATTEMPTING TO OBTAIN INTERVIEWS. ESSENTIAL THAT NOK ARE ADVISED ASAP. MOD DELAYING PRESS RELEASE UNTIL NOK INFORMED AND REASSURED THAT SOLDIERS HAVE ONLY MINOR INJURIES. UNIT POC IS: CAPT MARK RICHARDS ON BULFORD MIL EXT XXXX

CHAPTER 4 -  MAJOR INCIDENT PROCEDURES

SECTION 1 - Outline

0301. This Chapter describes how the normal reporting procedures may have to be amended when there is an incident with a large number of casualties or where a large number of people are involved.  Such events will require the Major Incident Centre (MIC) to be activated at the Joint Casualty and Compassionate Centre (JCCC).

SECTION 2 - General


0302. In the event of a major incident there will inevitably be substantial public and media interest.  This is likely to provoke anxiety amongst the relatives and friends of all those who may have been involved.  There will therefore be a need not only to notify the emergency contacts (ECs) of the actual casualties as quickly as possible but also a requirement to be able to inform the ECs of the survivors who suffered only minor injuries or were unhurt.  In addition the JCCC staff will need to be able to reassure concerned relatives and friends of those not actually involved in the incident. 

0303. This will impose a significant additional workload on the reporting unit and the JCCC will instigate the abbreviated reporting facility on the JPA system.   An abbreviated reporting procedure may also be used for signal or fax messages.  This is described below.

SECTION 3 - Definition

0304. A major incident which will trigger changes in procedure is declared when either:
cm. The number of casualties is such that the reporting unit is unable to report them normally in a reasonable timeframe.  This is likely to be of the order of 10 or more casualties 
or
cn. An incident has been or is about to be reported in the media which is likely to cause concern and prompt queries from a large number of relatives and friends of Service persons or the wider population.

NB.   Accidents involving passenger carrying aircraft and major ship incidents are always considered to be major incidents.

SECTION 4 - Activation Procedure

The JCCC is to be alerted to any major casualty incident without delay by a telephone call. 
Details are then to be confirmed by immediate signal or fax. 
0305. HD JCCC will decide on the activation of the MIC and issue a signal to relevant units instructing them to utilise MoDified reporting procedures.  HD JCCC will also publicise through MoD Director of News (D News) a special telephone number that anxious relatives and friends should use to make enquiries.


SECTION 5 - Abbreviated Reporting Procedures

0306. Objective.  The main objective of the abbreviated reporting procedure is to inform the JCCC as quickly as possible who has been involved, their casualty state and location.  

0307. Abbreviated Casualty Report.  Abbreviated NOTICAS messages are to be sent by IMMEDIATE signal or fax. They are to begin with the words “MAJOR INCIDENT NOTICAS” and consist of as much of the following as is available:

	ALPHA
	Initial or Update with serial number (e.g. Update No 2)

	BRAVO
	Description, location and time of the incident (abbreviate for updates e.g. “coach crash M4”)

	CHARLIE
	List of casualties giving Number, Rank, Full Name (or Surname and initials), Service, Casualty Category – Brief description of condition/injury - (see Annex A to Chapter 2) and Location. 

(NB. Maximum of 20 casualties per message)

	DELTA
	Any other information.  (NB. Supplementary information and cause categories are not required).


co. Reports are not to be held up if information is incomplete. If any information is unknown this should be made clear in the report and confirmation provided when available.   For incidents involving large numbers of casualties each report should be limited to a maximum of about 20 names.
cp. All times are to be in ZULU

0308. Examples of Abbreviated NOTICAS.  Some examples of abbreviated NOTICAS messages are at Annex A

SECTION 6 - Major Incident Centre (MIC)

0309. The MIC will be activated:  

cq. Whenever a major incident is reported ,

cr. In anticipation of the need (for example immediately prior to a major operation) or….
cs. At any other time as decided by HD JCCC.
03010. Role.  The MIC is set up to deal with one or more specific incidents.  It will control the reporting, tracking, monitoring and EC notification of all personnel involved.  It will control the release of information within the MoD and to external agencies (via D News Press Office staff) and it will provide the enquiry centre to answer queries from concerned relatives and friends.  Detailed tasks are shown below.

03011. Manning.  The level of manning of the MIC is the responsibility of HD JCCC and a pool of local, trained, personnel will be maintained at Innsworth for immediate reinforcement of the JCCC and manning of the MIC.  For periods of prolonged operation the JCCC will be reinforced in accordance with procedures agreed with single services.  

SECTION 7 - Tasks

03012. As soon as JCCC has been alerted of a major incident it will alert the MoD D News Press Office and initiate activation of the MIC.  Thereafter JCCC will:

ct. Ensure the casualty details and relevant information is passed to the agencies that need to know. 
cu. Ensure casualty details are correctly entered into the JCCC IT system using information from JPA sources or single Service personnel records.
cv. Appoint NAs for each casualty and ensure ECs are notified as necessary.
cw. Maintain an accurate and up to date list of all personnel involved in the incident with location, casualty category and EC notification state.  This will include not just listed casualties but those reported as safe and those missing or otherwise not accounted for.
cx. Keep D News media cell informed in order to control the release of the names and details of those involved.
cy. Set up and man a telephone enquiry service for concerned relatives and friends and issue an emergency telephone number for publication in the national media. 
cz. Provide information for MOD as required.
da. Liaise with any UK civil authorities (police, fire service, airlines etc) involved in the management of the incident.

SECTION 8 - Serious Aircraft Accident

03013. An accident or incident involving a passenger or troop carrying RAF or MoD chartered aircraft requires certain specific additional actions.  Further details are at Annex B.

SECTION 9 - Major Ship Incident

03014. A major ship incident requires certain specific additional actions.  Details are at Annex C.

SECTION 10 - Souls on Board

03015. The particular difficulties of accounting for casualties in the event of a major ship incident are such that the JCCC will maintain access to a continuous up to date record of embarked personnel in all HM ships.  Further details are at Annex D.

SECTION 11 - Recovery of Bodies/Human Remains Following a Maritime Incident or Aircraft Accident at Sea/Inland Waterway

03016. In all cases the decision to recover bodies/human remains will take into account the advice of the UK MOD’s Salvage and Moorings Officer (CSALMO), or his nominated representative, as to the feasibility of the operation.

03017. In the case of an aircraft accident where it is deemed that the aircraft wreckage should be recovered for accident investigation purposes and fatalities are involved, the salvage operation should include the recovery of the bodies/human remain
.  If a body is missing when the aircraft wreckage is located, a reasonable search of the immediate area should be carried out.  Where there is NO requirement to recover the aircraft, and the decision is made to recover bodies/human remains, the process at Annex E is to be followed.

03018. In the case of loss of a maritime platform (Ship or submarine), the policy for recovery of bodies/human remains is:

db. ​ Peacetime.  The salvage operation should include the recovery of the bodies/human remains, but the decision to proceed should be taken on a case-by-case basis, following the process at Annex E.
dc. Operations.  As above.  However any policy change to recover the bodies/human remains of a whole ship or submarine lost at sea requires approval by a member of the Navy Board.

SECTION 12 - Media

03019. A major incident as covered in this Chapter is likely to be covered in the national and possibly international media, in some cases extensively.  Media interest will therefore be acute and it is essential that the passage of information to the media is handled properly.

03020. The general policy for contact with the media is set out in Chapter 1. D News Press Office is responsible for co-ordinating all contact with the media regarding casualties and dealing with enquiries.  D News will establish a media operation cell within the MIC which will be responsible for:

dd. Providing media advice directly to the JCCC and MIC staff 

de. Answering queries from the press or media who contact the MIC or JCCC direct.
df. Co-ordinate the release of names of the deceased through D News Press Office staff in MoD.
dg. Provide briefings and information to D News, PJHQ and single Service media staffs as required.

Annexes:

AB. Examples of Abbreviated Casualty Reports.
AC. Serious Aircraft Accident.
Appendix 1 – Specimen Initial Report

Appendix 2 – Specimen Serious Accident Notification

Appendix 3 - Specimen Casualty Report Form CASADU

Appendix 4 – Specimen Signal Confirming Notification Action

AD. Major Ship Incident.
Appendix 1 -1 Major Ship/Shore Incident

Appendix 2 – Activation signal

Appendix 3 –Telephone/Telefax Numbers

Appendix 4 – Specimen Telefax/Telephone Activation Signal
AE. Souls on Board.
Appendix 1 – Souls on Board Reporting – Baseline

Appendix 2 – Souls on Board Reporting – Baseline Updates

Appendix 3 – Souls on Board Reporting – Termination

Appendix 4 – Temporary Visitor/Leaver Check
AF. Recovery of Bodies/Human Remains Decision Making Process – Maritime Platforms

ANNEX A TO
CHAPTER 3 of 

JSP 751
MAJOR INCIDENT NOTICAS EXAMPLE

Precedence – Action – IMMEDIATE

DTG  

181230Z OCT

From:  
JSSU

To:

JCCC INNSWORTH
SIC:

WAL/ABA

MAJOR INCIDENT NOTICAS

AG. INITIAL.
AH. COACH CRASH 18100Z OCT ON A417 NORTH OF SWINDON. 

xxxxxx CAPT D SMITH, ARMY, DEAD.

xxxxxx LT H WRIGHT, ARMY, DEAD.

xxxxxxxx WO2 T BALL, ARMY, VSI.

xxxxxxxx CPL JT FIELD, RAF, DEAD.

xxxxxxxx SIG M FOWLER, ARMY, SI.

xxxxxxxx LCPL A STEPTON, ARMY, SI.

xxxxxxxx  SGT K EVANS, RM, VSI.

xxxxxxxx  SIG F TREVING, ARMY, SI.

xxxxxxxx  PTE L CARTER, ARMY, III.  

ALL CAS IN SWINDON HOSPITAL

AI. DET OF JOINT SIGS UNIT EN ROUTE TO AMC SOUTH CERNEY FOR DEPLOYMENT ON OP TELIC.  BEING REPORTED ON TV NEWS.  17 PAX WITH MINOR INJURIES.  NAMES TO FOL.  POC. CAPT TC REILLY ADJT JSSU BULFORD MIL 5555

ANNEX B to
CHAPTER 3 of 

JSP 751
CASUALTY REPORTING PROCEDURES - SERIOUS AIRCRAFT ACCIDENT

Definitions:
27. A serious aircraft accident /incident is any event involving a military or civilian aircraft or helicopter (with military personnel onboard) which has crashed, is lost, damaged or overdue that meets at least one of the following criteria:
dh. It is an event likely to result in 10 or more casualties.
di. The incident is likely to generate concern / requests for information among a large number of relatives or friends due to the media interest in the incident.
28. In the event of a serious aircraft accident/incident, all personnel involved in the incident are to be accounted for and reported using only the casualty categories detailed in paragraph 24 below 
Initial Actions
29. Any unit of the Armed Forces receiving verifiable information from any source of an actual or potential accident, as defined in para 1, involving Service personnel or their dependants, MoD civilians, contractors, or personnel of the armed forces of other nations, travelling under MoD / RAF auspices, should immediately telephone the Joint Casualty and Compassionate Centre (JCCC)  to report the incident.  
30. The details are then to be confirmed by a signal  (or fax) to the JCCC.  The signal is to contain as much of the following information as is readily available, but must not be delayed unnecessarily where details are incomplete.
Aircraft operator (RAF or Civil).  

Aircraft type.

Aircraft number or civil registration. 

Parent Unit / Squadron. 

Flight or task number. 

Location of the accident, or the area in which the aircraft is missing. 

If known, number, extent and location(s) of casualties.  

31. The signal is to be given the Subject Indicator Codes (SICs) ABA/W5E and IMMEDIATE precedence for all action and information addressees.  The signal is to begin with the words ‘SERIOUS AIRCRAFT ACCIDENT (or INCIDENT) INITIAL REPORT’.  The signal is to be copied to the Service airfield at which the flight originated and to all subsequent staging posts.  Where a RAF aircraft is involved, HQ AIR and HQ 2 Gp should be included as copy addressees.
Activation of JCCC Major Incident Centre (MIC).
32. On receipt of a serious accident report, HD JCCC/JCCC Duty Officer will decide whether or not the MIC is to be activated and confirm this decision by phone/signal to the reporting unit.  The decision will take account of the circumstances of the accident, the number of people involved and the condition and location of the casualties. 
MIC not activated
33. If in the unlikely event that the MIC is not activated for a serious aircraft accident, a signal will be sent at by JCCC staff to the reporting unit and appropriate airheads informing them of the decision and confirming that standard casualty reporting procedures remain in force (See Chapter 2), with JCCC providing any necessary co-ordination.  Subsequent signals are to use normal casualty SICs.    
MIC activated  
34. When the MIC is activated, it will become the focal point for all MOD executive action and communication with the public/relatives of those involved.  It will be manned 24 hours a day, including weekends and public holidays, and will liaise closely with the reporting unit, single services, MoD media staff and the civil authorities.  A simplified process of casualty reporting, in accordance with the advice contained in this Annex, will be carried out for the duration of the incident.
35. In the event of an accident involving a civilian aircraft, including aircraft on which the MoD block book seats such as trooping flights to Germany, Gibraltar, North America, the MIC will, subject to the agreement of the civil police (See paragraph 16), co-ordinate notification action on service casualties with the airline / company concerned and with the Operational Crisis and Incident Centre (OCIC)
 at Heathrow or similar facilities overseas.  
MIC Contact Details
36. The MIC may be contacted directly by:
dj. Telephone
(1) Initial telephone calls should be made to  (Manned 24 hours).
(2) Once the MIC is operational, official enquiries/ reports should be made to.  The Duty Controller may be contacted on Extension 7171. 
(3) A separate number (see paragraph 34) will be issued by the JCCC for calls from members of the public / relatives to report details of personnel they believe to be involved, enquire as to their well-being.  The internal numbers quoted above are not to be released to the public.
dk. Signal:    to JCCC INNSWORTH. 
dl. Fax to:  
dm. British Airways MMARS/SITA teleprinter systems to GLOCCRR. 
dn. Email to: ccs@gtnet.gov.uk

Unless otherwise stated, all information is to be reported to the MIC by signal (addressed to JCCC INNSWORTH) using the SIC ABA / W5E.  However, where possible and without causing undue delay, an advance copy of the signal should be faxed to the MIC using the contact numbers at Para 10c above   
Air Transport Movements Control 
37. A SNCO (Duty Controller) from Air Transport Movements Control (ATMC) is available on a 24-Hour basis to give advice on movements matters associated with a serious aircraft accident.  The advice will include the movement of the Accident Site Liaison Officers (ASLOs) (see para 18), recovery items, injured and uninjured survivors and deceased personnel.  The ATMC Duty Controller can be contacted on RAF Brize Norton.  
Transmission of Manifests and Crew Lists. 
38. Immediately on receipt of the Serious Accident signal (see paras 4 & 5), the Service airfield at which the flight originated and all staging posts concerned are to send an IMMEDIATE signal (SIC ABA / W5E) or fax to JCCC as follows:
do. If civilian personnel are also on board, the SIC VAL is to be included.  (V2E for Royal Fleet Auxiliary Personnel). 
dp. Begin with the words ‘PASSENGER MANIFEST AND CREW LIST’.
dq. State aircraft type, its number or civil registration, the parent unit or company, and the flight number. 
dr. State, in the order listed in the manifest, the rank or title, initials, surname and Service number (where known), the Service, the passenger category and reason for travel code and the destination of all passengers, crew and supernumerary crew.  Passenger category and travel codes are explained in JSP 356 Chap 1 Para 0110. 
ds. State, for checking purposes, the total number of persons (passengers, supernumerary crew and crew members) known to be on board the aircraft at the time of its departure. 
dt. Tabulate the rank or title, initials and surname of all passengers, supernumerary crew and crewmembers that deplaned at any staging post.  
39. Certified copies of the manifest are to be sent by Courier, Immediate mail or the fastest possible route to Duty Controller / HD JCCC, Bldg 182, SPVA, Innsworth Station, Gloucester GL3 1HW.
Movement Management Air Reservation System (MMARS)
40. Bookings on most scheduled flights are made using MMARS, which holds details of all the passengers booked and loaded on a flight.  On notification of a serious accident, the relevant MMARS record will be inhibited to prevent unauthorised access by MMARS users.  Thereafter, data on the flight in question may only be accessed through and with the authority of the MIC (MMARS GLOCCRR).
The Casualty Administration Unit (CASADU)
41. The controller of the MIC, in consultation with Service Commands, may select a unit of any of the Services to undertake certain responsibilities for the reporting and local administration of casualties.  It will be known as the Casualty Administration Unit (CASADU).  The MIC may also request the assistance of the nearest British Defence representative, if an accident occurred overseas. 
42. In any incident, the relevant civil authorities (Police) will normally assume overall control of the accident site.  In the event of an incident involving Service personnel / transport, the CASADU / reporting unit should offer appropriate assistance and inform the authorities that where military personnel are involved they will, where allowed, co-ordinate the dissemination of information and notification of relatives of service casualties through the JCCC.
43. To facilitate close liaison between the MIC and the CASADU and assist with the tasks set out at Para 20, an Accident Site Liaison Officer (ASLO) may be deployed to the CASADU by the JCCC.  Further ASLOs may be deployed, for example, to work with any Civil Police Casualty Bureau.  These ASLOs are to be given full support and co-operation.
44. Outline plans exist for the airlift of personnel and equipment to the scene of an overseas accident.  When implemented the team should include an ASLO deployed by the JCCC.  
45. For accidents involving civilian aircraft, the MIC will decide, in consultation with the civil operator, on respective parenting responsibilities.  Casualties to sponsored passengers, travelling, as individuals or small groups on a commercial or scheduled service, will usually be dealt with by the civil operator in accordance with their normal procedures.  However, any person or organisation that has reason to believe there may be MOD sponsored passengers on the flight, should immediately contact the JCCC, or MIC if activated. 
Tasks of the Reporting Unit / CASADU
46. Where the accident occurred at a site other than, or close to, the departure airfield, the MIC will provide the Reporting Unit / CASADU with a list of all personnel who are, or could be, involved in the incident.  The MIC will also provide policy guidance and practical assistance.  The CASADU is at liberty to add to the potential casualty list on the basis of local information, and is to:
du. Establish links with the civil authorities, accident site command post and (with the agreement of lead authority) all rest centres, hotels, medical centres, hospitals and mortuaries to which those involved have been taken. 
dv. Obtain a nominal roll of the uninjured, and determine the extent to which casualties have been identified, and their condition, location and prognosis. 
dw. Report these details by Fax or IMMEDIATE signal (SIC ABA / W5E) to the MIC, reporting all changes in the identification, categorisation and location of casualties and of the uninjured. 
dx. Fax / Signal updates thereafter (IMMEDIATE precedence and SIC ABA / W5E) to the MIC, reporting all changes in the identification, categorisation and location of casualties and of the uninjured. 
dy. Arrange for the collection, recording, identification, safeguarding and later disposal of casualties’ personal effects (see paras 49 to 57). 
dz. On request, provide a MoD / RAF pathologist with a full list of those involved. 
ea. Notify HM Coroner / Procurator Fiscal or other equivalent authority of all deaths (if not already done by the Civilian Police). 
eb. Inform the local registrar (if not already done by the Civilian authorities), where appropriate, so that deaths may be registered and death certificates issued (see para 43-47).
47. Instructions for the disposal of remains will be given to the CASADU by the MIC, after consultation within MOD. 
Signal Reports 
48. In a mass casualty situation, an abbreviated form of casualty reporting is to be used, with available information on casualties and the uninjured faxed or signalled to the JCCC without delay.  Signals are to be sent by IMMEDIATE precedence, SIC ABA/W5E, and are not to be held back if information is incomplete.  If any item of information is not known, this is to be made obvious on the signal, e.g., ‘Religion not known’.  For large numbers of personnel, separate signals should be sent for each batch of about 20 names.  The signal format is illustrated at Appendix 3 to this Annex.
ec. To prevent repetition of information, the first paragraph of the signal should include information common to all casualties, e.g. type of incident, accident location, casualty location (if all taken to same hospital) etc.
ed. To avoid, or at least highlight, any signal being lost, misrouted or received out of sequence, the preamble to each signal report is to include a serial number and is to quote the DTG(Z) of release of its predecessor, as follows:

“Casualty Report Ser No                         last report DTG             Z”
Reporting of Casualties

49. Reports of casualties (excluding the uninjured) are to contain as much of the following as possible:
ee. Rank or title, initials, surname, Service and Service/Personal number (if known).
ef. Casualty Categories.  As assessed by a competent medical authority where appropriate, as follows:
NBD - Dead (non-battle death). 

MNK – Missing / not accounted for.

VSI - Very Seriously Ill / Injured (cause for serious concern / life imminently endangered).

SI - Seriously Ill / Injured (cause for concern but life not imminently endangered). 

III - Incapacitating Injury / Illness.  (An injury which requires hospitalisation and renders casualty physically or mentally unable to communicate with NOK, but which does not warrant classification of VSI / SI).

UL - Unlisted.  (Injury requiring hospitalisation but which does not warrant classification of VSI / SI/ III). 

MI - Minor Injuries - (injuries not requiring hospitalisation: e.g.: Cuts / bruises).

OK - Uninjured
eg. Remarks, details of injuries, prognosis if available.
eh. Location of casualty.
50. Additional information and any subsequent changes in identification, personal details, categorisation and/or locations are to be reported by a follow-up signal. 
Reporting of Uninjured Personnel
51. Persons on the potential casualty list (see para 20) who are known to be uninjured, and any other uninjured persons for whom there may be reasonable cause for anxiety amongst friends and relatives, are also to be reported by IMMEDIATE signal in accordance with paras 22 / 23. 
52. The signal is to use the preamble described in para 23 and be serially numbered in the same sequence.  The following details are required:
ei. Rank or title, initials, surname, Service and Service / Personal number (if known), followed by the word ‘OK’ in each case. 
ej. Location, including full contact address and telephone number where known.
ek. Remarks, such as movement intentions. 

Notification of NOK / Emergency Contacts (EC)

53. The underlying principle for notification is that, wherever possible, the EC/NOK of all listed casualties (missing, dead, VSI, SI) will be informed on a face-to face basis and not via the telephone.  Notification is always to be carried out expeditiously with the objective being to inform the EC/ NOK through official channels before they receive casualty information via the media.  Guidance for Notifying Officers is available in Chapter 4 of JSP 751. 
MIC Responsibilities  
54. The JCCC will have access to Emergency Contact details for all Service personnel and has contacts for welfare and support organisations for MoD civilian staff/ foreign and commonwealth personnel and contractor staff.  Therefore unless the civil authorities insist on sole responsibility for the notifications of relatives, the MIC will co-ordinate the notification of the NOK of Service personnel/MoD sponsored passengers.  The MIC will appoint notifying authorities for all listed casualties and inform the Authority which EC/NOK are to be informed and what they are to be told.  
55. The MIC will have various checks available, and there could be indefensible risks in attempting to pre-empt or duplicate the notification process.  Any Service units receiving copies of signalled information, which is en route to the MIC, or obtaining casualty information through other sources (e.g.: media/family) must not use this information for notification without the prior authority of the MIC.
56. Discretion is permitted where a Unit has first-hand information and face-to-face enquiries are received before the information can be passed to the MIC and/or before approval to release can be sought.  Similarly, when details of the incident are already in the hands of the media and there is a danger of misinformation being inadvertently passed to the NOK, units with reliable and verifiable information may pass on such information without approval.  However, in all such cases the MIC is to be advised of the action taken by telephone and by confirmatory signal.  
Notification by Service Units
57. The notification of EC/NOK is to accord with the regulations at Chapter 2 and 4 of JSP 751 and is only to be undertaken on receipt of a tasking from the JCCC MIC.
58. When the EC/NOK has been informed of the casualty occurrence by a Unit, this action is to be confirmed by telephone to the MIC (Innsworth Station: 95471 6279 or other number as supplied by the Kinforming Station).  The call should be followed by an IMMEDIATE signal, SIC ABA/W5E, giving the rank, name and number of the casualty, the casualty category notified, the name, address and relationship of the person notified, the DTG(Z) of notification to the NOK and the codeword ”Kinformed”.  A specimen signal is at Appendix 4 to this Annex. 
Disclosure of Information

Enquiries from Relatives and NOK
59. Any Unit receiving telephone enquiries concerning a serious accident for which the MIC has been activated is to inform the enquirer that the MoD has activated its Major Incident Centre at SPVA Innsworth, in Gloucester, from which the latest information can be obtained.  If they believe the person they are asking about may have been involved in the incident they should be invited to telephone the Centre on 08457 800900.  (Local call charges will apply)
60. Units and formations overseas receiving enquiries should bear in mind the principles set out in paras 29-32.  Relatives overseas can contact the MIC by dialling + 
Enquiries at Airfields
61. Enquiries from relatives or NOK at an airfield of departure or arrival should be reported by telephone (if possible) to the MIC or by IMMEDIATE signal (SIC ABA/W5E) or fax.  The latest available information will then be passed to that airfield. 
62. Where relatives and friends are present at an airfield, it may be appropriate to encourage them to go home, having first taken details of their home address and telephone number and those of the person(s) they were meeting/seeing off.  All this information should be signalled or faxed to JCCC. 
63. If the enquirers remain at the airfield, they should be made as comfortable as possible, with a room set aside for private counselling.  Unit personnel should open and staff a local enquiry bureau for personal callers only, reserving one or more telephone extensions for incoming official calls only, and notify the MIC accordingly.  Where fatalities/serious injuries are likely to have occurred in the incident appropriate pastoral support should be arranged from local clergy.
Enquiries from the Media.
64. No details of casualties are to be given locally to representatives of the press, radio or television; neither will such information be provided directly to the press by the MIC. 
65. As a matter of principle details of personnel involved in the incident will not be released to the media until the EC/NOK have been informed.
66. All enquiries from the media should be referred to the Ministry of Defence Press Office, Whitehall, London SW1.  Telephone numbers are:
el. Normal office hours:

em. Out of Hours:


67. If this is not practical, enquiries should be referred to the Local Area/Command Public Relations Officer (PRO) (Where the incident occurs on a service establishment or involves Service aircraft, both the originating airfield and reporting unit should task their media staff to field local enquiries).  On no account is a PRO to divulge or confirm details of casualties to the media without first receiving an assurance from the MIC that NOK have been informed.  Further guidance on what information may be released to the media will be given by the MIC Duty Controller/D News staff. 
Registration of Death
68. Detailed instructions concerning the removal of bodies, inquests and registration of death are set out in Chapters 9, 10 and 14 of JSP 751.  In the event of a mass casualty incident HD JCCC/MIC will oversee the registration process in association with the Reporting Unit, after the notification of relatives and other immediate tasks at the accident site have been completed. 
Deaths within the UK
69. For an accident within the United Kingdom, the CASADU may be tasked to inform the local registrar of the particulars of all those who are killed, so that deaths can be registered and death certificates issued.  Personal details of the deceased, such as date and place of birth will be provided by the MIC on request, if still activated, or by JCCC staff once the MIC has stood down. 
Deaths outside the UK
70. Where a serious accident occurs overseas (i.e.: outside the United Kingdom or its territorial waters), the MIC/JCCC will send Office of National Statistics (ONS) Forms ORS3A (Notification of the Particulars for Registration of a Death) to the CASADU.  The forms are to be completed by a qualified informant - usually a Service pathologist - and returned to JCCC to allow staff their to register the death. 
71. Units overseas should not register deaths with the local authority unless there is such a requirement under local law.  Deaths that occur overseas will either be registered through the British Consul or, if they occurred at a British Service establishment overseas or on MOD transport, through the JCCC under the Service Departments Registers Orders 1959 and 1963 (JSP 751 Chapter 10 refers).
Deaths Resulting from Civil Aircraft Accidents
72. The Department of Trade and Industry has a statutory duty to register deaths arising from an accident to a British civil aircraft, including aircraft on charter to the MOD. 
Disposal of Cargo and Personal Effects
Official Cargo
73. A Service Movements Officer will be nominated either from a conveniently situated unit or from MOD to assume responsibility for official cargo. 
Disposal of Effects - Charter Aircraft
74. The Charter Company, in liaison with HD JCCC, will be responsible for the disposal of effects that were carried in the aircraft.  The procedures will follow generally those in paras 50 & 51. 
Disposal of Effects - MoD Aircraft
75. On-Site Action.  The CASADU is to deal with all effects on site as follows:
en. List, as far as possible, and then destroy, all items that clearly no longer have practical or sentimental value (e.g., perishable goods).  Forward the list in accordance with JSP751, Ch 12 to the President, RAF Standing Committee of Adjustment (SCofA), RAF High Wycombe, Walters Ash, High Wycombe, Bucks. HP14 4UE. 
eo. List all remaining articles, including uniforms and kit, papers, documents, wills, etc., indicating ownership where possible.  Return to survivors all articles identified as belonging to them, and (at the CASADU’s discretion) return the effects of killed or missing members of families who were travelling together to survivors (if any) of the same family.  Annotate the list to indicate which items were so returned. 
ep. Cash and valuable documents and articles are to be listed and packed separate from other effects, and suitably safeguarded in accordance with normal procedures. 
eq. Despatch to the SCofA all other articles (i.e., those identified as belonging to killed or missing passengers and those of which the ownership has not been established) with a copy of the list annotated as in sub-para b.  See also para 54 for Customs clearance. 
er. For accidents overseas, complete HM Customs Form C3, boldly annotated in red ‘EFFECTS OF DECEASED/INJURED/MISSING RN/ARMY/RAF PERSONNEL/FAMILIES, or CIVILIANS’ (as applicable).  These forms together with a certificate as shown in Fig 1 are to be despatched by airmail as follows:

(1) Effects despatched by air.  To the Service movements staff or baggage agent covering the arrival airfield. 
(2) Effects despatched by sea.  
es. For effects consigned to the SCofA from overseas, despatch details are to be notified to the agencies listed in sub-para e(1) and (2) with the request that the effects be forwarded to the SCofA as soon as possible after Customs clearance.
	CERTIFICATE TO BE ATTACHED TO CUSTOMS FORM C3

The owner of the effects is *dead/missing/believed killed.  The effects are being imported on behalf of the legal beneficiary.  The legal beneficiary is resident or believed to be resident in the United Kingdom. 








Signature 






* Delete as applicable


Fig 1.  Certificate to be Attached to Customs Form C3

Note:

(1) This certificate is to be signed by an officer, preferably the ‘effects officer’ appointed at the overseas unit despatching the benefits. 
(2) Effects intended for legal beneficiaries who do not live or intend to live in the UK are considered to be in transit and customs dues do not apply thereto. 

Duty Payable
76. HM Customs may allow some dispensation in respect of the effects of deceased or missing personnel on production of the certificate shown in Fig 1 duly signed by a responsible officer.  Any bills raised are to be forwarded with the relevant effect to the SCofA, which will make the necessary arrangements with the relevant casualty and MOD effects branches and other Government departments.  Bills are not to be sent directly to NOK. 
Action by Standing Committee of Adjustment
77. The SCofA is to:
et. Sort and check the effects received on the basis of the CASADU lists and examine unidentified items for evidence of ownership.
eu. Prepare, for deceased or missing persons, lists of items held by appropriate MOD and Government branches. 
ev. Where appropriate, establish ownership of articles still unidentified by consulting all concerned, including NOK and survivors, and forward to survivors’ items found to belong to them.
ew. Make up supplementary lists for items found later and identified as belonging to deceased persons, for transmission to the responsible casualty and effects branch. 
ex. Make contact with the appropriate Service Attachés, Adviser or representative in the UK, to seek disposal instructions for the effects of Commonwealth or Foreign Service personnel or their dependants. 
ey. Release and despatch effects of deceased persons on the written instructions of the JCCC.
Unaccompanied Baggage and Heavy Articles
78. Despatching and receiving units are to check and establish with the Government Freight Agent (GFA), or appropriate Service Movements Unit, the location and destination of any unaccompanied baggage despatched in accordance with JSP 327: Joint Service Manual of Movements. 
79. Unaccompanied baggage and heavy articles at a unit or still in transit are to be dealt with as follows:
ez. Items at a unit.  The unit holding the baggage is to take normal effects disposal action. 
fa. Items in transit.  When baggage is in transit at the time of the accident, the despatching unit is to notify the Service representative/GFA at the port or airfield of arrival, who is to:
(1) Notify HM Customs of the rank, name and number of each deceased, injured or missing person in order that any Customs concession may be obtained. 
(2) Redirect the baggage of unaccompanied deceased persons to the President, RAF Standing Committee of Adjustment, RAF High Wycombe, Walters Ash, High Wycombe, Bucks. HP14 4UE, or to the ship, depot or unit responsible for effects, to await instructions.  In the case of accompanied passengers, where there are surviving members of the family, JCCC staff will give disposal instructions.  In order not to add to the distress of NOK they are not to be asked to pay Customs dues on the baggage of deceased personnel.  Any charges are to be referred directly to Defence Bills, Liverpool.
(3) Send a Priority Signal under SIC ABA/W5E to the JCCC, copied for information to other units/formations as appropriate.  Include SCofA High Wycombe and the Service Movement staff or baggage agent at the port or airfield of arrival, giving all relevant despatch details including the RAF F1380/Bill of Loading serial number, and the destination port or airfield. 

80. For personnel who were travelling overseas from the UK, the despatching unit is to notify the GFA or Service Movement Agency as appropriate, to prevent unaccompanied baggage being despatched unnecessarily. 
81. The JCCC will inform the appropriate agencies of civilian casualties.  These agencies will contact the GFA and any appropriate Service Movement Unit in order to trace and dispose of casualties’ effects. 
Associated Instructions
82. The foregoing instructions complement those in JSP 327 (Joint Service Manual of Movements), F/Mov/173 (Joint Service Unaccompanied Baggage Guide). 
Casualty Reporting Procedure:  Gurkha Trooping Flights
83. Gurkha Trooping Flights are undertaken by commercial airlines, chartered under MOD contractual arrangements.  The contract requires the airlines to notify the Airlift Charter Section, DSCOM, and Andover of any incident or accident involving one of their aircraft operating under the contract - including those on positioning flights.  The numbers to contact are 01264 385510/1 or 07901 510338 (24 hours).  On receipt of information of an accident involving casualties, the Airlift Charter Section is to:
fb. Notify JCCC and Headquarters Brigade of Gurkhas at Netheravon, signal address: BRIGURKHA NETHERAVON.
fc. Signal an Initial Report - see paras 8 and 9.
fd. Contact the movement authorities at the departure airfield and ascertain details of all passengers on the aircraft.
fe. Ascertain from the airline concerned the fullest possible details of the accident including the number, nature, and names of the casualties. 
ff. On receipt of the information above, pass the details of casualties as follows:
(1) British casualties - including dependants - to JCCC who will be responsible for taking the appropriate notification and reporting action in Nepal and in the UK. 
(2) Gurkha casualties - including dependants - to Headquarters Brigade of Gurkhas, Netheravon, Army Personnel Centre, Gurkha Support Wing, who will be responsible for taking the appropriate notification action.  A copy of the signal must also be sent to British Gurkha Depot Nepal and British Gurkhas Pokhara and the JCCC

Body Bags
84. To facilitate the removal of bodies from the scene of a serious accident, the following airfields are each scaled to hold supplies of 400 bags body recovery  Ascension, Brize Norton, Lyneham, Mount Pleasant.
85. These stocks are to be maintained solely for serious accidents as defined in this JSP.  The items are not to be used for any other purpose without prior specific authority from HD JCCC.  
86. A reserve of 1000 bags body recovery is maintained at RAF Stafford.
Repatriation of the Dead
87. The MoD Contractor, Kenyon Christopher Henley will be tasked by the JCCC to:
fg. Assist the pathologist in identification of victims. 
fh. Repatriate remains from the scene of an overseas accident to the UK for burial. 
fi. Forward remains from the scene of a UK accident to the family funeral contractors. 
fj. Assist with the handling of personal effects at the scene of the accident. 
fk. Provide specialist assistance to Service units arranging Service funerals.
88. HD JCCC will provide advice on the level of ceremony on the repatriation of the bodies. 
Non-public Charter Flights
89. Non-public Service organisations such as ships’ welfare funds, the President of the Regimental Institute (Army) and the President of the Service Institute (RAF) sometimes arrange charter flights.  All such sponsoring organisations/units are to:
fl. Wherever possible, ensure that passengers provide Emergency Contact/NOK details before emplanement. This information is to be held in safe place with instructions to forward to MIC by fastest possible means in the event of an accident/ incident involving aircraft
fm. Require the Charter Company to notify the sponsoring organisation/unit in the event of any accident and to co-operate fully with the organisation/unit and the JCCC in the event of an accident. 
90. In the event of an accident, the sponsoring unit or organisation is to notify JCCC in accordance with paras 3 to 10 (initial notification) and paras 20 to 24 (passenger manifest, and crew list). 
91. If necessary, the MIC will be activated to assist in obtaining and co-ordinating information about the accident and in notifying NOK. 
Associated Regulations
92. This Annex should be read in conjunction with:
fn. JSP 327 Joint Service Manual of Movements.  
fo. JSP 551.   Volume 1.  Military Flight Safety Regulations.

                       Volume 2.  Post Crash Management.  

Signal Formats 

93. Examples of the following signals are attached

fp. Initial Report by reporting unit (paras 3-5).  Specimen signal at Appendix 1.
fq. Serious accident notification by JCCC (para 8-9).  Specimen signal at Appendix 2.
fr. CASADU report of casualties (paras 22-27).  Specimen signal at Appendix 3.
fs. Notification confirmation signal from Unit (Para 33).  Specimen signal at Appendix 4.

Appendices:
94. Specimen Initial Report.
95. Specimen Serious Accident Notification.
96. Specimen Casualty Report from CASADU.
97. Specimen Signal Confirming Notification Action.
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SPECIMEN INITIAL REPORT

	PRIVATE 
SecurityPRIVATE 

Classification
	RESTRICTED
	Special handling

caveat
	STAFF

	Message Form
	
	Serial No.
	
	
	F/Sigs 266

(Revised 3/90)

	PRIVATE 

	File store ref:

	Line 1
	Routed by

	        2
	Time

	        3  DE 
	Prepared by

	        4
	Time

	Precedence:   Action
	Immediate
	/Info 
	Immediate
	For single transmission

	DTG:     
	15 1610Z
	Month 
	MAY
	Year  04
	Transmitted to

	Routing indicators
	From:
	RAF ASCENSION
	Channel No/system

	
	To:
	JCCC INNSWORTH
	Time

	
	Info:
	HQ AIR
	Operator

	
	
	RAF BRIZE NORTON
	

	
	
	RAF MOUNT PLEASANT







       RAF LYNEHAM
	Message Instructions

	
	
	
	

	
	
	RAF LYNEHAM
	NIL

	
	
	
	Security Classification

	
	
	
	 RESTRICTED

	
	
	
	SIC(s)

	
	
	
	ABA/W5E


RESTRICTED STAFF.  SERIOUS ACCIDENT.  INITIAL REPORT, REFER JSP 751  CHAPTER 3 ANNEX B.  Tri-Star XN123, OF 216 SQN, BRIZE NORTON, CALLSIGN ASCOT 4321, CRASHED IN SEA ON TAKEOFF HERE 151450Z MAY 04, 151250 LOCAL, EN ROUTE MPA.  TOTAL POB ONE HUNDRED AND NINETY-NINE INCLUDING TEN CREW.  SOME SURVIVORS BUT CASUALTIES LIKELY TO BE VERY HEAVY.  FLIGHT ORIGINATED RAF LYNEHAM.
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SPECIMEN SERIOUS ACCIDENT NOTIFICATION
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(Revised 3/90)
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	        2
	Time

	        3  DE 
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	        4
	Time

	Precedence:   Action
	Immediate
	/Info 
	Immediate
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	DTG:     
	15 1710Z
	Month 
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	Year  04
	Transmitted to
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	From:
	JCCC INNSWORTH
	Channel No/system

	
	To:
	RAF ASCENSION 
	Time

	
	
	RAF LYNEHAM
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	RAF BRIZE NORTON
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	RAF Mount Pleasant
	TABULATE

	
	
	Other appropriate 
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	 RESTRICTED

	
	
	NAVSPCOMD BATH
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RESTRICTED STAFF.  SERIOUS ACCIDENT.  FROM OC JCCC MAJOR INCIDENT CENTRE.

PARA ONE.
 RAF TRISTAR XN123 OF 216 SQN, BRIZE NORTON, CALLSIGN ASCOT 4321, CRASHED ON TAKEOFF ASCENSION 151450Z MAY 04.

PARA TWO.
 JCCC MAJOR INCIDENT CENTRE NOW ACTIVATED AT SPVA INNSWORTH.  ALL CASUALTY REPORTING ACTION IN RESPECT OF THIS ACCIDENT TO BE IN ACCORDANCE WITH MODIFIED PROCEDURES DETAILED IN JSP 751 CHAPTER 3 ANNEX B. 

PARA THREE.  RAF ASCENSION IS APPOINTED AS CASUALTY ADMINISTRATION UNIT (CASADU) AND IS TO TAKE ACTION IN ACCORDANCE WITH JSP751, PARAS 20 TO 27.

PARA FOUR.  ALL DEPARTURE AND INTERMEDIATE AIRFIELDS ARE TO FORWARD PASSENGER MANIFEST AND CREW LISTS, ALONG WITH DETAILS OF ANY PASSENGERS WHO DEPLANED AT LOCATION, BY IMMEDIATE FAX / SIGNAL TO JCCC IN ACCORDANCE WITH PARAGRAPH 12 OF JSP 751 CHAPTER 3 ANNEX B 

PARA FIVE.  SQN LDR A BROWN IS APPOINTED ACCIDENT SITE LIAISON OFFICER (ASLO) AND WILL ENPLANE ASCOT 4322 ETD BRIZE NORTON 192100Z MAY 04.
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SPECIMEN CASUALTY REPORT FROM CASADU
	PRIVATE 
SecurityPRIVATE 
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	RESTRICTED
	Special handling
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	MEDICAL

	Message Form
	
	Serial No.
	
	
	F/Sigs 266

(Revised 3/90)

	PRIVATE 

	File store ref:

	Line 1
	Routed by

	        2
	Time

	        3  DE 
	Prepared by

	        4
	Time

	Precedence:   Action
	Immediate
	/Info 
	Immediate
	For single transmission

	DTG:     
	16 0910Z
	Month 
	MAY
	Year  04
	Transmitted to

	Routing indicators
	From:
	RAF ASCENSION
	Channel No/system

	
	To:
	JCCC INNSWORTH
	Time

	
	Info:
	HQ AIR
	Operator

	
	
	
	

	
	
	
	Message Instructions

	
	
	
	TABULATE

	
	
	
	Security Classification

	
	
	
	 RESTRICTED

	
	
	
	SIC(s)

	
	
	
	       ABA/W5E


RESTRICTED MEDICAL.  FROM CASADU RE SERIOUS ACCIDENT TO Tri-Star XN 123.  CASUALTY REPORT SERIAL NO TWO.  CASUALTIES CATEGORISED AS FOLLOWS:

FLT LT P A JONES (8155163Q) - VSI - HEAD INJURIES - LOCATION - WIDEAWAKE MED CENTRE.

CH TECH T M HOOPER (B8289131) - DNK - LOCATION -TEMPORARY MORGUE, ASCENSION.

MISS E  INESON - MOD CIV - VSI - MULTIPLE INJURIES - LOCATION - WIDEAWAKE MED CENTRE.

MAJ W R LAURENCE - RAMC - DNK - LOCATION - TEMPORARY MORGUE, ASCENSION.

FG OFF S MAGOO (4335246M) - VSI - HEAD INJURIES - LOCATION - WIDEAWAKE MED CENTRE.

WG CDR R I CALPIN (2599097Q) - VSI - HEAD INJURIES - LOCATION - WIDEAWAKE MED CENTRE.

SGT J CHANCE (R8205218) - SI - CHEST INJURIES - LOCATION - SMC ASCENSION.

SQN LDR A J SMYTHE (8027732R) – DNK - LOCATION - TEMPORARY MORGUE, ASCENSION.

MRS T J NEWTON (W/O CPL(RAF) A R NEWTON (P2364534)) - NBD - LOCATION - TEMPORARY MORGUE, ASCENSION.

MAJ P B TODD - RLC - III - INJURIES TO FACE AND MOUTH - LOCATION SMC ASCENSION.

ADDITIONAL CASUALTY INFORMATION WILL BE PROVIDED WHEN AVAILABLE 
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SPECIMEN SIGNAL CONFIRMING NOTIFICATION ACTION

	PRIVATE 
SecurityPRIVATE 
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	Serial No.
	
	
	F/Sigs 266

(Revised 3/90)

	PRIVATE 

	File store ref:

	Line 1
	Routed by

	        2
	Time

	        3  DE 
	Prepared by

	        4
	Time

	Precedence:   Action
	Immediate
	/Info 
	Immediate
	For single transmission

	DTG:     
	16 1130Z
	Month 
	MAY
	Year  04
	Transmitted to

	Routing indicators
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	RAF MARHAM
	Channel No/system

	
	To:
	JCCC INNSWORTH
	Time

	
	Info: 
	RAF LYNEHAM  ( PARENT UNIT)
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	Message Instructions

	
	
	
	TABULATE

	
	
	
	Security Classification

	
	
	
	 RESTRICTED

	
	
	
	SIC(s)

	
	
	
	       ABA/W5E


RESTRICTED MEDICAL.  FOR OC KINFORMING JCCC MIC.  RE SERIOUS ACCIDENT TO Tri-Star XN 123 AT ASCENSION.  NOTIFICATION ACTION COMPLETED AS FOLLOWS:

FLT LT P A JONES (8155163Q) - VSI - HEAD INJURIES - PU RAF MARHAM – ECINFORMED.  WIFE, MRS V R JONES, 23 SOMERVILLE ROAD, KINGS LYNN, 161100Z MAY 04.

SGT J CHANCE (R8205218) - SI - CHEST INJURIES - PU RAF LYNEHAM - ECINFORMED FATHER, MR J T CHANCE, 45 JAMES STREET, SWAFFHAM, 161110Z MAY 04.

ANNEX C to
CHAPTER 3 of
JSP 751
MAJOR SHIP/SHORE INCIDENT (MSI)

General

98. In those situations in which the large numbers of naval casualties (or potential casualties) and/or the intensity of enquiries from anxious relatives or friends preclude the normal procedure(s), the Naval Centralised Casualty Co-ordination (Major Ship/Shore Incident (MSI)) organisation is activated.
99. In broad terms any incident of over 10 casualties or involving a major unit is a potential MSD.  The standard procedures for follow-up action that are normally Area Co-ordinator (NPFS) business still apply, e.g. funeral arrangements, financial advice, coordination of media advisors etc.
100. Within an MSI situation the following elements can be identified:
ft. Reporting Unit
(1) Stricken unit makes its own casualty reports; or
(2) Third party(ies) are required to report the situation.
fu. Casualty List
(1) Definitive: the casualty list gives total list of casualties; or
(2) Deduced: the casualty list is only achieved by a process of elimination based on known survivors and a Souls On Board (SOB) list.
fv. Souls on Board i.e. all potential victims
(1) Known: an up-to-date and complete SOB list is available either onboard or lodged elsewhere; or
(2) Derived: an accurate SOB list must be prepared from JCCC records together with knowledge of recent movements of personnel to/from the unit (to be replaced by JPA in due course).
fw. EC/NOK Record
(1) Available; or
(2) Unavailable, i.e. must be obtained from the JCCC MIC.
fx. Outside Knowledge
(1) Incident still undetected by media; or
(2) Incident known about.

101. The particular combination of the above will vary with each incident.  Potentially the most difficult situation to deal with is a catastrophic disaster immediately in the public eye, in which the stricken unit (whose SOB list is not known) is effectively destroyed and whose survivors are scattered amongst several other units, ie sub-paragraphs 3 a-e apply.
102. MSI situations may apply to ships, to submarines, or to shore incidents; the key is large numbers (in reality or potential) of casualties or enquirers.
103. Notification.  Two options exist for informing NOK:
fy. Active, i.e. contact EC/NOK; or
fz. Passive, i.e. let EC/NOK contact an enquiry cell

The standard policy is to actively notify by visit/telephone for notifiable injuries while dealing with minor injuries/uninjured survivors’ EC/NOK passively.  The method of active notification will vary with the severity of the injury with the severest cases meriting a visit, other less severe, a personal telephone call.  Practicalities, particularly the scale of the casualties, will determine how many cases can be actively Kinformed and how many of these can receive a visit, though the objective is to extend visits down to SI, i.e. to cover fatalities, missing, VSI, SI. III, UL and MI may be notified by telephone with the enquiry cell limited to the passive approach for uninjured (OK) survivors.

Organisation

104. The focal point for the Naval centralised casualty reporting (CASREP) system is Joint Casualty Compassionate Centre (JCCC) Major Incident Centre (MIC) at Innsworth Station which is responsible for co-ordinating operational information with casualty Emergency Contact (EC)/Next of Kin (NOK) information and directing Casualty Action Centres (CACs) to inform EC/NOK, whilst providing an enquiry service for anxious families and friends.  The task of organising and running the Naval CAC organisation is the responsibility of the Director Naval Life Management (DNLM) through Area Coordinators NPFS (AC NPFS).  The JCCC MIC will have functional operational authority over the CACs during major incidents and exercises.
105. The organisation is shown in chart form at Annex 4A.
Objectives of the Organisation
106. The objectives of the centralised CASREP organisation are to:
ga. Correlate data to produce an accurate casualty list.
gb. Identify and inform the EC/NOK of personnel involved in a major incident.  In the case of fatalities (and as far as possible VSI/SI cases) this notification will be by a personal visit by an officer in uniform.
gc. Minimise the anxiety of family/friends of those potentially involved in a major incident.
gd. Ensure all follow up actions are initiated and standardised as far as possible.
ge. Activate within one hour of being alerted and be fully operational within 2 hours.

Responsibilities of main elements of organisation

107. The main elements of the system and their responsibilities are given below.
108. Operational Information Control Centre (OICC).  The authority responsible for filtering information to the JCCC MIC.  Information should include details of casualties (fatalities, injured, missing, safe) and details of the incident including such information that the media has released/will be given.  The information must be timely and accurate.  CINCFLEET is normally the OICC for ship incidents.  In the case of submarine incidents, the Submarine Search and Rescue Authority (SSRA) should assume this responsibility.  In the case of a shore incident the Area Flag Officer (AFO) or the stricken establishment will assume the role, noting the controlling role of the Civil Police. Use of the MSI organization must be coordinated with the civil police, particularly where the police have established a Police Casualty Information Bureau, when the responsibility for collation and dissemination of casualty information then rests with the police.
109. Initiating Authority.  The authority who decides/confirms that an incident is beyond the scope of normal casrep procedures and activates the MSI organisation through the JCCC.  Normally this will be the OICC; initiating authorities are:
The JCCC

Joint Operations
-
PJHQ

FLEET

-
CINCFLEET (Duty Fleet Controller   (DFC))

Shore incident
- 
Naval Base

(Commander or unit or establishment 

in liaison with civil police)

Royal Marines
-
COMUKAMPHIBFOR/HQ 3 CDO BDE

RM/DRM


110. JCCC – MIC

gf. The MIC Support & Kinforming Section (MIC SS) is responsible for: 
(1) Validating and correlating casualty information (possibly from various sources) with the SOB list to establish an accurate casualty list.
(2) Identifying/confirming EC/NOK (for fatalities the NOK) of known casualties (or potential casualties, e.g. SUBMISS).
(3) Directing the appropriate Casualty Action Centres (CACs) (as determined by EC/NOK place of residence for RN/RM by type for RFA, NAAFI HQ etc) to inform EC/NOK of a casualty.
(4) Redirecting the CACs in the light of any new information on EC/NOK whereabouts/injury update.
(5) Determining which casualties may be fielded by enquiry by virtue of being uninjured or ‘kinformed’ and directing the JCCC telephone enquiry cell.
(6) Collating ‘Kinformed’ information for the release of fatalities’ names to media via DNews Press Office.
(7) Ensuring all follow-up actions have been investigated, initiating such action if necessary.
(8) Liaising with external authorities in pursuance of the objectives.
gg. Public Information Section (PIS).  The PIS deals with public enquiries, being the central point of contact for anxious relatives.  The PIS does not deal with media enquiries (which are the prerogative of DNews or the JCCC Media cell (if activated).  The prime objective of the PIS is to keep/put as many minds at rest as possible. The PIS is to:
(1) Provide information on uninjured survivors in response to enquiries from anxious relatives/friends.
(2) Provide information to anxious near relatives on fatal casualties and seriously injured, but only after EC/NOK has been informed.
(3) Answer calls from EC/NOK and release no casualty information but confirm/update whereabouts for notification process.
(4) Provide such general information, as provided by OICC, to bona fide enquirers as situation allows/merits.
(5) Re-direct all media enquiries to JCCC Media Desk.
(6) Liaise with JCCC Media Desk to ensure general incident information being released to enquires through LINKLINE messages and by operators is consistent with current PR information.
111. SOB/NOK Database.  The  MIC also maintains the centralised ‘NOK/EC’/ Souls on Board (SOB) database on the Naval Manpower Management Information System (NMMIS) down loaded to CHARITs for use in major incidents. 
112. Casualty Action Centres (CACs).  CACs are responsible for EC/NOK being informed (KINFORMED) when so directed by the JCCC MIC SS and for providing feedback to the MIC SS on such action.  The precise arrangements for notification by a visit for casualties are at CAC discretion; delegation may be necessary as guided by paragraph 21.  
gh. Naval CACs.  These are the responsibility of the Area Co-ordinators (NPFS) and are established with geographical responsibilities related to the address of the PTBN as follows:

HMS Nelson
Eastern Area NPFS (including overseas except Irish Republic) 

HMS Drake
Western Area  NPFS (including Irish Republic)

HMS Neptune
Northern Area NPFS (including Northern Ireland)

Note:  Chapter 1, Annex C, Appendix 1 provides further details of CAC areas of responsibility.
gi. Type CACs – e.g. RFA CAC – CINCFLEET – RFA Cell for all Royal Fleet Auxiliary personnel and other civilian personnel on board RFAs and to assist with any Merchant Navy casrep action; NAAFI, Worldwide Laundry Service (via Fleet Spt).
gj. Sub CACs (SCACs).  These are established at specific concentrations of families outside of the main base port areas and are available to take casualty action as delegated by the relevant CAC to whom the SCACs are responsible  The outcome of such action is passed back to the CAC (and thence JCCC MICC)
Culdrose, Yeovilton        -          Kinform as required by Drake CAC
gk. Visiting Teams - Pre-designated Visiting Teams. In the Eastern Area the Nelson CAC may also devolve responsibility to Visiting Teams located
Portsmouth: Maritime Warfare Centre – HMS Collingwood, HMS Excellent, HMS Sultan

JSU Northwood, Middlesex.
gl. Royal Marines. – CACs also have responsibility for Royal Marines. A Royal Marines Liaison Officer ( RMLO) is attached to each CAC as delegated by the following RM units:

DRM


- 
HMS Nelson

RM Stonehouse

-
HMS Drake

FPGRM


-
FPGRM

All RM units will provide Visiting Teams; this may be restricted when deployed. CAC RMLOs will be responsible for liaising with RM units to establish availability and with DRM Corps Casualty Officer for follow up actions.  
113. Additional Authorities.  The following additional authorities are involved in an MSI:
gm. DNews Press Office – is responsible for the release of material to the media.  The MSD organisation’s objectives to minimise anxiety for families and friends and to conduct personal notification before PTBN hear of their tragedy by other means, i.e. media, are pertinent.  Much of what the PIS can release (particularly in protracted rescue scenarios) will be related to what the media is reporting.
gn. DGHRN - DPSN2.  Responsible for Naval Condolence letters, and to DNLM for co-ordination of Board of Inquiry (BOI) reports.
go. DGHRN – DNLM.   Overall responsibility for the RN Centralised Casualty Reporting System.
gp. Area Co-Ordinators (NPFS) are responsible to DGHRN for Notification and aftercare support for casualties’ NOK/EC within their area.
gq. Other Services.  In the event of Army/RAF casualties the JCCC will alert and inform Army/RAF Notifying Authorities.
gr. Civil Police.  Normally the civil police will assume overall control of a shore incident in the UK both inside and outside an RN establishment.  The MSI organization may still be required.
gs. CAPFASFLOT (SM).  Responsible for providing specialist advice to JCCC during a submarine incident
Sequence of Actions.
114. The initial sequence of actions will be:
gt. The Initiating Authority decides MSI or potential MSI situation exists and alerts JCCC verbally (followed up with signal/fax).
gu. JCCC MIC activates the MSI organisation:
(1) Internally – activates MIC.
(2) Externally – activates CACs, SCACs, inform other relevant authorities by Immediate signal (see Appendix 1).  Verbally informs the organization by telephone (see Annex 4C) and by Telefax (see Appendix 3).
gv. If the casualty list is not definitive and the SOB list is unavailable for/from the stricken unit, CINCFLEET will initiate a SOB update by IMMEDIATE signal to all ships and establishments ordering them to signal JCCC MIC with details of all personnel movements to and from the stricken unit in the preceding 28 days.
gw. When the JCCC MIC PIS is activated  the MIC will pass the British Telecom LINKLINE enquiries number to JCCC Media Desk (if activated) or direct to DNews Duty Press Officer (DPO) if not.
115. Subsequent action will depend upon the situation:
gx. OICC will pass details of casualties and uninjured to the JCCC MIC together with general details of the incident and provide updates as available and will ensure that the On Scene Commander (OSC) co-ordinates casualty information.
gy. JCCC MIC will produce a SOB list (with associated EC/NOK information) updated from the response to the movements signal (paragraph 1c above – if sent).
gz. The JCCC MIC Support/Kinforming Section identifies the EC/NOK and directs the CACs to kinform – a notification visit for fatalities (plus NOK if Additional Nominee is to be notified)/Missing Believed Killed and, where feasible, VSI/SI; a telephone call for lesser injuries.  If a protracted waiting period is likely, e.g. the location of a missing submarine, the CACs should be primed so that they may plan their response to the potential situation.  The CACs will delegate as required   (Minor injuries and uninjured will not normally merit notification, though in some circumstances a EC/NOK designation may be made and actioned).
ha. The CAC will report the outcome of kinforming to the JCCC MIC Support /Kinforming Cell and will inform it if a long delay is likely.
hb. The JCCC MIC PIS will answer public enquiries.  The Support Cell will inform the PIS for minor injuries and uninjured, and seriously injured, missing and fatalities when the EC/NOK have been notified.  The PIS will inform the Support Cell EC/NOK whereabouts changes.
hc. The JCCC MIC keeps the OICC briefed on kinforming progress, distinguishing between fatalities (EC/NOK), seriously injured, i.e. VSI, SI, III, UL, loss of limb, disfigurement etc, and minor/uninjured.
hd. Units at scene of MSI.   Units recovering personnel are to report the details as soon as possible by Immediate signal to CINCFLEET (ship incidents), plus SSRA for submarine incidents and JCCC in the following format:

Name
    Initials
 Rank/Rate
   Service No   Condition
(1) Details of non-Service personnel (excluding RFA, NAAFI) e.g. civilians – MOD/contractors, etc should include the sponsoring unit.  Amplification and an update on survivors should be signalled in due course, e.g. transfer to other unit.
116. Final action will be:
he. When the EC/NOK of all fatalities have been informed, the JCCC will advise the OICC and DGHRN – DNLM/DPSN. The JCCC will authorise the release of names of fatalities to DNews Press Office. When all casualties EC/NOK have been informed DNews Press Office will advise the media to promulgate that all EC/NOK have been informed’.
hf. The JCCC MIC will confirm that all follow-on actions have been investigated e.g. formal casualty signal(s) sent, follow up visits and casualty progress reports authorities agreed.
hg. The JCCC MIC will stand-down the MSI organisation (in part or total as the situation merits) when all PTBN have been informed/enquiries cease.
hh. The JCCC will forward a debrief to 2SL/CNH HQ (DNLM/DPSN) and CINCFLEET and other relevant authorities.
117. Communications.
hi. Communications within the MSI organisation will normally be by tealeaf.  Details of these and telephone numbers are at Annex 4D.  Information passed by telefax is to be limited to RESTRICTED and below.  Telephone (voice) will only be used if telefax faults develop making fax impossible.
hj. The MSI activation signal format is laid down in Annex B.  Sub-CACs will be action addressees on any MSD activation signal but they are to activate and report as directed by their respective CAC.

118. Notification Visits
hk. Notification of fatalities, missing and, as far as possible, that for VSI/SI is to be by means of a personal visit.  The notifying officer is to be of appropriate rank and dressed in No 5 uniform (or equivalent).
hl. The task in the port area will be carried out by officers as arranged by the Area Co-ordinator, i.e., CAC.  For visits required beyond the port area and Sub CACs, the task may be delegated; the preferred order for notification visits is:
(1) CAC/Sub CAC/Visiting Team.
(2) RN/RM establishment (including ships building/refitting).
(3) Naval Regional Officer; RN Careers Officer or RNR Officer.
(4) Police (who have primacy for shore incidents within the UK and may wish to conduct all kinforming).
(5) Army or RAF establishment.  Details of Army/RAF Notifying Authorities may be obtained from the JCCC or see Chapter 1 Annex C, Appendix 2 and 3.
(6) Local clergy (ideally officiating chaplains), SSAFA volunteers.

Further information on notification visits and guidance for VOs is at Chapter 4 and 8.
119. Timescales.  The MSI organisation is essentially a dormant system that is capable of rapid activation within working hours.  Otherwise a minimum manning activation of the JCCC MIC is to be achieved within one hour and full manning to be achieved within 2 hours using recall procedures.  The MSI element of the Naval casualty reporting organization is concerned with informing EC/NOK of casualties.  Thus, once all EC/NOK have been informed, the MSD element (MIC, CACs etc) may be stood down.  Follow-up actions will continue, co-ordinated by the Area Co-ordinators (NPFS).  It is not anticipated that MSI activation will extend beyond 48 hours for major ship incidents with the possible exception of a submarine incident.  The MSI organization may be pre-activated for operations/crisis where large numbers of casualties may be anticipated. 
120. Co-ordination at the scene of a disaster.  In the case of a catastrophic incident, the Senior officer present is to co-ordinate rescue action, including the reporting of casualties. It is particularly important to pass full and accurate information about casualties and uninjured survivors as soon as possible to ensure that families are kept informed.
121. Careful debriefing of those involved is required to establish those missing believed killed. As far as possible track must be kept of the dispersion of survivors (both injured and uninjured). Later it will be necessary to consider the well being of the survivors and rescuers, some of whom may be affected by the trauma of the event.
122. Families Interface.
hm. An objective of the MSI organization is to minimise families’ concerns as far as is possible, whilst endeavouring to inform the PTBN of casualties before they hear of their individual tragedy by other means. The ‘other means’ will usually be the media, direct contact by mobile telephone or rumours from various sources including those already kinformed. In some instances media coverage will be almost instantaneous.
hn. In those situations where the casualty list is not definitive in the early stages; either because the incident was so catastrophic or because there is a search and rescue phase, e.g. missing submarine; there are two options for informing families:
(1) Pro-active - tell families there is a potential problem.
(2) Re-active - notify only on the basis of positive casualty information and allow families once alerted (by media usually) to contact the JCCC MIC PIS.
ho. Normally practicalities will dictate a re-active stance, thus the MSI objective is best served in the early stages by minimizing knowledge of the incident whilst commencing kinforming. Broadly if families are not alerted they cannot be alarmed, but this must be balanced with the potential for a subsequent ‘kept in the dark’ accusation.
hp. As soon as the media are covering the incident and JCCC MIC PIS is closed up it is important that the DNews promulgated the JCCC MIC PIS LINKLINE number to TV/radio and the press. It should be emphasized that the LINKLINE number is for welfare enquiries only and DNews will deal with the media under normal PR procedures.
hq. Once the incident is being reported, the objective will be best met by the media being able to refine the detail, e.g., the name of the ship or submarine and finally for the media to announce that NOK of all casualties have been informed and that the JCCC will authorize the release of fatalities names in due course.
hr. In the early stages of an incident when details on survivors and casualties are limited, but the incident is common knowledge the objectives of the PIS in minimizing the anxiety of families will be difficult and sympathetic PIS operators will be essential.
hs. In some incidents, particularly where protracted location/rescue is involved, families may tend to congregate at appropriate focal points. Establishments are to plan accordingly, establishing support and information services. Such congregations are to be reported to the JCCC MIC Support Cell, who is to ensure that updates on the situation are forwarded for them 

ht. This information must be synchronized with that being given by the PIS operators and is related to what the media are presenting about the incident and what the CC releases are giving. Once facts are widely known, the apparent failure of official sources to report them can itself cause distress; sometimes the ‘facts’ will be misinformed speculation. Dealing with catastrophic disaster, e.g., total loss of a submarine presents major problems for notification and follow-up.
hu. JCCC Media Cell.  Besides the general information being filtered to the JCCC by the OICC, it is vital for the MSI organization (PIS and local families’ information and support centres) to be aware of what the media are being presented with or are presenting. The JCCC Media Cell is responsible for gleaning this information and for inputting into DNews and other concerned CC authorities e.g. Command Media the practical aspects of the families interface objectives. Inaccurate and/or untimely media presentation may be damaging to the objective whereas appropriately used the media can facilitate the objective. SM67 (SUBLOOK/SUBMISS/SUBSUNK Media Guidelines) lays down broad guidelines for a submarine incident.
123. Submarines – Additional Action – is detailed in ATP 10 British Supplement 2. Submarine disasters have several unique aspects:
hv. Concentrated – close knit community especially around HMS Neptune
hw. Protracted waiting period with increased likelihood of families gathering in localities (‘pithead syndrome’).
hx. Potential for large number of fatalities with few, no injured or safe.
On receipt of the SUBLOOK/SUBMISS/SUBSUNK signal, the JCCC is to:
hy. Confirm the SOB list with the parent squadron (CAPFASFLOT, (Faslane), COMDEVFLOT SM (Devonport) signal to SSRA and OSC.
hz. Activate JCCC MIC and warn area CACs
ia. SUBMISS/SUBSUNK: activate full Naval MSI organization.
ib. Forward full EC/NOK list to CACs so that they can plan for potential major kinforming and follow up situation. 

124. It is anticipated that the parent squadron will receive many enquiries both by telephone and in person from relatives especially in the interim before the JCCC MIC PIS is activated. A local organization is required to deal with this contingency, liaising closely with Area Co-ordinators (NPFS) and Fleet and local PR/CC staff. The objective is to divert most family questions to the PIS as soon as it is established and divert media type questions to the relevant CC authorities. Notifying EC/NOK is a CAC responsibility; Area Co-ordinators and CAPFASFLOT/COMDEVFLOT (SM) are to liaise so that the submarine service lends appropriate personnel to deal with the tasks e.g. Notification Officers.
Shore Disasters.
125. In a shore disaster in the UK the civil police will normally assume control of the incident, whether it occurs inside or outside a Naval establishment/unit.
126. In the event that the exact number of casualties is unknown or the known number of casualties is such that the local or establishment resources would find difficulty in notifying EC/NOK, or handling the potentially high level of enquiries, the MSI system may need to be activated.
127. The MSI organization may be activated at the request of Area NBC or the establishment/unit concerned; for naval casualties the organization can provide either or both the following:
ic. Centralised enquiries service (JCCC MIC PIS).
id. Co-ordination of notification (kinforming) and aftercare      action (JCCC MIC Support Section and CACs). 


The principles laid down for a major ship incident apply equally to a major shore incident.
128. Use of the MSI organization must be liaised with the civil police, particularly where the police have established a Police Casualty Information Bureau, when the responsibility for collation and dissemination of casualty information then rests with the police. Bureau. Control of casualty reporting will rest with the civil police, but subject to liaison with the JCCC notification of Naval EC/NOK will normally be undertaken by the MSI system provided no delay is incurred as a consequence. Names of casualties, missing, known survivors etc, are to be passed to the JCCC MIC by the quickest means. Care must be taken to ensure that notification is not duplicated, but where the Police have notified an appropriate Naval follow up visit/contact is to be made. The JCCC and Naval authorities are to offer immediate assistance to the Police Casualty Bureau to facilitate communications, media co-ordination, liaison and PTBN notification. 
129. Nominal Lists.  The establishment involved is to liaise with the JCCC MIC Support Section to establish a nominal list of personnel borne on the books, although this cannot be regarded as a SOB list due to the difficulty in monitoring movement of personnel in and out of the establishment. 
Exercising and testing MSI arrangements.
130. Formal exercise of the entire MSI organization (using a real unit designated by CINCFLEET/CINCNAVHOME) will take place annually. JCCC is to liaise with DNLM (DDNPFS) to coordinate and organize the exercise. This may be part of a large exercise, e.g., SMASHEX (Submarine), nuclear accident, or a stand-alone. Normally an Exercise Order and Warning Order will be issued before each exercise, but activation without prior warning may also be programmed.
131. In addition to the annual live exercise above the JCCC MIC is to activate all dormant telephone/telefax MSI at least annually with minimal notice to test the communication system and establish reaction times. CACs need not be fully manned for the test. An example of the Communication Test Signal is at Appendix 4.
132. Exercise Messages – during the course of exercises it is vital to ensure that there is no risk of fictitious casualties being mistaken for the real thing. The format of exercise messages is to accord with JSP 101. The subject line is to include EXERCISE…../CASEX/SOBEX/SMASHEX etc as appropriate; the text is to conclude with EXERCISE, EXERCISE, EXERCISE. All other paperwork is to be clearly marked for Exercise.    
133. If a real casualty occurs during an exercise, the normal NOTICAS casualty message must be sent. The signal must not bear the Exercise prefix. SAFEGUARD procedures are to be included in Exercise Orders to ensure all participating authorities are aware what to do when a real casualty occurs.
134. Further information on submarine disaster exercises (SMASHEX) is in ATP 10 British Supplement 2.

Appendices:

135. Naval Centralised Casualty Reporting Organisation for MSI.
136. MSI Activation Signal.
137. MSI Contact Telephone/Telefax Numbers.
138. MSI Telefax Exercise Signal.
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Activation Signal












Paragraph  17 refers

Precedence: IMMEDIATE (ACTION/INFORMATION)

From:  

JCCC INNSWORTH

To:

CINCFLEET

FLEET HQ

2SLCNH PORTSMOUTH

NBC CXP PORTSMOUTH

NBC DEVONPORT

NEPTUNE

NPFS NELSON 

NPFS DRAKE

NPFS NEPTUNE

RNAS CULDROSE

RNAS YEOVILTON

COLLINGWOOD

EXCELLENT

JSU NORTHWOOD

SULTAN

Information:

MODUK (for DNEWS & SP POL OPS)

PJHQUK

COMPORFLOT

COMDEVFLOT

CAPFASFLOT

WMO PORTSMOUTH

WMO DEVONPORT

WMO FASLANE

Additional Addressees:

Appropriate Flotilla Commander

CAPT HM (for survey ships)

Additional Addressees for Submarine Incidents

CAPFASFLOT

COMDEVFLOT SM

INM ALVERSTOKE (Information)

Additional Addressees for RFA

FLEET HQ

Additional Addressees for incidents involving Royal Marines:.

Action:

DRM PORTSMOUTH (FOR CORPS CASUALTY)

RM STONEHOUSE

1ASSLTGPRM

FPGRM

CTCRM

Info:

3CDOBDERM 

SIC: WAL/LAL/W5F (and V2E for RFA incidents)

FOR OIC CASUALTY ACTION CENTRES (CACS/SCACS))/VISITING TEAMS

SUBJ: ACTIVATION OF NAVAL CENTRAL CASUALTY REPORTING ORGANISATION -MAJOR SHIP/SHORE INCIDENT

Ref JSP 751 CH 3

139. ACTIVATE MSI CASREP ARRANGEMENTS IMMEDIATLEY
140. UNIT(s) INVOLVED IS/ARE (to include brief detail of incident and location)
141. OIC CACS TO CONFIRM ACTIVATION POC, TELEPHONE AND TELEFAX NUMBERS BY TELEFAX  TO JCCC MIC ON…………….
142. OIC SCAC AND VISITING TEAMS TO CONFIRM ACTIVATION TO CACS.
143. POC:  OIC JCCC MIC TEL: 95471 7171/7176 BT: 01452 712612

Note:

144. For MSI Exercise signal is as above subject line to include EXERCISE……/ CASEX/SOBEX/SMASHEX and last line is to read EXERCISE, EXERCISE, EXERCISE (paragraph 36 refers).
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NAVAL CENTRALISED CASUALTY REPORTING ORGANISATION

MAJOR SHIP/SHORE INCIDENT TELEPHONE/TELEFAX NUMBERS
	LOCATION
	TELEPHONE

WORKING HOURS
	TELEPHONE OUT OF WORK

HOURS
	TELEFAX

	JCCC MIC
	
	
	

	JCCC  MIC Activated:

OC 

OC Spt Sec

OC PIS
	
	
	

	
	
	
	

	CINCFLEET DUTY FLEET CONTROLLER

Northwood 
	
	
	

	
	
	
	

	FLEET 

SUPPORT Portsmouth
	
	
	

	FLEET SPTPSO2N1OPS
	
	
	

	FLEET SPT RFA SO1PM HMNB

Lancelot Bldg
	
	Via Duty Fleet Controller
	

	
	
	
	

	2SLCNH HQ
	
	
	

	Duty  Staff Officer
	
	
	

	DNPS2  
	
	
	

	DNLM CRP
	
	
	

	
	
	
	

	HMS DRAKE
	
	
	

	Officer of Watch
	
	
	

	OIC CAC West
	
	
	

	OIC CAC West

Activated
	
	
	

	COMDEVFLOT SM
	
	
	

	
	
	
	

	HMS NELSON
	
	
	

	Officer of Watch
	
	
	

	OIC CAC East
	
	
	

	OIC CAC East Activated
	
	
	

	
	
	
	

	HMS NEPTUNE
	
	
	

	Duty Naval Base Officer
	
	
	

	OIC CAC NORTH
	
	
	

	OIC CAC NORTH activated
	
	
	

	CAPFASFLOT
	
	
	

	 
	
	
	

	
	
	
	

	RNAS CULDROSE

(HMS SEAHAWK)
	
	
	

	Officer of Watch
	
	
	

	OIC SCAC
	
	
	

	SCAC Activated
	
	
	

	
	
	
	

	RNAS YEOVILTON

HMS HERON
	
	
	

	Officer of Watch
	
	
	

	OIC CAC
	
	
	

	OIC CAC Activated
	
	
	

	
	
	
	

	DRM

Whale Island 
	
	
	

	Corps Casualty Officer
	
	
	

	Duty Staff Officer


	
	
	

	NAAFI – Ops Mgr HMNB Portsmouth
	
	
	

	
	
	
	

	Worldwide Laundry Services HMNB Portsmouth
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Specimen Telefax/Telephone Activation Signal – Major Ship/Shore Incident

(For use in Telefax/Telephone Exercises paragraph 35 refers)

Classification: UNCLASSIFIED

Precedence: IMMEDIATE

From: JCCC INNSWORTH

To:

CINCFLEET

FLEET HQ2SL CNH PORTSMOUTH

NBC CXP PORTSMOUTH

NBC DEVONPORT

NEPTUNE

NAS CULDROSE in Action SMA and For OIC CACs section

NAS YEOVILTON in Action SMA and For OIC CACs section

COMDEVFLOT SM

CAPASFLOT

COLLINGWOOD

EXCELLENT

JSU NORTHWOD

SULTAN

DRM PORTSMOUTH

RM STONEHOUSE

1ASSLTGPRM

FPGRM

CTCRM

WMO DEVONPORT

WMO PORTSMOUTH
WMO FASLANE

SIC: WAL/LAL/W5F & V2E for RFA incidents

CINCFLEET FOR DUTY FLEET CONTROLLER

2SLCNH PORTSMOUTH FOR DPSN AND SONPPS

FLEET HQ FOR NO OPS (AND RFA if appropriate)

DRM PORTSMOUTH FOR CORPS CASUALTY OFFICER

NBC CXP PORTMOUTH, NBC DEVONPORT, NEPTUNE, RNAS YEOVILTON, RNAS CULDROSE, FOR OIC CASUALTY ACTION CENTRES/SUBCACS

COLLINGWOOD, EXCELLENT, JSU NORTHWOOD, SULTAN, 

RM STONEHOUSE, 1ASSLT GP RM, FPGRM, CTCRM FOR OIC CASUALTY VISITING TEAMS

SUBJ: EXERCISE MSI TELEPHONE/TELEFAX LINKS

145. TO TEST AND ASSESS REACTION TIMES, ALL ADDRESSES TAKE FOLLOWING ACTIONS:
146. ACTION OFFICER ACKNOWLEDGE RECEIPT BY IMMEDIATLEY TELEPHONING JCCC MIC ON INNSWORTH STATION MIL 95471 7325.
147. OIC CACS/SUBCACS/VISITING TEAMS/COMDEVFLOT SM/CAPFASFLOT ACTIVATE CASREP TELEFAX UNIT AND TRANSMIT BY FAX DETAILS OF CASUALTY REPORTING PHONE EXTNS/TELEFAX EXTN TO JCCC MIC ON MIL 95471 EXT 7363/7364. MIC WILL ACKNOWLEDGE BY FAX.
148. OIC SUBCAC/VISITING TEAMS REPORT SAME TO CACS, CACS TO ACKNOWLEDGE BY FAX.
149. EXERCISE WILL BE TERMINATED BY INDIVIDUAL MESSAGE FROM JCCC MIC BY FAX.
150. THIS EXERCISE OF DORMANT CASREP LINKS DOES NOT SIGNIFY ANY CHANGE IN CASREP ALERT STATE OR ORGANISATION. MEDIA NOT TO BE INFORMED.
151. POC:  OIC JCCC MIC EXT 95471 7325.

FOR EXERCISE, FOR EXERCISE, FOR EXERCISE  
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SOULS ON BOARD (SOB) REPORTING PROCEDURES

152. All HM Ships, Submarines, Royal Fleet Auxiliary (RFA) and Ships Taken Up From Trade (STUFT) at sea, detached Naval Air Squadrons, deployed Naval Parties, Royal Marines Commandos and units are to report Souls on Board to the Joint Casualty and Compassionate Centre, Innsworth Station.  Accurate SOB information will be essential in the event of a Major Ship or Shore Incident (MSI), particularly in deriving a casualty list by a process of elimination based on known survivors.
153. SOB Reporting
ie. SOB Baseline (Initial Report).  The Baseline, is to be forwarded wherever possible by post or Telefax, in order to arrive at the JCCC prior to sailing or deploying, but may be sent by signal or E-Mail.  Further Baselines will only be required when the ship goes to sea again after an SOB Termination Signal (see para 2c), when a unit redeploys, or when large changes in SOB make it more efficient than sending an Update Signal (see PARA 2B).  THE FORMAT FOR SOB BASELINE is at Appendix 1.
if. SOB Update.  An SOB update to the Baseline will be required when changes to the SOB take place that last for more than 24 hours, however temporary visitors are to be reported if no other authority is aware that they are onboard.  Update signals are to be sent as often as necessary to maintain accurate information on personnel and visitors embarked or deployed.  In the event of no changes occurring within a month a “No Change” SOB Update is to be forwarded to the JCCC.  THE FORMAT FOR SOB BASELINE UPDATE is at Appendix 2.
ig. Reports.  SOB Baseline and Updates are to be completed in accordance with the formats at Appendixes 1 and 2 and forwarded to the JCCC
Address:
JCCC, Room 101, Building 182, Innsworth Station, Gloucester, GL3 1HW

Telephone: 
Mil:,  

Civil: 

Fax:


 

SMA: JCCC INNSWORTH

SIC SOB Reporting:  WAV

E-mail: SPVA(INNS)-JCCC-MIC10 

ih. Embarked Units.  Embarked units are to forward their own SOB Baseline/Update etc to JCCC, copy to ship.  The Ship is to include details of embarked units names only e.g. 845 A Flt, 42 Cdo RM, K Coy.
ii. Emergency Contact (EC)/NOK.  For non-Service personnel details of their sponsoring authority are to be included with the Baseline.  NOK details are to be included in the Baseline. Similarly details of sponsoring authorities and NOK/EC details of visiting non-Service personnel are to be included in Updates.  NOK/EC changes for Service Personnel are also to be included in Updates.
ij. SOB Termination.  When a ship enters refit, block leave or any other prolonged period alongside, or when a unit returns from deployment an SOB Termination Signal is to be forwarded to the JCCC.  It is to include DTG alongside, reason for prolonged period alongside and expected date of next sailing or redeployment if known.  The format for the SOB Termination signal is at Appendix 3.
154. University Royal Naval Units (URNU).  SOB reporting procedures for URNU also vary from the above and are amplified in Royal Naval Reserve Regulations (BR60).
155. Temporary Visitors/Leavers.  In the event of a MSI it would be necessary to determine if the stricken vessel had embarked or disembarked any temporary leavers (under 24 hours) who had not been reported.  CINCFLEET will signal all units in the area of the stricken vessel that may have had movement to/from it in the last 24 hours.  THE FORMATS FOR THE INITIATING SIGNAL AND THE RESPONSE are at Appendix 4.  This procedure may be expanded to assist the JCCC in creating a derived SOB list, in the event of a SOB list not being available for whatever reason.
156. Royal Marines.
ik. When embarked, RM units are to comply with the procedures at paragraph 1d, and in addition all SOB Baseline and updates are to be copied to HQ 3 Cdo Bde RM and Field Records Office (FRO) when deployed.
il. RM units are also to use SOB Reporting Procedures, when deploying by air in RAF or civilian aircraft.
im. COMUKAMPHIBFOR or HQ 3 Cdo Bde RM  will direct when SOB Reporting Procedures are to be initiated for other deployments, exercises or where a Theatre Location Index (TLI) SOB is required.
157. Royal Fleet Auxiliary (RFA).  Fleet Command RFA is to forward details of RFA SOB list as received on RFA Magellan system to the JCCC (MIC SOBDESK) by E-mail.
158. Operations/Exercises.  Ship to shore movement during operations/exercises cannot be covered by this procedure.  In the event of a loss of a ship at sea after a unit has partially disembarked, for example, it would be the responsibility of the senior naval officer present to ascertain who was on board the ship at the time of the loss and communicate this information to FLEET Operations at PJHQ (SMA: CINCFLEET) and for JCCC (MIC SOB DESK).
159. Signals.  NAVMOVE signals issued by CINCFLEET Operations and WPPs for all exercise areas are to include JCCC (for MIC SOBDESK) as an Information Addressee.
160. JCCC.  The JCCC is responsible for monitoring compliance with the above SOB reporting procedures and drawing any breaches to the attention of Fleet Command, Personnel Division (N1 Ops) (SMA: FLEET HQ). 
Appendices:

161. SOB Reporting – Baseline
162. SOB Reporting – Baseline Update
163. SOB Reporting – Termination
164. SOB Reporting -  Temporary Visitor/Leaver Check
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SOULS ON BOARD REPORTING – BASELINE

Derived SOB list.  SOB Baseline is to be compiled alphabetically irrespective of service rank, rate or branch as follows:


SOB Baseline


Ship/Unit:  HMS NONSUCH

DTG:  121400ZFEB05

165. Nominal (all personnel)

Ser
Official
Name

Initials
Rank/

Remarks

No
Number or




Rate


Reference




Status
(a)
(b)

(c)

(d)

(e)

(f)

01
C035687J
ANDERSON
IP

LT CDR
SULTAN

02
D187546H
BEALE
TE

LCK

LVE

03
D994583K
CHARLES
HF

AB

RNR EAGLET

04
N023586B
DAVIDSON
WT

CAPT RM
RMHQ

05
N935465F
EVANS
KU

LT RMR
RMR ARBROATH

06
F3265484
FLETCHER
M

CPL

RAF BROUGHTON

07
13456285
GREEN
AD

SGT

ARMY 9 SIG REGT

08


HARVEY
JT

CAN MAN
NAAFI

09
****5346
JONES
FJ

HEO

CIVIL SERVICE

10


KNIGHT
PF

MR

CIVIL CONTRACTOR

11


LLOYD
HI

MR

CIVILIAN

12


MARSHALL
CM

POC

CIVILIAN (POC)

13
2547-8753
NICHOLS
SD

CPO

USN

Total SOB 13 (Thirteen)

166. Additional Information Non-Service Personnel/Visitors – Sponsoring Authority NOK/PTBN Details:

Ser No

Name

Initials
Title
Sponsoring Authority/EC/NOK

(from
Nominal

Sec 1)
(a)


(b)

 (c)

(d)

(e)

09


JONES
FJ

HEO
CIVIL SERVICE. NOK:

WIFE/MRS/JH/JONES/23 LONGFIELD RD/PLYMOUTH/PL34 4GT/01752 345672

10


KNIGHT
PF

MR
CIVIL CONTRACTOR

DMK ELECTRIC/UNIT 5/SPUR RD/FAREHAM/HANTS/01329 657243. NOK:

FATHER/MR/KS/KNIGHT/45 SHOREVIEW AVE/FAREHAM/HANTS/01329 763424

11


LLOYD
HI

MR
CIVILIAN. NOK: MOTHER MRS/RJ/LLOYD/67 HILLTOP RD/SOUTHBOURNE/BOURNEMOUTH/DORSET

12


MARSHALL
CM

POC
CIVILIAN (POC). NOK:

FATHER/MR/FH/MARSHALL/67 KILN ST/GLASGOW

167. Embarked Units

ADD:  847 A FLT/ARGUS

DELETE:  824 B FLT/ILLUSTRIOUS
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SOULS ON BOARD REPORTING – BASELINE UPDATE

SOB Baseline Update.  Specimen signal message updating SOB Baseline.

ROUTINE/RESTRICTED

TO:

JCCC INNSWORTH

INFO:

See Notes

SIC:

WAV

FOR:

JCCC (MIC SOB DESK)

SUB:

SOULS ON BOARD UPDATE SERIAL ……………….. (See Notes)

A:  

SOB BASELINE DATED ………………..

B:  

MY WAV ……………….. (Previous Date)

168. Add

AJ. C034986R/JONES/JOHN P/CDR/INVINCIBLE
AK. 5555555/SMITH/JAMES S/NAAFI
AL. D164732W/ROBERTS/ALAN J/CA/COLLINGWOOD
AM. HOLMES/STEVEN A/MR/CIV CON/DRA GLASGOW/NOK/WIFE/MRS/LE/HOLMES/45 CASTLE VIEW/GLASGOW/0141 456781
AN. EVANS/PAUL K/MR/CIV/NOK/MOTHER/MRS/MC/EVANS/67 BUTTERCUP RD/HELSTON/CORNWALL

(Service Number/Surname/First Name/Rank or Title/Arm/Joined from/and for non-Service personnel sponsoring authority and EC/NOK details).

169. Delete (See Notes)

AO. C033548J/WHITE/RICHARD J/CDR/YORK
AP. D1455637K/BROWN/GORDON R/CPO/SULTAN
AQ. W13461H/GREEN/ANN H/AB(MW)/BRITISH CONSULATE CAIRO
AR. 123456/BLACK/TIM/MAJOR/ROYAL CORPS TRANSPORT/RFA OLNA
AS. D166666R/GREY/ALBERT B/LS(S)/LEAVE UK
AT. WHITE/PAUL T/CIV CON/DRA GLASGOW
AU. BLUE/HENRY J/CIV

(Service Number/Surname/First Name/Rank or Title/Arm/Joined from/and for non-Service personnel sponsoring authority and EC/NOK details.

170. Number of Souls on Board After Amendments (and Excluding Embarked Units) – 316 (Three One Six).

171. Embarked Units:

Add:  846 A FLT/ARGUS

Delete:  824 B FLT/ILLUSTRIOUS

172. Service Personnel LNOK/PTBN Updates.

in. C035129F/JOHNSON/PHILIP LT/NOK/ADDNOM

WIFE/MRS JOAN JOHNSON/1B ANY RD, PORTSMOUTH TEL 02392 722351

FATHER/MR/TIM/JOHNSON/32 CHERRY RD, PORTSMOUTH TEL 02392 722351

173. Sailing from Gibraltar Within 24 Hours.

(Additional information as required, e.g. next update on sailing)

Notes:

174. Update Serial is to be renumbered to Baseline, ie after new Baseline Update serial starts from ONE again.
175. Delete only personnel who have appeared on Baseline

APPENDIX 3 to
ANNEX D to
CHAPTER 3 of
 JSP 751
SOULS ON BOARD REPORTING – TERMINATION

SOB Termination:  Specimen signal message

RESTRICTED/ROUTINE

TO:

JCCC INNSWORTH
SIC:

WAV

FOR:

JCCC (MIC SOB DESK)

SUB:

SOB TERMINATION

A:  

SOB BASELINE DATED ………………..

B:  

MY WAV ……………….. (PREVIOUS UPDATE SERIAL ………………..

176. DTG & REASON (e.g. ALONGSIDE FOR, REFIT, RETURNED FROM DEPLOYMENT).
177. DATE OF NEXT SAILING/DEPLOYMENT TO ……………….. (IF KNOWN).
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SOULS ON BOARD REPORTING – TEMPORARY VISITOR/LEAVER CHECK

SOB Temporary Visitor/Leaver Check.  Specimen signal message from CINCFLEET to request details of personnel transferred to or received from HMS Stricken Vessel in last 24 hours.

RESTRICTED/IMMEDIATE

FROM:
CINCFLEET

TO:

ALL SHIPS IN AREA OF STRICKEN VESSEL (See Note)

INFO:

JCCC INNSWORTH
SIC:

LAL/WAL/W5F AND V2E FOR RFA

FOR:

JCCC (MIC SOB DESK)

SUB:

MSD/SOB

A:  

JSP 751. CHAP 3 ANNEX D.

178. REPORT DETAILS TO JCCC OF PERSONNEL TRANSFERRED TO/FROM HMS STRICKEN VESSEL DURING PREVIOUS 24 HOURS.

Note:  Port Authority and Establishment also if appropriate.

SOB – Temporary Visitor/Leaver Check Response.  Specimen signal message to NMA GOSPORT FOR JCCC in response to CINCFLEET order to report joiner/leavers from HMS Stricken Vessel in last 24 hours.

RESTRICTED/IMMEDIATE

FROM:
HMS WHATEVER

TO:

JCCC

INFO:

CINCFLEET

SIC:

LAL/WAL/W5F (AND V2E FOR RFA)

FOR:

JCCC (MIC SOB Desk)

SUB:

MSD/SOB

A.

JSP 751

B.

CINCFLEET LAL/WAL/W5F (Report Joiners/Leaver HMS Stricken Vessel).

179. THE FOLLOWING PERSONNEL JOINED FROM HMS STRICKEN VESSEL OFFICIAL NUMBER/NAME/INITIALS/RANK/RATE/ARM REMARKS.  (See Note)
180. THE FOLLOWING PERSONNEL WERE SENT TO HMS STRICKEN VESSEL OFFICIAL NUMBER/NAME/INITIALS/RANK/RATE/REMARKS.

Note:  Non-Service personnel details are to include sponsoring authority and LNOK/PTBN if known.
ANNEX E to

CHAPTER 3 of

JSP 751

RECOVERY OF BODIES/HUMAN REMAINS DECISION MAKING PROCESS – MARITIME PLATFORMS
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CHAPTER 5 -  NOTIFICATION

SECTION 1 - Outline

0401. This Chapter covers the policy and processes for notifying a casualty’s Emergency Contact (EC) and Next of Kin (NOK).  It identifies the role of the Joint Casualty and Compassionate Centre (JCCC) and includes the responsibilities of the Notifying Authority (NA) and the Casualty Notification Officer (CNO).

SECTION 2 - General

0402. On receipt of a NOTICAS it is the responsibility of the JCCC to determine who needs to be informed and ensure that the agency that will do the notifying has the requisite information.  For a Service casualty either the reporting unit will notify the EC or the JCCC will appoint a Notifying Authority (NA) responsible for ensuring notification is undertaken.  In cases of death or missing both the EC and NOK will be notified.  For “non-Service” casualties JCCC will inform the relevant agency in accordance with the list at Annex B to Chapter 1.  That agency will be responsible for all contact with the casualty’s relatives.  The role of the Services will then be limited to providing information and advice to the responsible agency through the JCCC.  

0403. The remainder of this Chapter deals with the notification process carried out for Service casualties.

SECTION 3 - Principles
0404. The principles on which the notification process is based are as follows:
io. The wishes of the casualty will be respected and the persons to be notified are those nominated by the casualty
.
ip. The Services should, where possible, be the first to inform the EC/NOK about the casualty
.
iq. Notification should be carried out in a compassionate as well as timely manner and should, where possible, be carried out by an appropriate person from the casualty’s own Service and ideally their own unit.
ir. Notification of death, missing or where the casualty’s life is in serious danger (i.e. listed as VSI or SI) is to be carried out by way of a personal visit
.  In other cases it may be done over the telephone.
is. When notifying changes to a casualty’s condition only good news is given by telephone. 
it. The information given to the EC/NOK must be absolutely accurate.
iu. The needs and wishes of the EC/NOK must be respected and appropriate support offered at an early stage.

SECTION 4 - Notification Process

0405. Notifying the EC of a casualty is a task that needs to be completed as quickly, accurately and compassionately as possible.  For death and VSI listings this is particularly important and to pre-empt unofficial notification (such as mobile phone or news broadcasts) it is imperative that notification of these categories of casualty takes place as soon as possible.  Advance telephone warning will cause additional distress and defeat the purpose of sending out a CNO. 

0406. Notification by the Reporting Unit.  

iv. Where a unit is reporting a casualty to one of its own people and the EC lives close by, that unit should, if it has the capability, take on the responsibility of notifying them.
iw. The method of notification is to be in accordance with the principles and guidance in this Chapter.  
ix. The unit may seek the advice of JCCC but does not require prior authority.  
iy. The unit is to report its actions in the NOTICAS using the codeword’s KINFORMED or KINFORMING. 
iz. On receipt of the KINFORMED or KINFORMING NOTICAS message JCCC will check whether anyone else needs to be notified.  (Such as where the casualty had requested the NOK be notified in addition to the EC or in cases of death when the EC notified by the unit is not also the NOK).
ja. Where another person has to be notified JCCC will arrange it in accordance with the procedure described in para 0407 below.
jb. In cases of death or missing the JCCC will appoint a NA (see para 0408 below for details) who will appoint the Visiting Officer (VO).

0407. Notification Arranged by the JCCC.  The notification process where the reporting unit cannot notify the EC is as follows:

jc. On receipt of a NOTICAS the JCCC will verify the details and appoint a NA for the casualty’s EC (and NOK if necessary).  Ideally this will be a unit from the same Service as the casualty.  However depending on the urgency and EC’s location another Service unit may be appointed.  Where no Service unit can carry out the notification quickly enough JCCC may
 request the civil police to assist.  Where the EC is overseas and where there is no British Garrison or unit nearby, assistance will be requested of the Defence staff in the nearest British Embassy or High Commission.
jd. The NA will select and appoint a Casualty Notification Officer (CNO) for deaths, missing and casualties listed as VSI or SI. The NA will also select and appoint a VO as required. 
je. The NA will brief the CNO and is to ensure they have the most up to date information available. If there is an additional person to be notified the JCCC may need to co-ordinate the timing of the notification to ensure the EC is notified first. 
jf. Where a CNO has been appointed they will personally visit the EC/NOK and inform them about the casualty in accordance with the instructions and procedures described later in this Chapter.
jg. Where it is not necessary to appoint a CNO (casualties categorised as III or unlisted) the NA is to ensure that casualty information is passed to the EC in a timely manner by the most appropriate means.  Whereas in many cases a telephone call should suffice due consideration should be given to the age and personal circumstances of the recipient of the information and, where necessary, information conveyed via a personal visit or through an appropriate third party known to the EC. 

SECTION 5 - Notifying Authority (NA)

0408. The NA is the headquarters or unit responsible for notifying an EC or NOK, including appointing a CNO and, where appropriate, a VO (see Chapters 5 and 8).  The selection training and ongoing support of the CNO and VO are key tasks of the NA.  The NA will be appointed by the JCCC from the list at Annex C to Chapter 1. 

0409. Tasks.  The tasks of the NA are as follows:

jh. All potential NAs (as listed in Annex C to Chapter 1) should maintain a list of potential CNOs and VOs for operational deployments.
ji. When tasked with a notification discuss with the JCCC any special requirements such as whether there is particular urgency, sensitivity or media interest.
jj. Appoint and brief a CNO if required.  Where the EC/NOK is living close to the casualty’s own unit the CNO would ideally be found from that unit. 
jk. Carry out or direct the actual notification and inform JCCC when it is complete.
jl. Select and appoint a suitable VO when the casualty is either dead or missing and in other cases where the NA considers the particular situation warrants it.
jm. Arrange for media operations briefing and advice for the CNO and VO if required. 
jn. Ascertain (in cases of death) if the police intend to appoint a Families Liaison Officer (FLO) and inform the CNO and VO accordingly.
jo. Ensure the CNO and VO are given appropriate training/briefing and support in what can be a difficult and traumatic role.
jp. In cases where the casualty is a reservist or TA, the NA is to co-ordinate the briefing and release of information to the employer, through the Unit Employers Support Officer (UESO), and brief the VO accordingly.

SECTION 6 - Casualty Notification Officer (CNO)

04010. The job of the CNO is difficult and potentially distressing.  It must be done in a compassionate and respectful way, sensitive to the shock and emotions likely to be experienced.  The selection of the CNO must be made with care.  

04011. Criteria.  The CNO should be:
jq. Immediately available.

jr. Within reasonable travelling distance of the EC.
js. A suitable person based on age and experience.  This would normally be an officer of OF2 rank or above or an experienced Warrant Officer.

And, if possible:
jt.   Be from the same Service and unit or branch as the casualty.

SECTION 7 - The Notification Visit

04012. When appointed the CNO must:

ju. Ensure they have the most up to date information on the casualty and agree with the NA when the visit will take place..

jv. Become familiar with the personal details of the casualty, including forename, the location, diagnosis and facts surrounding the circumstances of the injury, illness or death.

jw. Find out from the NA whether a VO is to be appointed and their name if already identified.
jx. Be familiar with the procedure for DILFOR if appropriate (see Chapter 7).
jy. Have read the guidance notes for CNOs (Annex A).
jz. Ascertain from the NA the likelihood of media interest in order to be able to brief the EC/NOK.  Liaise with Media Operations staff as necessary.
ka. Be briefed on the full details of the incident by the NA, although in some circumstances this information might have to come from the JCCC direct.

04013. Dress.  The CNO is the agent of the MoD and their Service and must dress in a manner showing the Services’ respect for the casualty.  This should be as directed by the NA and may be smart civilian clothes or uniform depending on the circumstances. 
04014. Timing.  The CNO should discuss the timing of the visit with the NA (or JCCC).  However satellite television and 24hr news programmes increasingly provide real-time coverage of casualty incidents and, therefore, the following procedures will apply:

kb. Except in the most exceptional circumstances, the notification of death, missing, VSI and where DILFOR is recommended is to be made immediately, regardless of the hour.
kc. All other notifications should be carried out as soon as possible during the day or evening, unless otherwise directed by the NA or JCCC.  

04015. Persons to Accompany the CNO.  The CNO should be accompanied so that someone can remain with the EC/NOK if the CNO has to leave to make a telephone call or speak to neighbours.  If the EC/NOK is a female a female assistant should accompany a male CNO if possible; ideally this should be a person known to the EC/NOK.  

04016. Tasks during the Visit.  Guidance on how to conduct the visit is included in Annex A.  In addition to informing the EC/NOK on the condition and location of the casualty there are some other tasks the CNO should aim to achieve.  They are described in full in Annex A but in outline the CNO should:

kd. Give the EC/NOK as much information about the casualty and the incident as they can while limiting themselves to known facts.
ke. Extend the sympathy of the Service and MoD.
kf. Establish any changes in the particulars of the EC/NOK or their address/contact details.
kg. Establish if there is anyone else who should be informed for example – children from a previous relationships, separated/divorced parents and any complicated family dynamics
kh. Where DILFOR or DILFOR (UK) has been authorised (see Chapter 7), discuss and make travel and accommodation arrangements and for international travel check they have passports.
ki. Where DILFOR is not authorised but the casualty is in a UK hospital offer rail warrants or motor mileage allowance to visit the casualty in hospital (see Chapter 7 for details).
kj. In cases of death make the EC/NOK aware of the likelihood of any media interest or intrusion and discuss if they would like assistance in dealing with it (see paragraph 0431).  

kk. Reassure families of injured personnel that their names will not be released to the press by the MoD. 
kl. Leave your name; address and telephone number of a point of contact in case there are further queries.

In cases of death:

km. Ask the NOK/EC if they would like a delay in releasing the deceased’s name to the media in order for them to inform other family members (see paragraph 0429).
kn. Ask the EC/NOK if they have a photograph of the deceased that they are happy to be given to the media (see paragraph 0430).
In cases where a VO is being appointed:

ko. Identify any family problems that may help the VO later and be prepared to recommend whether a second VO might be necessary to keep another part of the family involved, if there is a lack of communication.
kp. Explain the VO’s role (see Chapter 8) and that they will contact the NOK/EC within 24 –36 hrs.  Leave the VO’s name and contact details if known.

04017. After the Visit.  Immediately following the visit the CNO must:
kq. Complete the CNO Report at Annex C and pass it to the JCCC and NA.
kr. Brief the NA.
ks. Brief the VO (if appointed).
kt. Ensure any travel arrangements for hospital visits or DILFOR are completed.
ku. In cases of a death report to the JCCC when notification is complete and inform them of any request to delay release of the deceased’s name. 
kv. Send any details or photographs provided by the NOK for release to the media to the JCCC or direct to D News Press Office staff in MoD.

04018. Guidance Notes.  Further guidance notes for CNOs are contained in Annex A.  The background information on grief and bereavement support at Annex B may also be helpful.

04019. CNO’s Report.  The generic CNO’s report is at Annex C.

SECTION 8 - Role of the Commanding Officer

04020. Circumstances will often preclude a Commanding Officer (CO) from immediate involvement in the notification process.  Nevertheless, he still has an important role to play in making sure changes in the condition and location of the casualty are passed on promptly and the EC is kept fully informed. 

SECTION 9 - Role of Clergy

04021. Service Chaplains may or may not accompany CNOs on their initial visit in accordance with single Service practices, and in cases of death, or very serious illness, they may visit shortly afterwards to offer pastoral care and support if requested.  They do however have a wealth of experience in dealing with bereavement and illness and should be consulted at an early stage in all cases of death or serious illness involving Service personnel, to establish if they have had any dealings or knowledge of the family.   

SECTION 10 - Next of Kin (NOK)
04022. The notification process is used to inform those persons nominated by the casualty.  However, in the event of a death and in the absence of a Will nominating another person as Executor, there are certain responsibilities that will fall to the NOK, such as being consulted over the funeral arrangements and disposal of the estate.  Therefore, the rare instances where the NOK is not one of those nominated by the casualty they will nevertheless have to be notified.  This will be co-ordinated by the JCCC in the same way as for the EC. 

SECTION 11 - Under 18s

04023. Where a Service casualty is under the age of 18 their parents or legal guardian are to be notified even if they were not nominated by the Service person.

SECTION 12 - DILFOR

04024. The policy for the provision of travel and accommodation at public expense for relatives and friends to visit sick and injured service personnel in hospital is termed DILFOR (Dangerously Ill Forwarding of Relatives).  An explanation of the rationale is in Chapter 5 and full details are in Chapter 7.

SECTION 13 - Notification of Non Listed Casualties

04025. There are occasions when non-listed, Unlisted (UL) casualties, minor injuries and even personnel involved in an incident and completely unhurt will be notified to ECs.  This will only occur when the individual wants the EC to be informed but cannot do so themselves.  The occasions are as follows:

kw. Where a unit has raised a NOTICAS for a UL casualty (see list at paragraph 0205 of Chapter 2).
kx. Where the individual has been involved in an incident of public interest for which a PUBLINTCAS has been raised.
ky. In a major incident as covered in Chapter 3.
kz. Where the individual is subject to an aeromedical evacuation.
04026. Ideally notification will be carried out by the individual’s own unit.  However where the assistance of JCCC is required the same process as described above will be utilised and an appropriate NA appointed who will be responsible for carrying out the notification; this will normally be done by telephone. 

SECTION 14 - Letters of Condolence

04027. The MoD policy for letters of condolence is in Chapter 1 and guidance for COs is in Chapter 5. 

SECTION 15 - Dealing with the Media

04028. It is most important to ensure that dealings with the media are handled correctly. D News Press Office staff must always be consulted in cases where there will be press interest in casualties (see Annex F to Chapter 8 for guidance).  

04029. Releasing the Names of the Deceased.  It is MOD practice to release the names of deceased casualties but only after NOK and ECs (if different) have been informed.  In cases of death the CNO should ask the NOK/EC if they wish to delay the release in order to inform other family members first and if so for how long.  Unless there are unusual circumstances this should not normally be more than 24 hours after notification.  As far as practicable, the wishes of the NOK/EC will be respected.  However they should be warned that there might be cases (such as an incident with multiple casualties) when the MOD may be obliged to release the name in order to allay the anxieties of relatives of other service personnel involved.   
04030. Photographs of the Deceased.   The CNO should explain to the family that the media might ask for photographs and details of personnel killed on operations or in high profile incidents.  The family are not to be pressurised into releasing pictures or information but if they wish to do so, the CNO should offer their services or those of the VO, in conveying the picture and any other details to the media, through D News Press Office staff via JCCC.

04031. Assistance in Dealing with the Media.  In circumstances of high media interest NOK/ECs may become the subject of unwelcome media intrusion.  CNOs should make them aware of this possibility and offer the assistance of media operations staff in dealing with it.  They should discuss this with whoever has been identified as their media advisor or directly with the D News Press Office staff (24 hr telephone 020 7218 7907).  

Annexes:

AV. Guidance Notes for CNOs (NB. To include a checklist).
AW. Background Information on Grief and Bereavement Counselling.
AX. CNO’s Report.

ANNEX A to
CHAPTER 4 of
JSP 751
GUIDANCE NOTES FOR CASUALTY NOTIFICATION OFFICERS (CNOs)

These notes offer guidance to those who may be required to notify an Emergency Contact (EC) or Next of Kin (NOK) of a casualty. 

181. The job of the CNO is difficult and potentially distressing.  It must be done in a compassionate and respectful way, sensitive to the shock and emotions likely to be experienced.  You should seek advice from the Notifying Authority who appointed you if you have any doubts or concerns.  You may also, if you wish, contact the JCCC.
The Notification Visit
182. Prior to the Visit.  Having been appointed as a CNO you must:
la. Ensure you have the most up to date information on the casualty and agree with the Notifying Authority (NA) when the visit will take place.
lb. Become familiar with the personal details of the casualty, including forename, the location, diagnosis and any non-controversial facts surrounding the circumstances of the injury, illness or death.  Be aware whether the casualty is regular, TA or a mobilised reservist.
  
lc. Find out from the NA whether a Visiting Officer (VO) is to be appointed and their name if already identified.
ld. Familiarise yourself with the procedures and rules for DILFOR visits (if appropriate – Listed casualties only) (see Chapter 7).
le. Ascertain from the NA the likelihood of media interest in order to be able to brief the EC/NOK.  If such interest is likely you should discuss it with whomever has been identified as your media advisor or directly with the D News Press Office staff (24 hr telephone 020 7218 7907).
lf. Be briefed on the full details of the incident, as known at that time.
183. Dress.   You are the agent of the MOD and your Service and must dress in a manner showing the Services’ respect for the casualty.  Wearing Service uniform can be beneficial as it may help prepare the EC/NOK for bad news, but what you should wear will depend on the circumstances and the location. Kinforming should not be unnecessarily delayed just because you do not have your uniform to hand. You should discuss with NA whether you should wear uniform or smart civilian clothes. 
184. Timing.   Discuss the timing of the visit with the NA (or JCCC).  However satellite television and 24-hour news programmes increasingly provide real-time coverage of casualty incidents and, therefore, the following procedures will apply:

lg. The notification of death, missing, VSI and where DILFOR is recommended is to be made immediately, regardless of the hour. 
lh. All other notifications should be carried out as soon as possible during the day, unless otherwise directed by the NA or JCCC.  
185. Tasks During the Visit.  Your main task is to inform the EC/NOK on the condition and location of the casualty.  There are some other tasks you should aim to achieve.  They are described below but in outline you should:
li. Give the EC/NOK as much information about the casualty and the incident as they can while limiting yourself to the known facts.  Make a point of advising the family that the information provided is all that is known at this time.
lj. Extend the sympathy of the Service and MOD.
lk. Establish any changes in the particulars of the EC/NOK or their address/contact details.
ll. Establish if there is anyone else who should be informed and whether the EC/NOK will do this themselves.
lm. Where DILFOR or DILFOR (UK) has been authorised (see JSP 751 Chapter 7) discuss and make travel and accommodation arrangements.  
ln. Where DILFOR is not authorised but the casualty is in an UK hospital offer rail warrants or motor mileage allowance to visit the casualty in hospital (see JSP 751 Chapter 7 for details).
lo. Make the EC/NOK aware of the likelihood of any media interest or intrusion and discuss if they would like assistance in dealing with it. 
lp. Leave your name, address and telephone number of a point of contact in case there are further queries.
In cases of death:
lq. You should inform the EC/NOK that it is MOD practice to release the names of deceased casualties but only after NOK and ECs have been informed.  You should ask them if they wish to delay the release in order to inform other family members first and if so for how long.  Unless there are unusual circumstances this should not normally be more than 24 hours.  As far as practicable, their wishes will be respected.  However you should warn them that there might be cases (such as an incident with multiple casualties) when the MOD may be obliged to release the name in order to allay the anxieties of relatives of other service personnel involved.   
lr. You should explain to the family that the media might ask for photographs and details of personnel killed on operations or in high profile incidents.  Do not pressurise them into releasing pictures or information but if they wish to do so you should offer your services, or those of the Visiting Officer, in conveying the picture and any other details to the media, through the MoD Press Office staff.
In cases where a VO is being appointed:
ls. You should try to identify any family problems that may help the Visiting Officer (VO) later.
lt. You should explain the VO’s role (see Chapter 8 of JSP 751) and that they will make contact within 24 –36 hrs.  Leave the VO’s name and contact details if you know them.  You should not be drawn into discussing issues which would be more appropriately addressed by the VO, such as repatriation, funerals, money/pensions etc.

Making the Visit – Points to Consider  

186. The following notes are to assist you when carrying out the visit.  The background information on grief and bereavement counselling at JSP 751 Chapter 4 Annex B may also be helpful.
187. You must exercise great caution when giving advice during this initial visit. Regulations change (sometimes retrospectively) and often, in the distress of the moment, statements made to the bereaved are misunderstood or not completely absorbed.
188. In cases of death do not make the visit unaccompanied as this might necessitate leaving the bereaved unattended if a friend has to be contacted and there is no telephone in the home. Always have a mobile telephone, or alternatively, coin box change or phone card available. Try to be accompanied by someone of the same sex as the bereaved, preferably someone known to them.   
189. Consider going in separate vehicles to permit the accompanying visitor to remain longer with the bereaved if necessary.
190. Do not telephone in advance to arrange the visit (it creates suspense and speculation).
191. Check the address is correct.
192. It is often better to be seen as you arrive so the EC/NOK has a few seconds to brace themselves.
193. The presence of young children can significantly complicate your task and you should discover what the situation is, if at all possible, and try to inform the EC/NOK in the absence of children.  If children are there, the EC/NOK (having guessed the reason for your visit) will probably decide whether they wish the children to be present or not.
194. On arrival, ensure in an appropriate way, the identity of the EC/NOK before proceeding further.
195. Introduce yourself and carry some means of identification.  The formality of your dress shows respect for the deceased and reinforces the unhappy message; it also prepares the EC/NOK/ for the receipt of bad news.
196. Ask if you may enter the house. Try to move from the hall to somewhere you can all be seated.
197. The EC/NOK may guess the reason for your visit - "Is it.....................?"
198. Break the news gently but firmly and try to ensure that the individual is seated. Do not prevaricate or attempt to couch it in phrases that the individual will not understand. Remember - there is no easy way to notify a person of a fatality.
199. When you have broken the initial news, give all the details you can; when, where, how - stick to known facts and refrain from conjecture when pressed for additional facts. Always be truthful and consider the option that 'you are unsure but will attempt to find out'.  Avoid mention of harrowing details or suffering.
200. In cases of death you should warn them that there might be some delay in releasing the body for burial/cremation if the circumstances surrounding the death are difficult and an inquest/post mortem is required.
201. If a bereaved person seems eager to start discussing financial details with you caution them against planning any sudden changes and gently terminate conversation but try to get a feel for any financial difficulties.  Let them know that they will be getting all the information and guidance they need via the VO and refrain from categorical answers.
202. If they raise the subject of Inquiries/Investigations; advise that it is a matter which will be covered subsequently by the VO. 
203. The EC/NOK should be helped to inform other relatives as soon as possible after breaking the news. Are there any other immediate problems, e.g. meeting children from school?
204. Ask whether they wish to see a local clergyman, doctor or other counsellor such as a SSAFA-FH representative.
205. Particularly in cases of death try to arrange for a friend/neighbour to remain with them.
206. Leave in a prominent place a small sheet of paper giving your name and telephone number for further help until the VO establishes contact.
207. Great tact and sympathy will be essential.  Be prepared for extreme shock, fainting, tears, anger, etc. Do not panic; sit quietly with them; do not feel you have to do or say anything.  Allow them to cry for some time (do not be embarrassed to shed a few quiet tears yourself).  Do not jolly the person along or offer false comfort.  In many cases it is just enough to be there and remain silent for some time.  If other members of the family are present, suggest they make some tea/coffee.  It may be necessary to stay with them for over an hour - and accompanying visitor longer still.  However, try to be as brief and sympathetic as possible, leaving as soon as the task is complete, but without due haste, ensuring that the EC/NOK is not left alone (i.e. neighbour or accompanying visitor remains).
208. Try not to get deeply involved in discussions about funerals at this stage, as there can often be problems arising out of post mortems and, if the death occurred abroad, the repatriation of bodies. Additionally, the decision is normally that of the NOK who may not be the person being visited. The VO is the person who will help with decisions about funeral arrangements and will contact the NOK direct once the notification visit is complete. It is important that the NOK are aware of the options at a time when they can assimilate the information and make a rational decision. If death occurred on duty overseas the NOK normally has the option of local burial overseas or repatriation of the deceased for a funeral in UK. Answers to this will be required early on, but the VO will deal with more specific funeral matters.
209. Personal Reaction.  You will probably experience considerable emotional turbulence yourself and this is normal.  Your task is only to notify the person you are visiting and be an element of the initial comfort that that person requires. You are not expected to provide all the answers and should not attempt to do so. You may find talking through your experience with another person helpful.
210. Action when EC/NOK is not available
lu. Try and ascertain their whereabouts/time of return from neighbours without divulging any information.
lv. Local Police or clergy may be able to help in contacting them and arranging for you to inform them personally.
lw. If unable to contact nominated person for several hours contact you NA or the JCCC.  If the person who is at home is undoubtedly the next nearest NOK, e.g., father rather than mother, you may use discretion in telling this next nearest NOK, but do not hurry to do so and then only after consultation with the NA or JCCC.

After the Visit
211. Immediately following the visit you must:

lx. Complete the CNO Report and pass it to the JCCC and NA.
ly. Brief the NA.
lz. Brief the VO (if appointed).
ma. Ensure any travel arrangements for hospital visits or DILFOR are completed.
mb. In cases of a death report to the JCCC when notification is complete and inform them of any request to delay release of the deceased’s name. 
mc. Send any details or photographs provided by the NOK for release to the media to the JCCC or direct to Director News (D News) Press Office staff in MoD.

ANNEX B to
CHAPTER 4 of
JSP 751
BACKGROUND INFORMATION ON GRIEF AND BEREAVEMENT

These notes are intended for guidance and to help Casualty Notification Officers (CNOs) and Visiting Officers (VOs) have some understanding of the grieving process and bereavement.  In many cases CNOs and VOs will probably not be trained counsellors and should, therefore, seek help from those with the relevant training and experience.

212. CNOs and VOs are encouraged to contact the Armed Forces Chaplaincy Centre at Amport House early in their tour and request any handouts on bereavement and loss that can be sent.  Additionally, if time allows, they may wish to attend a Bereavement and Loss Course.
213. Whilst these notes are not a substitute for attendance at any course it does provide CNOs, VOs and the corresponding chain of command with useful information for dealing with the bereaved.  The following paragraphs offer a very basic introduction to grief and its characteristics, some simple advice on listening and some basic advice that can be offered to the bereaved, including Service personnel who are bereaved and on whom JSP 751 is not focused.
Worden's Four Tasks of Mourning
214. A useful start point is J William Worden.  He states that mourning - the adaptation to loss - may be seen as involving the four basic tasks outlined below.  It is essential that the grieving person accomplishes these tasks before mourning can be completed.  Uncompleted tasks impair development.
md. Task 1: To Accept the Reality of Loss.   It is necessary for the bereaved to accept the reality that the person is dead.  A searching behaviour relates to the achievement of this task but denying that the person will not come back hinders the grieving process.  The keeping of possessions and exploring spiritualism are signs of this.  Thus, saying 'goodbye', through the ritual of the funeral and seeing the body are all-important to the bereaved, and will help them to come to terms with their loss.  Obviously, accepting death is much harder if there is no body, such as cases where the body is too badly damaged or lost and never recovered.
me. Task 2: To Work Through the Pain and Grief.  The bereaved must be allowed to experience the pain and loss, to demonstrate the feelings that will often include sadness, anger, guilt, anxiety, loneliness, fatigue, helplessness, shock, yearning, relief, numbness.  Additionally, disbelief, confusion, pre-occupation, a sense of presence, hallucinations, are all 'normal' and the bereaved should be assured as such.  Individuals may try to 'run away' from the situation.  A consequence of failing to work through this task may be depression.
mf. Task 3:  To Adjust to an Environment in which the Deceased is Missing:  When someone dies, the shape of the bereaved life will have changed.  If a partner has died, they will be 'incomplete'.  If a child has died there will be a new shape to the family.  These changes have to be adjusted to, new routines established and new tasks learned which the dead person used to do.  The survivor is not usually aware of all the roles played by the deceased for some time after the loss occurs.  For women especially, who may define their identity through relationships and caring for others, bereavement means not only the loss of a significant other but also the sense of a loss of self.  Failure to fulfil the additional roles may lead to low self-esteem.
mg. Task 4: To Relocate the Deceased Emotionally and Move on with Life.  Gradually the bereaved will start to look forward and outward.  The bereaved may need to know that it is all right to move on.  This does not mean that they have ' got over' the loss, but rather that they are learning to live more comfortably with it.  For many, this task is the most difficult.  Some people's lives stop at this point in their grieving.
215. Individuals will pass through these tasks in a different order.  They may move backwards and forwards between them in a random order or they could be working through two at the same time.  Grieving in different ways and at different times may cause difficulties in a family who are all grieving and one member may be ready to reinvest emotional energies before another.
216. One benchmark of completed grief reactions is when the person is able to think of the deceased without pain.  Mourning is also finished when a person can reinvest his or her emotions back into life and in the living.  In terms of timescale for a close relationship, 2 years is not too long.  
An Overview of Bereavement
217. All counselling is, in a sense, dealing with loss at some level; loss of effectiveness, dignity, self respect, status, health, break-up of a marital relationship and death of someone close.  Loss is an inescapable part of life.  It is the penalty we pay for loving and everyone suffers a series of 'little deaths' throughout life.  Grief is a reaction to loss.
218. Death is the most obvious and final loss and through the work of people like Dr Colin Murray Parkes, we now know far more about the stages of grieving and the feelings involved.  There are four main phases in the grieving process, but they vary from individual to individual.  They are:
mh. Shock, numbness and sometimes denial.
mi. Overt grief, pining, disbelief, anger, guilt.
mj. Aimlessness, apathy and depression.
mk. Mitigation and restoration.
219. In the first phase, the bereaved person suffers from shock, feelings of helplessness, of being 'lost'.  It is at this time that there is a great deal of practical help needed, with many arrangements to be made.  This is followed by the second stage of grief: weeping, fear, anxiety, anger and frequently physical symptoms such as inability to sleep, loss of appetite, indigestion, headaches and palpitations.  Sometimes the symptoms affect parts of the body which were the cause of death in the dead relative of friend, e.g. palpitations after death from heart attack.  In addition, there may be psychological symptoms where the dead person's voice is thought to be heard, or he/she is 'seen'.  These can be frightening, but are quite normal and the counsellor can offer reassurance.  As the intensity of grief diminishes, the third stage of aimlessness, apathy and depression increases and the bereaved person needs continued support and understanding through this to help him/her move to the final stage of restoration.  Some people move more rapidly than others through these phases and, in general, the counsellor must move at their pace, allowing time for feelings to be resolved and making himself as easily available as possible, so that the bereaved person feels to able to be in touch as quickly as possible when feelings are most painful.
220. The final stage of restoration takes times and varies greatly in length and can be made more difficult by financial, housing and economic circumstances.  If the counselling has been successful the process will continue to have times when memories are painful and grief is felt but at a level where they can see the pain is more manageable.  The experience of grief well resolved can give added strength and maturity and develop an ability with the inevitable future losses in life in a much better way.
221. In dealing with the death of a parent, or a child in the family, it is important to include all the children in the counselling process.  The same principles apply in bereavement counselling as in any other counselling situation and the counsellor must try to accept whatever feelings the bereaved person expresses; grief, guilt, anger, at the dead person and at others involved in the death, such as the employer, doctors, or at the counsellor himself.  As nearly as possible, he must try to 'feel with' the bereaved person.
222. Mention must be made of abnormal grief reaction, where counselling is offered, but the normal reactions to grief do not progress.  Instead they may heighten or intensify or, conversely, there may be an absence of any grief.  They could either be denied or delayed.  Later reactions may be more severe and prolonged and denial can lead to prolonged apathy, aimlessness and depression of a more serious kind.  Guilt may be excessive and unresolved and the bereaved person may neglect him/herself, fail to eat adequately and be dependent on previous habits and lifestyle.  In all these circumstances, medical and psychiatric help is needed.
223. For actual bereavement symptoms which may be experienced, the following is a rough checklist of the possible effects:
ml. Depression, leading to an inability to manage one's life normally.
mm. Anger and resentment - with the dead person and the Service - and the counsellor.
mn. Shame.
mo. Loss of self-esteem and belief in oneself.
mp. Numbness.
mq. Fear.
mr. Guilt.
ms. Confusion.
mt. Ambivalence - not able to make and keep to decisions, easily led in various directions.
mu. Hopelessness.  (Both i. and j. may be associated with depression.)
mv. Relief at departure of a partner.

Advice For Those Involved With The Bereaved
224. Be aware of the symptoms of grief and shock.  Remind yourself that just being there and doing your job is the kindest thing you can do.  Months later, people will remember your courtesy and tend to be forgiving over any minor hitches that looked so awful at the time.  You may well feel embarrassed; people may say or do things that are normally kept private, it is no shame to cry.  Get together afterwards with others involved.  Talk it over, either in a group or with someone you can trust; use the Chaplain, the unit Welfare Officer, SSAFA-FH.  Be aware of the unconscious ways in which you may displace your feelings; kicking the cat, arguing with your partner; becoming over-involved in a campaign to prevent similar deaths.  Keep a sense of proportion.
Dos And Don'ts For Those Assisting The Bereaved
225. The following are worth remembering:
mw. Do remember that the role of grief counselling is to facilitate the tasks of mourning.
mx. Do remember that everyone is different and will react in different ways.
my. Do remember that everything you have been given relating to feelings and timetables of grief change.  They are rough guides only and should not be ticked off like a shopping list.
mz. Do acknowledge that you may not be up to dealing with acute loss.
na. Do let the bereaved cry.
nb. Do touch them if you feel comfortable and it is appropriate.
nc. Don't try to 'cheer them up'.
nd. Don't ever tell them that you know how they feel.
ne. Don't tell them "at least you've got...".
A Guide To Good Listening
226. The following are the 10 Commandments of good listening:

nf. Stop talking!  You cannot listen if you are talking.
ng. Put the talker at ease.  Help the talker feel that he or she is free to talk.
nh. Show the talker that you want to listen.  Look and act interested.  Do not read while she or he talks.
ni. Remove distractions.  Don't doodle, tap or shuffle papers.
nj. Empathise with the talker.  Try to put yourself in the talker's place so you can see that point of view.
nk. Be patient.  Allow plenty of time.  Do not interrupt.
nl. Hold your temper.  An angry person gets the wrong meaning from words.
nm. Go easy on argument and criticism.  This puts the talker on the defensive.  Do not argue; even if you win, you lose.
nn. Ask questions.  This encourages the talker and shows you are listening.
no. Stop talking! This is the first and last, because all other commandments depend on it.
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 CASUALTY NOTIFYING OFFICER (CNO) REPORT

To: 

Joint Casualty & Compassionate Centre (JCCC)

Innsworth Station
Fax No:


Military: 

Tel No:


Military: 

Copy to:

The Notifying Authority (NA)

227. Details of Casualty 

Number ………………. Rank ………… Full Name……………………………

Name known by, to family and friends: ………………………………………….

228. Details of Person Visited 

np. Nominated Emergency Contact/Next of Kin(
nq. Relationship to Casualty (e.g. Spouse/civil partner/Mother/Father)……………………...
nr. Full Name ………………………………………………………………………
ns. Address ………………………………………………………………………..
nt. Tel No ………………………………………………………………………….
229. Details of Visit (Continue on separate sheet if necessary)

nu. Instructions to act as CNO received at …………………………………….
nv. Instructions received from …………………………………………………..
nw. Date and Time of Arrival at EC/NOK address: …………………………..
nx. Name of Accompanying Personnel (if applicable) ……………………….
ny. Is the NOK/EC Address Correct?     YES/NO* 
If not please provide correct details: ………………………………………………….

……………………………………………………………………………………………

nz. Was the person at home?    YES/NO*
If not please provide an outline of the action taken to establish whereabouts and outcome:  ………………………………………………………….………………………………………….…………………………………………..…….………………………………………………………………………………………………………………………………………………………………………………………………………………
oa. Details of visit (Questions asked/actions taken/details of anyone else NOK/EC believes should be informed but whom they are unable to contact directly etc):
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 …………………………….…………..Continue on a separate sheet if necessary
ob. (Deaths only). NOK/EC content for name to be released to media?                                       Yes / No / Delay Requested.  
Photograph provided?                                                   Yes /No
oc. Media Intrusion.  Has protection been requested?       Yes /No
od. Listed Casualties (where appropriate).  DILFOR or other support offered to visit hospital?  Details: ……………..…………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………..….

oe. Did you agree a suitable date and time for the Visiting Officer (VO) to visit?     YES/NO* 
Details: …………………………………………………………………………………
of. Time of Departure: ……………………………………………………………………
230. Immediate Report to JCCC
Results of the visit were reported by Telephone/Signal/Fax( to the JCCC and NA at ……………………………… (DTG)

231. CNO’s details

Number ………………. Rank ………… Full Name………………………………………….
Office Telephone Number: ………………………………………………………………
Office Fax Number: ………………………………………………………………………
Mobile Telephone Number: …………………………………………………………….
Home Telephone Number: ……………………………………………………………..
Notes

232. Before submitting this report the information below must be reported immediately by telephone to the JCCC and the NA:

og. Whether the notification was successfully carried out (or not).
oh. Any change in the particulars of the EC or their address/contact details.  
oi. How long the EC has requested the casualty's name be withheld from the media and if they have authorised the release of a photograph. 
oj. If the EC is a parent of the casualty, whether the other natural parent is alive and living at the same address.  If the other parent is not living at the same address, it must be ascertained whether the first parent can provide an address and if they will be informing the other parent, any siblings and the wider family.  Similarly, if it is known that there is an estranged spouse/civil partner, or an ex-spouse (decree absolute) who has custody of the deceased's child(ren), then the CNO should attempt to ascertain the whereabouts of the estranged/ex-spouse, and whether the EC will inform them.
ok. Any relevant family problems.                   

CHAPTER 6 -  ACTIONS FOLLOWING NOTIFICATION

SECTION 1 - Outline

0501. This Chapter covers the actions following the initial reporting of a casualty, except notification which is covered in Chapter 4.  It includes how the casualty is monitored and tracked and the assistance and support offered to the Emergency Contact (EC) and next of kin (NOK).

SECTION 2 - Principles

0502. In cases where the casualty is alive the emphasis is on ensuring that the Services and the ECs (as nominated by the casualty) are kept informed of the casualty’s state and location.  In cases of serious illness or injury arrangements may also be made for close family members
 to visit the casualty in hospital.  

0503. In cases of death the emphasis is placed on providing support to the NOK and EC (if different).  This includes arranging repatriation of the body (if the death occurred while serving overseas), dealing in a sensitive manner with the casualty’s personal effects and assisting in a compassionate way the NOK to deal with the necessary administrative matters and make arrangements for the funeral. 

0504. In all cases it is essential that the EC and (if different) NOK has an easily accessible point of contact within the Services responsible for answering their queries and keeping them informed.  

SECTION 3 - Casualties Other Than Death

0505. DILFOR.  Dangerously Ill Forwarding of Relatives (DILFOR) is a process whereby arrangements are made for close family members1 to visit the casualty in hospital.  The decision is a medical one and intended primarily for the benefit of the patient. DILFOR must be recommended by the medical authority responsible for the patient and authorised by the Joint Casualty and Compassionate Centre (JCCC).  The criteria for the authorisation of DILFOR are shown in Chapter 7.  The EC or NOK will normally be informed of the decision by the Casualty Notification Officer (CNO) who will also assist in making the travel arrangements.  
For full details of the DILFOR scheme see Chapter 7.

0506. Hospital Visits.  

ol. EC.  When a Service casualty is VSI, SI or III in a UK hospital the EC should be offered rail warrants or motor mileage allowance for 2 people to visit the casualty in hospital.  This may be repeated every 2 weeks if the casualty remains listed for a prolonged period.  The costs are to be borne by the casualty’s parent unit.
NB.  Accommodation and overseas travel are only provided at public expense when DILFOR is authorised.
om. Parent Unit.  When a Service casualty is admitted to hospital and listed as VSI, SI or III, the parent unit has a responsibility to visit the casualty within the first week and regularly thereafter.  Where the casualty’s own unit cannot carry out these visits they must make arrangements for a more local unit to take on the role on their behalf.  
on. Aeromedical Evacuees.  When aeromedical evacuees have been admitted to hospital in the UK and their parent unit is overseas the visits will be arranged by the relevant single Service Notifying Authority (NA).

0507. Reporting Changes.  

oo. Once a casualty has been admitted to hospital and the initial report has been made, it is important that contact is maintained with the hospital authorities, that reports of progress and any changes in condition or location are sent to JCCC and that the EC is kept informed.  Reports to JCCC are to be made using an Update NOTICAS as described in Chapter 2.  This enables the casualty to be tracked and ECs to be notified (if the casualty or parent unit is unable to inform them themselves).
op. These progress reports are to be provided by the reporting unit or the military hospital/Medical Defence Hospital Unit (MDHU) holding the patient.  
oq. Details of all Army personnel admitted to civilian hospitals are to be notified to the appropriate Sickness Absence Management (SAM) Teams Military Administrative Officer (Civilian Hospital) (MAO(CH)) in accordance with single Service instructions. NOTICAS reports on listed patients will then be provided by MAO(CH) based on reports provided by hospital staff.   MAOCH contact details with areas of responsibility are at Annex C.
0508. Routine Progress Reports.  Irrespective of any change in condition or location routine progress reports are to be made on all reported Service casualties until such time as they are discharged from hospital
, discharged from the airhead on sick leave
, return from missing or die.  The timing of these progress reports is to be as follows:

or. VSI Patients.  First progress report after 24 hrs; thereafter every 48 hrs.
os. SI Patients.  First progress report after 3 days; thereafter every 7 days and upon any change in condition.
ot. III Patients.  First progress report after 3 days; thereafter every 7 days and upon any change in condition.
ou. Missing.  First progress report after 24 hrs; thereafter every 48 hrs.  At JCCC discretion, reporting may be reduced to weekly intervals if absence is prolonged.  
ov. Unlisted Casualties.   First progress report after 3 days; thereafter every 14 days whilst hospitalised and upon any change in condition. 
ow. Long Term Illness.  For long term cases, such as cancer, where a patient, listed under any category is discharged to a private address until the next hospital appointment, the above progress reports are not required.  Instead on the occasion of each hospital appointment or monthly, whichever is the sooner, an Update NOTICAS is to be issued confirming the current status of the patient and stating when the next appointment is due and the expected date of next Update NOTICAS.  Any change of condition or listing is to be reported in the normal way.

0509. Aeromedical Evacuation (AE).  When a casualty is evacuated by air using the AE system the non-medical aeromedical signals (signal messages1 and 3) will be copied to the JCCC.  These signals will become the Update NOTICAS for a previously reported casualty or the initial NOTICAS for an unlisted casualty.  Further details are in Chapter 6.  

05010. Point of Contact (POC).  The NA must provide the EC/NOK with a POC where they can make enquiries and obtain information.  Ideally this will be in the casualty’s own unit although this may not always be possible.  In addition the EC/NOK should be given the telephone number of the JCCC, which is manned 24hrs a day. 

05011. Informing NOK/ECs.  ECs are to be informed of changes to the location and condition of a casualty strictly in accordance with the principles and procedures laid down in Chapter 4.  In summary only those nominated should be informed and only “good news” or “no change” may be passed by telephone.  Any deterioration must be reported in a personal visit by a CNO or the VO (if appointed). 

05012. Role of JCCC.  The JCCC is the Joint Service agency that is required to monitor the condition and location of all reported Service casualties.  This monitoring will continue until the casualty has been discharged from hospital and removed from all casualty lists or returned from missing.  For Army personnel notified by units as admitted to civilian hospitals in the UK the SO2 SAM/MAO(CH) is responsible for providing NOTICAS reports to JCCC for further distribution.  Annex C to Chapter 5 contains 24 hour contact details and areas of responsibility.  Additional responsibilities of SAM/MAO(CH) are noted below:
05013. Prisoners of War (PWs).  Information on, and contact with, Service persons that have become PWs or otherwise detained against their will is normally provided through the British Red Cross (BRC) and the International Committee of the Red Cross (ICRC).  Further details regarding PWs are detailed in Chapter 13.
SECTION 4 - Presumption of Death 

05014. Incidents Overseas. The decision to presume death for administrative purposes of a casualty listed as “Missing Overseas” is the responsibility of the JCCC after discussion with the General Register Office.  In circumstances where there is unquestionable and direct evidence that the casualty has died, registration of death can be applied for by JCCC.  When such evidence is not available the only suitable course is to allow an appropriate time lapse before presuming death.  The period of time will depend on the individual circumstances of the case.  Further details on registration of death are in Chapter 10.

05015. Incidents In The UK. In the UK it may not be possible to declare a missing person legally dead for up to 7 years after the event unless there is convincing evidence that the death has occurred.  Presumption of death can only be made by application under the judicial system (to the Family Division of the High Court/Procurator Fiscal).  The Executor, administrator of the estate, or legal representatives is responsible for pursuing such actions, but the MoD should (on request) make available any evidence that may assist the application. 

SECTION 5 - Actions following death  

05016. Reporting and Registration.  In addition to the NOTICAS in cases of death in the UK, the reporting unit (or the VO) may need to assist the family in reporting the death to the Registrar of Births, Marriages and Deaths and assisting the NOK obtain a death certificate.  Details covering this and the reporting and registration of deaths overseas are in Chapter 10.  

05017. Liaison with Next of Kin (NOK) 
ox. The Visiting Officer (VO).  In all cases where a Service casualty dies an appropriate person will be appointed from the casualty’s own Service as the prime point of contact for the NOK.  A VO may also be appointed for an EC who is not the NOK or anyone else if the NA considers it appropriate.  The VO will remain the principal link between the Services and the bereaved for as long as is necessary.  VOs perform a key function in the Services’ casualty procedures and Chapter 8 is dedicated to their role and tasks.
oy. Police Family Liaison Officer (FLO).  The FLO is not part of the Services’ casualty procedures.  The FLO is a police officer who may be appointed by the civil (or Service) police in cases of unnatural death or deaths that are liable to attract media attention.  The role of the FLO can overlap with that of the VO, in which case the FLO has primacy.  It is most important that the VO makes contact with the FLO if one is appointed.  This becomes essential when it is a civil police FLO who may have little idea of what a VO is or does.  It is a responsibility of the NA to determine if a FLO has been appointed and pass the relevant details to the VO.  The role and responsibilities of the FLO are shown in Annex A.  
oz. Assistance in dealing with the media.  In circumstances of high media interest ECs/NOK may become the subject of unwelcome media intrusion.  In such cases media operations staff can provide assistance if the EC/NOK requests it. This will be provided through regional media staff but co-ordinated as necessary by MoD Director News (D News) Press Office after consultation with the CNO/VO. 

05018. Commanding Officers’ Messages of Condolence.  The MoD policy on Letters of Condolence is in Chapter 1.  This section gives guidance on messages of condolence from Unit Commanding Officers.

pa. Policy.  No matter how or where a death occurs, the service person’s Commanding Officer is to offer his (and his unit’s) condolence to the Next of Kin in person and/or in writing.  Letters of Condolence (which in exceptional circumstances may be sent to the EC instead of the NOK) should be despatched by first class mail within 7 days of the death being reported.  An example is at Annex B.  In addition the COs may choose to write to any other members of the family or a long term partner if they feel it would be beneficial and appreciated. The CO’s letter of condolence should always be handwritten.
pb. Personal Visit.  When offering condolences in person the Commanding Officer should bear in mind the rules concerning the content of letters of condolence below.   If the death was due to unnatural causes the Commanding Officer must send a written report to the JCCC including a full account of the information given to the NOK directly or indirectly and any information withheld, explaining the reasons why it was withheld.
pc. Additional Nominee.  Where an additional nominee is known to have been especially close to the Service person (for example the parent of a young and recently married person whose nominated NOK is their spouse), the Commanding Officer may at his own discretion also send a letter of condolence to this nominee. 
pd. Contents.  The contents of letters of condolence may be limited to such information as the Commanding Officer considers appropriate but must be written so as to avoid any impression of reticence.  The following may be included:
(1) The date, time, place and apparent cause of death.
(2) A résumé of undisputed facts.  No inference should be drawn from the facts where they could indicate suicide.  In such an event the facts must be allowed to speak for themselves.
(3) The steps taken to save the life and, whenever possible, an assurance that everything possible was done.
(4) An expression of sympathy from the unit as a whole.
(5) When necessary, the information being given is preliminary and liable to correction when investigations are complete.
(6) The name and contact details of the VO.
pe. Things to Avoid.  The following should not be mentioned, either initially or at a later date:
(1) Facts still to be proved or verified.
(2) The identity of any other person involved in the occurrence.
(3) Any opinion as to blame, error of judgement or hint of negligence which might be seen as attributing responsibility to the deceased or anyone else or encourage relatives to suppose that there are grounds for claiming compensation or damage.
(4) Harrowing unnecessary details such as a description of injuries or suffering which are likely to cause distress (but see d.(2) above). 
05019. Role of JCCC.  Once the deceased’s EC and NOK have been notified and a VO appointed, the main focus for the welfare action becomes the casualty’s own Service.  However the JCCC will continue to direct and coordinate the process until the funeral and thereafter retain some specific function, in particular to:
pf. Ensure SPVA are informed (within 24 hrs).
pg. Prepare a comprehensive information pack for the NOK to be sent from OC JCCC via the VO (Chapter 1, para 0121 refers). 
ph. Provide advice and guide VOs to single Service NAs and Units as required.
pi. Inform D News Press Office staff when the NOK and EC have been notified and forward any request for a delay in release of the deceased’s name.
pj. Liaise with General Register Office regarding Registration of Deaths overseas.
pk. Make arrangements for the repatriation of bodies as required including informing the appropriate coroner.
pl. Be the main POC with a coroner if appointed.
pm. Arrange the release of the deceased’s personal effects to the Executor or NOK.
pn. Notify the Executor of any money from the MoD which is due to the Estate and make this payment once legal requirements are complied with,
po. Arrange the production of headstones or grave markers if required.
pp. Provide information for MoD as requested.

05020. Repatriation of Bodies.  Details regarding removal of bodies and repatriation of the dead are in Chapter 9.

05021. Arrangements for Funerals.  The policy for Service funerals, burials, cremations and the provision of headstones are covered in Chapter 11.

05022. Disposal of Effects.   The procedures for dealing with the effects of a deceased Service person are in Chapter 12.

05023. Boards of Inquiry (BOIs).  The policy for how and when the results of BOIs and other inquiries can be passed to families is covered in Chapter 14. 

Annexes:
AY. Role and Responsibilities of the Police Families Liaison Officer (FLO).
AZ. Example of a CO’s Letter of Condolence.
BA. Military Administrative Officer (Civil Hospitals) Contact Details and Areas of Responsibility
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THE ROLE AND RESPONSIBILITIES OF THE POLICE FAMILY LIAISON OFFICER (FLO)

233. Background.  The Family Liaison Officer (FLO) was first introduced by UK Police Forces some time ago and a greater emphasis was placed on their role following the Stephen Lawrence murder enquiry in 1993 and the subsequent report produced by Sir William MacPherson.  All Police Officers (including members of the Service police) employed in this role are now trained to a nationally agreed standard as required by the Association of Chief Police Officers (ACPO) Crime Committee Family Liaison Project Board.  
234. Roles and Responsibilities.  When the nature of an incident is such that an FLO is required, primary responsibility for family liaison will rest with the police with prime objectives being: 
pq. To provide care, support and information in a sensitive and compassionate manner to the family, who may well be the victims of a crime.
pr. To ensure that family members are given information about support agencies and that referrals are made to Victim Support and other agencies in accordance with the family’s wishes.
ps. To gather evidence and information from the family in a manner which contributes to the investigation and preserves its integrity.
pt. To secure the confidence and trust of the family thereby enhancing their contribution to the investigation.
235. Contact between the FLO and the Visiting Officer (VO).  Since some of the duties of the FLO are similar to those performed by the VO, it is essential that both parties establish contact with each other before any visit is made to the family.  In this way a clear division of responsibility can be achieved, with support being given and information passed to the family coherently.  First impressions to the family are an important factor in gaining their trust and co-operation and, if it is clear that the VO and FLO are working in harmony, they are more likely to accept them as a source of support and information.

236. Contact.  Before the VO visits the Emergency Contact (EC) or Next of Kin (NOK), the Notifying Authority must establish if a FLO is being used by the Police.  If one has been appointed, contact details should be passed to the VO who should, in turn, establish contact with the FLO and the local Service police. 
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EXAMPLE OF CO’S LETTER OF CONDOLENCE

From: Lieutenant Colonel A N OTHER

Mr J G Smith 

42 Spring Gardens 

Eastbourne 

Sussex EE2 4NK 

2nd Bn the Loamshire Regiment

Glencoe Barracks

Dover

Kent CT10 6LB

Tel: 01206 776932

24 January 2000

Dear Mr Smith

On behalf of the whole Regiment and particularly his very many friends, may I express our deepest and most sincere sympathy on the tragic death of your son John on A Company’s Exercise Joint Venture.

This is terrible news — an awful shock — and such a waste of a really good young life.

As you know the accident happened in Kenya so details are still far from clear. However, I have spoken to our Military Attaché in Nairobi on the telephone and received a communication from him.  He tells me that on Monday 23 August, John was commanding his section on a patrol in two Land Rovers. It was just after 1130 am local time and they had just completed repairing a puncture, parked beside a river. As I am sure you realise, it is extremely hot out there now, so once this job was done the four men involved went for a wash and swim. Apparently there was a rocky shelf which they were on, but one of them fell and got into difficulties. The rest of the section, including John, still wearing his uniform and boots — rushed to help. But the river obviously had a deceptively strong current and John was swept away. They all searched frantically, but it was a full hour before some locals eventually found his body.

Some of this early information may possibly prove to be inaccurate and as soon as I hear more details I will of course let you know.

I understand you have asked for the funeral to be at home in Eastbourne and arrangements for this are now under way. You have already met Major Enderby of my Regiment and, if you require any further information or help please do not hesitate to contact him, or me, at any time.

This is a terrible shock for you as it is for all his many comrades in the Regiment. As you know he was doing so well in the Army, had just been promoted to the rank substantive Corporal and had a bright future in front of him. Even more important he had made a multitude of friends and was intelligent and ever cheerful.

His death is a tragic loss — but that his final act was to go to the help of a fellow soldier was entirely characteristic of all he stood for.

Yours, most sincerely

Silent copy to:

JCCC
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SICKNESS ABSENCE MANAGEMENT (SAM) TEAMS/MILITARY ADMINISTRATIVE OFFICERS (CIVIL HOSPITALS) [MAOs(CH)] – CONTACT DETAILS AND AREAS OF RESPONSIBILITY
	Division
	Address & Telephone No
	Area of Responsibility
	Remarks

	2nd Division

(Scotland)
	SAM/MAO(CH)            

HQ 2 Div

Annandale Block

Craigiehall

South Queensferry 

West Lothian EH30 9TN

Telephone:  

Mil:  (94740) 2609/2035/2395

Civ:  
0131-310 2609/2035/2395               

Facsimile:

Mil: (94740) 2607

Civ:  0131-310 2607
	Scotland


	Out of hours contact is via the Staff Duty Officer on 0131-310 2211

	
	
	
	Signal Message Address: MAO(CH) Edinburgh 

	
	
	
	

	2nd Division

(NE England)
	SAM/MAO(CH)

HQ 2 Div (York)

Imphal Barracks

Fulford Road

York YO10 4HD

Telephone:  

Mil: (94777) 2515/5696/5883     

Civ: 
01904 66  2515/5696/5883                     

Facsimile:  

Mil:  (94777) 5616

Civ:  01904 665616
	Cleveland

Durham 

Greater Yorkshire

Humberside

North Lincolnshire

Northumberland 

Tyne and Wear


	Out of hours contact is via the Staff Duty Officer 0131 310 2211

	
	
	
	Signal Message Address: MAO(CH) York

	
	
	
	

	2nd Division

(NW England)
	SAM/MAO(CH)

HQ 2 Div (Preston) 

Fulwood Barracks

Preston

Lancashire PR2 8AA

Telephone:  

Mil:  (94554) 2540/2524/2429

Civ:  

01772 260 2540/2524/2429      

Facsimile:  

Mil:  (94554) 2390   

Civ:  01772 260390


	Cheshire

Cumbria

Greater Manchester

Isle of Man

Lancashire 

Merseyside


	Out of hours contact is via the Staff Duty Officer 0131 310 221.

	
	
	
	Signal Message Address: MAO(CH) Preston

	
	
	
	

	
	
	
	Signal Message Address: MAO(CH) Northern Ireland


	Division
	Address & Telephone No
	Area of Responsibility
	Remarks

	NI
	SAM/MAO(CH)

HQ Northern Ireland

BFPO 825   

Telephone:  

Mil:  (9491) 66316            

Civ:  02892 266316

Facsimile:  

Mil:  (9491) 66923  

Civ:  02892 266923   
  
	Northern Ireland
	 Out of hours contact is via HQ 39 Inf Bde Watchkeeper on 9491 62011 or 02892 262011

Signal Message Address:

NORIRELAND (in text “For SAM/MAOCH”)



	4th Division


	SAM/MAO(CH)  

HQ 4 Div

Steeles Road

Aldershot

Hampshire GU11 2DP

Telephone:  

Mil:  (94222) 2397/4112      

Civ:  
01252 347 397/112    

Facsimile:  

Mil:  (94222) 2043

Civ:  01252 347043

	Avon

Berkshire

Buckinghamshire

Channel Islands

Cornwall (Incl Scilly Isles)

Devon

Dorset 

Gloucestershire

Hampshire

Isle of Wight

Kent 

Oxfordshire

Somerset

Surrey 

Sussex

Wiltshire
	Out of hours contact is via the Staff Duty Officer on 01252 347016

	
	
	
	Signal Message Address: MAO(CH) Aldershot

	
	
	
	


	Division
	Address & Telephone No
	Area of Responsibility
	Remarks

	5th Division
	SAM/MAO(CH) 

HQ 5 Div

Copthorne Barracks

Shrewsbury

Shropshire SY3 7LT

Telephone:  

Mil:  (94461) 2423/2054/2053        

Civ: 

01743 26 2423/2054/2053          

Facsimile:  

Mil:  (94461) 2046

Civ:  01743 262046
	Bedfordshire
Cambridgeshire

Derbyshire

Essex

Herefordshire

Herefordshire

Leicestershire

Norfolk

Northamptonshire

Nottinghamshire

Shropshire

South Lincolnshire

Staffordshire

Suffolk

Wales

Warwickshire

West Midlands 

Worcestershire
	Out of hours contact is via a Radio Pager on: 07699 781938

	
	
	
	Signal Message Address: MAO(CH) Shrewsbury

	
	
	
	

	London District
	SAM/MAO(CH)

HQ London District

Horseguards

London SW1A 2AX

Telephone:  

Mil:  (94631) 2306

Civ: 0207 4142306

Facsimile:  

Mil:  (94631) 2304

Civ: 0207 414 2304
	Greater London (inside the M25)


	Out of hours contact is via Staff Duty Officer on 0207 414 2243

	
	
	
	Signal Message Address: MAO(CH) London

	
	
	
	


CHAPTER 7 -  AEROMEDICAL EVACUATION

SECTION 1 - Outline

0601. This Chapter is not intended to replace or even summarise AP 3394.  It deals solely with Strategic Aeromedical Evacuation (AE) and the role of the Joint Casualty and Compassionate Centre (JCCC) and single Services once the patient has reached the UK. 

SECTION 2 - General

0602. The MOD policy for AE is contained in AP 3394.  Units requiring AE must follow the procedures laid down in that document.  Any listed (VSI, SI, III or UL but due to circumstances the JCCC has been tasked with taking KINFORMING action) casualty (as defined in Chapter 1) who is moved by air using AE system will be reported and monitored as a casualty by the JCCC.  Most Service casualties will be either discharged at the UK airhead or moved to the Royal Centre for Defence Medicine (RCDM) in Birmingham.  However some may be admitted directly to other NHS or private hospitals especially at times when large numbers are being evacuated.  In these cases special arrangements are made which are covered by the Reception Arrangements for Military Patients (RAMP) Instructions issued by the UK Joint Planning Staff (JPS). 

SECTION 3 - Entitled Patients

0603. The list of casualties entitled to be moved under the AE system is shown in Leaflet 4-01 of AP 3394.

SECTION 4 - Casualty Reporting  

0604. The aeromedical signals messages 1, 3 and 4 (as defined in AP 3394) will be considered as NOTICAS messages for all casualties being evacuated by air.  For a previously listed casualty, an aeromedical signal will be considered as an Update NOTICAS and for others an Initial NOTICAS. 

SECTION 5 - Notification

0605. The notification of Emergency Contacts (ECs) is to be carried out in exactly the same way as for any other casualty.  For “Unlisted” (UL) casualties it should only be carried out if the casualty wishes and is unable to do so them self (paragraphs 0425 and 0426 refer).  JCCC will not task a notifying authority unless requested to do so in the Aeromed signal.
SECTION 6 - Agencies Involved in AE

0606. The key agencies with responsibilities for AE are as follows:

pu. Aeromedical Evacuation Control Centre (AECC).  The AECC, based at RAF Brize Norton, authorises and organises all strategic aeromedical evacuation.  (Contact telephone numbers:  95461 5300 (civil 01993 895300) or outside working hours 07770 648688).
pv. Royal Centre for Defence Medicine (RCDM).  Service aeromedical evacuees who require acute hospital admission or urgent outpatient review are normally transferred to and administered by RCDM in Birmingham.  (Contact Aeromedical Control Cell RCDM, Tel: 0121 627 8830, fax: 0121 627 8590.)
pw. University Hospital Birmingham NHS Trust (UHBT).  RCDM is in partnership and co-located with UHBT.  It is the group of hospitals to which the majority of Service aeromedical evacuees are referred. 
px. Defence Medical Welfare Service (DMWS).  DMWS welfare staff are present at RCDM and the other Medical Defence Hospital Units (MDHUs) (as well as RAF Akrotiri and German Provider Hospitals) and will visit all aeromedical in-patients.  They also provide assistance to families visiting Service casualties and can be contacted through JCCC. 
py. Sickness Absence Management (SAM)/Military Administrative Officer (Civil Hospital) MAO(CH))  There is a SAM/MAO(CH) on the staff of each Army UK Regional Division or district.  Their task is to locate, identify and report on the condition of Army casualties in civilian hospitals.  Under RAMP MAO(CH)s carry out this function for all 3 Services and enemy prisoners of war (EPW) subject to AE.

SECTION 7 - Joint Casualty & Compassionate Centre (JCCC)

0607. The role of the JCCC in AE is to:

pz. Check aeromedical signals for previously unreported notifiable casualties (as defined in Chapter 1) and enter them into the casualty reporting system, (liaising with parent units as necessary).
qa. Initiate notification as required (see paragraph 0605). 
qb. Update the location and state of all previously reported casualties.
qc. Continue to monitor the location and state of all Service AE casualties up to the point where they are discharged either from hospital or at the airhead.
qd. Maintain close liaison with the AECC and the AE cell at RCDM to capture AE casualties admitted to other NHS hospitals and MDHUs.
qe. Ensure relevant single Service authorities are informed.

SECTION 8 - Parent Units 

0608. If possible the parent unit should:

qf. Ensure the casualty has civilian clothing, money etc prior to departure for use in the UK hospital (or on sick leave).
qg. Ensure the casualty’s EC has been informed (if this is what the casualty wishes) and inform JCCC accordingly.  Alternatively the unit may request JCCC assistance in notification.
qh. Make arrangements for the casualty to be visited after arrival in hospital in UK in accordance with MoD policy (at paragraph 0612 below).
qi. After arrival maintain contact with the patient if necessary via a local unit, MAO(CH) or DMWS 
qj. Secure the casualty’s personal belongings.
SECTION 9 - Reception Arrangements for Military Patients (RAMP)

0609. RAMP is a joint MoD and Department of Health contingency plan, which caters for when the number of AE casualties arriving in the UK is beyond the capacity of RCDM and UHBT.  When the plan is activated Service patients can be directed to NHS hospitals throughout the country.   

06010. The casualty reporting and notification procedures remain principally the same as described above.  The task of the JCCC in monitoring the location and state of all the casualties and informing ECs/NOK becomes more complex.  If numbers dictate the Major Incident Centre (MIC) may be activated to assist in the administration and notification of the casualties. 

06011. During high level of AE to civil airports the SAM Teams/MAOs(CH) has a vital role in RAMP which extends to the tracking and reporting of all Service personnel.  Under these conditions MAOs(CH)s will send reports to JCCC for AE casualties from all 3 Services.

SECTION 10 - Visits to AE patients in Hospital

06012. Service casualties who have been evacuated by air to the UK and admitted to hospital are to be visited by an officer from their own Service, who will be responsible for ensuring that the causality has a  copy of the leaflet Allowance Information for Hospitalized Service Personnel (SP) located at Annex A to this chapter. The casualty should be visited within 7 days of admission and thereafter at regular intervals.   The JCCC will inform the casualty’s parent unit (if in the UK) or the single Service Notifying Authority (NA) in whose area the hospital lies and the unit will be responsible for arranging these visits.    

Annex:
BB. Allowance Information for Hospitalized Service Personnel (SP)

ANNEX A to

CHAPTER 6 OF

JSP 751

Allowances Information

For

Hospitalized

Service Personnel (SP)

This leaflet is to provide you with information about the key allowances that you entitled to or will be able to retain whilst recovering in hospital.  More detailed information is available in Tri-Service Regulations for Joint Casualty and compassionate Policy and Procedures (JSP 751) and Tri-Service Regulations for Allowances (JSP 752), as well as from your unit HR Admin Staff and the hospital staff.
Don’t forget to keep all receipts and retain them for 2 years.
Dangerously Ill – Forwarding of
Relatives (DILFOR)
The Joint Casualty and Compassionate Centre (JCCC) will authorise DIFOR (travel and accommodation paid at public expense) for up to 2 immediate/close family members to visit you at your bedside irrespective of where your family reside or where you are hospitalized.  You must be listed as Very Seriously Ill (VSI), Seriously Ill (SI, Incapacitating Illness/Injury (III) or Unlisted (UL) and the medical authorities have recommended such a visit.

For the purpose of this policy the diminutions are as follows: immediate family is a spouse/civil partner, close family is defined as parent, step-parent, parent-in-law, legal guardian, non-dependant child, grandparent, sibling, including half and step-sibling or person nominated as Emergency Contact (EC).  Those authorised DILFOR travel will also be eligible for publicly funded hotel accommodation for up to a maximum of 14 days authorised by the JCCC in 2 blocks of 7 days based on the medical recommendation.  Following the initial 7 days the Visiting Officer (VO) will apply to JCCC for a further extension based upon medical recommendation.  Additional extensions beyond 14 days require the JCCC to obtain exceptional authority from SP Pol Allces.  The VO will take these actions automatically and this will not impact on you or your family.  If it is not possible for your family to remain at your bedside permanently, provision of DILFOR is flexible enough to allow 2 close family embers to visit on an ad-hoc basis, for example provision of weekend travel and accommodation.  Your VO and JCCC will advise.

In addition, this scheme can be extended to include reimbursement of one return journey for 2 close family members to visit the permanent residence of a SP who is hospitalized in order to provide support to family members remaining at the permanent residence.  This applies only if you have dependants who require support while the Service spouse. Civil partner is visiting you in hospital under DILFOR arrangements (e.g. the parents of a listed casualty may visit his duty station in Germany to look after his children whilst his spouse/civil partner travels to and stays at his hospital bedside in the UK). (JSP 751)
Visits to casualties in UK Hospitals
If you are admitted to a UK hospital, irrespective of DILFOR you EC should be offered rail warrants or motor mileage allowances for 2 people (one of whom must be a close family member (see DILFOR) to visit you in hospital for a short period (considered to be not more than 3 nights)).  This only covers travel within the UK but is available irrespective of the reasons for you being hospitalized.  It may be repeated every 2 weeks if you remain in hospital or a prolonged period.  (JSP 751)

Incidental Expenses (IE)
IE is intended to contribute towards expenditure such as TV hire the purchase of books and magazines, stationery and postage.

If when on duty (ie not on leave) you are hospitalized for one or more nights in a facility, in the UK or overseas, you may claim IE for every night you spend in that hospital or rehabilitation unity.  IE is payable at a fixed daily capped rate without the need for receipts.

Longer Separation Allowance (LSA)
LSA provides compensation to personnel experiencing separation over and above that compensated for by the X-factor element within basic pay.  LSA is paid for periods in hospital of 10 days or more and continues until you are fit to travel at weekends or similar period of time off.  (JSP 752)

If you are normally entitled to GYH Travel and spend less that 10 days (therefore not eligible for LSA) in hospital you will continue to get GYH )Travel. (JSP 752)
Operational Allowance (OA)
The aim of OA is to recognise the significantly increased and enduring nature of danger in Specified Operations Locations (SOL) over that compensated for by the X-factor element within basic pay.

If you are already being paid OA and are hospitalized OA will be paid for the full length of the planned deployment up to a maximum of 6 months even if you are discharged from hospital and do not return to the operational theatre.  (JSP 752)

Local Overseas Allowance (Residual)
Residual LOA is intended to contribute towards the continuing commitments in the Permanent LOA area when the SP is temporarily absent from the area (except Leave).  This will only apply if you are permanently assigned to an LOA eligible country.

If unaccompanied you retain 81% of the Full rate of entitled LOA whilst hospitalized.

If accompanied you retain 100% of the Full Rate whilst hospitalized, unless your spouse is also absent from the LOA area.  If you and your spouse/civil partner are absent, an Absence deduction is made equating to 35% of the Accompanied + 1 child rate.  (JSP 752)

Home to Duty Travel (Auto)
Home to Duty Travel assists with the cost of daily travel from home to work.  If HDT is paid automatically then it should stop from the first day of any period o 10 days or more (other than leave) in which you do not travel to work.  This includes hospitalization.  (JSP 752)
Get You Home Travel
Assists all SP who have the opportunity to return to their qualifying residence (QRes) with the cost of their travel when the duty unit and QRes are in the same theatre.

If you are normally entitled to G/YH travel and go to hospital for 10 days or more and are unable to travel, GYH Travel will cease and LSA will start on the 10th day in hospital (backdated to 1st day).

If you are able to regularly travel home within the 10 days (e.g. weekends), GYH Travel (at a re-calculated rate) will be payable from the 10th day in hospital but is backdated to the 1st day.  LSA will cease.

Get You Home (Early Years) (GYH(EY))
GYH(EY) entitles SP with less than 3 years of service to 4 return journeys to visit family or friends in the UK.  If you are a hospital in-patient for over 2 months or hospitalized direct from overseas and have GYH(EY) journeys remaining, you can transfer them to your spouse/civil partner/NoK or close relative for the purpose of enabling them to visit.  (JSP 752)

Substitute Single Service Accommodation (SSSA) and Food and Incidental Allowances (FIA)
SSSA is provided to SP when there is insufficient Single Living Accommodation (SLA) to meet demand in accordance with certain specific regulations.  You may retain your SSSA property for up to 61 days when admitted to hospital, sick quarters or a medical rehabilitation unit.  If you are likely to be absent for more than 61 days you CP will review you circumstances and if appropriate extend the period of entitlement.  

FIA is paid to assist eligible single and unaccompanied SP in the UK to meet the necessary costs of Food and incidental expenses when they have self-catering facilities.  If you retain your accommodation you will be entitled to continued payment of the full rate of FIA for periods up to 61 days.  (JSP 464 and JSP 752)
Special Messing Allowance (SMA)
SMA contributes to the food costs for SP living in single accommodation who have no access to messing facilities and, as a routine, have to purchase their food from commercial sources.

SMA will cease on admission as a hospital in-patient.  (JSP 752)

At this point, your food should be provided at Public Expense and you will not pay the Daily Food Charge.  (JSP 754)

Personal Accident Insurance (PAX)
PAX is a personal accident and life insurance scheme run by a civilian insurance scheme but facilitated by MOD.  Claims under PAX should be made by telephoning 0800 212 480 (from UK) or +44 20 8662 8126 (overseas).

Armed Forces Compensation Scheme (AFCS)
If you have been injured on duty you may be entitled to compensation through the AFCS.  You should contact your VO or your Unit Admin Staff who can provide the necessary paperwork.

Northern Ireland (NI)
NI Residential Supplement (NIRS) is a form of taxable pay designed to compensate for the additional pressures and restrictions endured by personnel permanently assigned to NI.  To be eligible for NIRS you must be Permanently Assigned to NI.  If unaccompanied you are NOT eligible for a residual rate of NIRS.

Accompanied personnel who are hospitalized are entitled to the full rate unless the spouse/civil partner is also absent from NI.
CHAPTER 8 -  VISITS BY RELATIVES & FRIENDS TO SICK & INJURED PERSONNEL IN HOSPITAL (INCL DILFOR)

Please see also JSP 752 Chapter 4 Section 11 (Service Families Travel)
SECTION 1 - Outline

0701. This Chapter covers the policy for visits by relatives and friends of Service personnel in hospital and is the authority for travel and accommodation at public expense.   It replaces the previous Dangerously Ill Forwarding Overseas of Relatives (DILFOR) scheme and incorporates the Dangerously Ill Forwarding of Relatives (DILFOR UK) scheme.
SECTION 2 - General
0702. When a Service person is unexpectedly admitted to UK hospital their Emergency Contact (EC) should be offered rail warrants or motor mileage allowance for 2 people (one of whom must be a close family member
) to visit the casualty in hospital for a short period (considered to be not more that 3 nights).  This only covers travel within the UK but is available irrespective of the reasons for the person being hospitalised.  It may be repeated every 2 weeks if the casualty remains in hospital for a prolonged period.  The costs are to be borne and authorised by the Service person’s parent unit.

SECTION 3 - Dangerously Ill Forwarding of Relatives (DILFOR)

0703. The DILFOR scheme is intended primarily for the benefit of the patient.  It provides accommodation and travel at public expense (including overseas travel) for close family members1 to visit a Service person in hospital.   Also, it can be extended to include reimbursement of one return journey for 2 close family members to visit permanent residence of a Service person who is hospitalized. The scheme is in 2 parts; one covers hospitals outside UK and the other is for UK hospitals only. 

SECTION 4 - DILFOR (Overseas) 

0704. DILFOR (Overseas) provides for 2 persons to visit a casualty listed as VSI, SI or III in a hospital outside the UK.  It includes travel and accommodation for up to 7 days (although this can be extended as described in paragraph 0719).  It must be recommended by an appropriate medical authority and authorised by the Joint Casualty and Compassionate Centre (JCCC).  In exceptional family circumstances HD JCCC may authorise more than 2 family members to attend.
0705. Additionally, DILFOR (Overseas) can be extended to include reimbursement of one return journey for 2 close family members to visit the permanent residence of a Service person, who is hospitalized, in order to provide support to family members remaining at the permanent residence.  This applies only if the service person has dependants who require support while the Service spouse or civil partner is visiting the Service person in hospital under DILFOR (Overseas) arrangements.  This extension of DILFOR (Overseas) applies to Service patients who are listed VSI, SI or III. 
0706. Eligibility.  DILFOR (Overseas) may be authorised to provide visits to the following:

qk. Service Personnel serving overseas including members of the Reserve Forces, Expeditionary Forces Institute (EFI) & Naval Canteen Service (NCS).
ql. UK based MOD Civilians serving overseas (in accordance with Statement of Civilian Personnel Policy – Healthcare Welfare and Compassionate Travel while Overseas).
qm. Spouse/civil partners of the above on accompanied overseas tours.
qn. NAAFI UK based civilians serving overseas.
qo. Members of the following MoD funded Welfare Services serving overseas:
(1) Soldiers’ Sailors’ & Airmen’s Families Association (SSAFA).
(2) Women’s Royal Voluntary Service (WRVS).
(3) Defence Medical Welfare Service (DMWS).

0707. Not Eligible.  The following are examples of those NOT eligible for visits under the DILFOR (Overseas) scheme.

qp. Service persons on leave outside the country of their current assignment.
qq. Dependants other than spouse/civil partner.
qr. MoD civilians who are not UK based.
qs. Services Sound & Vision Corporation (SSVC) staff.

0708. Medical Recommendation.  DILFOR (Overseas) is only to be implemented on the direct recommendation of the medical authority concerned, who must be satisfied that:

qt. The patient is VSI, SI, III and is likely to remain so until the visitor arrives. 
qu. The possibility of evacuation before the arrival of the visitor is remote.
qv. The patient is likely to benefit from the visit. (A visit could be instrumental in saving a life however visits are also permissible to enable relatives to be present at the time of death).
qw. Suitable arrangements are available for the reception, accommodation, security, safety and care of the visitors.

0709. Request for the Presence of the NOK.  A DILFOR (Overseas) visit may also be authorised when the hospital authorities have requested the presence of the NOK to discuss the donation of organs and/or the switching off of a life support system.

07010. Assessment.  Whenever possible, assessment of DILFOR (Overseas) is to be undertaken by a Service medical officer because classification of injuries or illnesses by civilian hospitals or doctors may not necessarily correspond with the appropriate Service illness category. Exceptionally, where the patient is in a civil hospital, the requesting unit is to advise the hospital of the Service definition of the illness category and the DILFOR (Overseas) conditions and ascertain whether a visit is recommended.

07011. Second Visit.  If a patient who has already had a DILFOR (Overseas) visit has a serious relapse, a second visit may be made on the recommendation of a medical officer, but the terms of paragraphs 0708 and 0709 remain the only accepted justification.

07012. Persons Entitled to Visit.  At least one of the two persons entitled to visit under DILFOR (Overseas) arrangements must be a member of the casualty’s close family
.  The other person may be a suitable companion. 

07013. Initiating Procedure.  When the recommending authority, usually a Service medical authority, considers that the case complies with the conditions of the scheme, a signal or fax is to be sent to the JCCC prefixed with the codeword DILFOR.  The format to be as follows: 

	ALPHA


	Rank, Initials (and known forename), Surname, Service (RN, RM, Army, RAF, etc), Service Number, Unit, Regt/Corps (Army only). 

NB. For a dependant give the name of the casualty then the relationship and details of the Service person (e.g. wife of …).

	BRAVO
	Medical Listing e.g. VSI

	CHARLIE
	Diagnosis

	DELTA
	State “DILFOR Recommended” and provide details of medical authority recommending the visit with the name and contact number the medical officer.

	ECHO
	Full name, relationship, address and telephone number (if known) of the intended visitor(s)

	FOXTROT
	Name and location of hospital

	GOLF
	Nearest airport (or suitable arrival point) to the hospital

	HOTEL
	Any other relevant information including POC with normal and out of hours telephone numbers.


07014. Precedence & SIC.   All DILFOR signals are to be sent IMMEDIATE and are to use SICs “WAL/ABA” for military and VAL/ABA for civilians.  An example is at Annex A.

07015. Authorisation of DILFOR (Overseas) Visits.  DILFOR (Overseas) visits must be authorised by JCCC who will also make the necessary arrangements.  On receipt of a DILFOR (Overseas) recommendation JCCC staff will consider whether a visit by the persons requested can be arranged.  Normally there will be no administrative objections but there may be difficulties if, for instance, the distance involved makes it impossible, on the basis of medical advice, for the person to reach the patient in time.

07016. Action by JCCC. 

qx. Travel Arrangements.  Once authorised, JCCC will arrange travel from the UK by the quickest possible route.  All surface travel is to be second class. Air travel, where necessary, will be in the class dictated by current Service air travel regulations.  When a person invited to visit under the DILFOR (Overseas) scheme is a member of one of the 3 Services and is serving in the UK, JCCC will liaise with the Service person, their parent unit and DSCOM (if appropriate) regarding travel arrangements.  In addition, JCCC will also arrange travel for close family members who are travelling as part of the DILFOR (Overseas) extension outlined in paragraph 0706.  This will cover return travel within the UK by standard class rail warrant or payment of Motor Mileage Allowance at Private Car Rate (PCR) plus Passenger Allowance for the authorised accompanying person, as appropriate.  Air travel, where necessary, will be booked in economy class.
qy. Passports, Visas and Vaccination Certificates.  All DILFOR (Overseas) visitors must carry a valid passport and the necessary visa and vaccination certificates appropriate to the country that they are visiting. Where the person travelling does not hold a passport/visa, JCCC will contact DSCOM for passport and visa advice.  Where applicable, these arrangements also apply to close family members who are travelling as part of the DILFOR (Overseas) extension outlined at paragraph 0706.
qz. Promulgation of Flight Details.  JCCC will signal the destination and estimated time of arrival of the visitors to the recommending authority, commanding headquarters, NA, parent unit and any other involved party to enable reception arrangements to be put in place. 

07017. Reception and Accommodation of Visitors - Action by the Recommending Authority.  The Recommending Authority is responsible for arranging the reception, subsistence, accommodation and transport of the visitors from the time of arrival, and is to make the necessary arrangements for the return journey to the UK on termination of the visit. DMWS, if present at the hospital, should be contacted with regard to assistance in looking after the visitors.

07018. Duration of Visit.  
ra. The normal maximum duration of a visit is seven days; extensions, on medical recommendation, may be approved by the JCCC.  The recommending authority may further extend the visit if the medical authority is satisfied that the visitors’ presence is not only contributing to the patient’s recovery, but departure might endanger their life.  The facts are however, to be reported to the JCCC.

rb. If a visitor wishes to remain overseas for personal reasons after the expiry of the period covered by the medical recommendation, this may be authorised subject to the Recommending Authority's discretion.  It must be on the understanding that all subsequent costs such as accommodation and messing will be paid for by the visitor.  The return journey at public expense may be arranged, as far as possible, to meet the wishes of the visitor.

07019. Accommodation Overseas.  The recommending authority is to arrange accommodation as economically as possible at public expense.  It is to be:

rc. Public Accommodation.  The actual cost of meals and accommodation, if charged, may be paid; or 
rd. Accommodation with a Service Family.  The Service person providing the overnight accommodation can claim night subsistence allowance at one third of the Privately Arranged Rate for each person accommodated for the authorised duration of their visit; or
re. Hotel Accommodation.  Where possible all hotel accommodation is to be booked through the Central Hotel Booking Service (CHBS).  The actual costs for accommodation and subsistence, service charges and taxes may be paid (or refunded) for the authorised duration of visit.  Other incidental costs such as telephone calls, extra food, alcohol, room service, laundry and film rental are not refundable from public funds and fall to the visitors.
rf. Private Arrangements.  Where the visitors prefer to make their own arrangements, no assistance from public funds is admissible.

Accommodation costs are not to be reimbursed for those close family members who are travelling as part of the DILFOR (Overseas) extension outlined in paragraph 0706.

07020. Action if Patient Dies.

rg. Death Before the DILFOR (Overseas) Visit is Made.  When a patient dies after a DILFOR (Overseas) request has been made and before the arrival of the visitors, the death is to be reported by the recommending authority by the fastest possible means to JCCC.  If the visitor is already travelling the recommending authority is to send an officer to either intercept them at the UK airport of departure or meet them on arrival in the overseas country.  If the visitor has not left they are to be notified that they may be permitted:
(1) To continue on their journey and remain overseas for a local Service funeral (see Chapter 11): or 
(2) Cancel their visit and have the body repatriated at public expense in accordance with Chapters 9 and 11. For deceased Service personnel who originated from an overseas country, requests for further repatriation of the body to that country will be considered on a case by case basis, see Chapter 11 paragraph 1104.
rh. Death During a DILFOR Visit.  Where death occurs during a DILFOR visit the body will normally be repatriated to UK at public expense.  However if the NOK wishes, a funeral may be held locally (see Chapters 9 and 11).  In which case the visitors may request authority for an extension to their overseas visit, if necessary, to attend that funeral. 

07021. Return Journey.  On completion of the visit, the Recommending Authority is to arrange for the visitors to return home by the most economical route.  The departure details are to be notified to JCCC who will in turn inform the NA.  

07022. DILFOR (Overseas) Visitors’ Financial Assistance.  All major costs of a DILFOR (Overseas) journey will be met from public funds.  This includes transport, accommodation and food.  Other costs including passports, visas and inoculations may also be met from public funds in cases of financial hardship with authority from JCCC.
SECTION 5 - DILFOR (UK) 

07023. The DILFOR (UK) scheme is similar to the DILFOR (Overseas) scheme but is for Service personnel hospitalised in the UK rather than overseas.  It allows for two people (at least one close relative who may be accompanied by a companion who is not a relative) to travel from anywhere in the world and be accommodated at public expense for up to 7 days to visit the casualty in a UK hospital.  There are however some important differences from DILFOR (Overseas) which are outlined below.  In exceptional family circumstances HD JCCC may authorise more than 2 family members to attend.

07024. Additionally, DILFOR (UK) can be extended to include reimbursement of one return journey for 2 close family members to visit the permanent residence of a Service person, who is hospitalized, in order to provide support to family members remaining at the permanent residence.  This applies only if the Service person has dependants who require support while the Service spouse or civil partner is visiting the Service person in hospital under DILFOR (UK) arrangements.  The extension of DILFOR (UK) applies to Service patients who are listed as VSI, SI OR III.

07025. Eligibility.  DILFOR (UK) is only available for Service persons including mobilised members of the Reserve Forces, EFI and NCS.  The scheme is normally restricted to patients categorised as VSI, SI or III.  However, in consultation with the appropriate military medical liaison officer, Medical authorities may recommend family travel provided there are clear medical benefits to be gained from the visit.   

07026. Medical Recommendation.  DILFOR (UK) is only to be implemented when recommended by an appropriate medical authority and deemed to be in the best interests of the patient’s recovery. 

07027. Initiating Procedure.  The procedure is exactly the same as for DILFOR (Overseas) as detailed in paragraph 0714. 

07028. Accommodation.  If suitable Service/Welfare accommodation is not available at the hospital then accommodation must be booked through CHBS and will be for accommodation and subsistence for up to 7 days to cover the immediate post-trauma care period.  Extensions may be granted by the JCCC on receipt of a medical recommendation. The costs of accommodation and subsistence for DILFOR(UK) authorised visits will be debited by the hotel directly to the CHBS contractor who will then raise a bill against the MoD.  Additional incidental costs such as those outlined at Para 0720c fall to the visitors and are not to be met from public funds.  The visitors will need to be briefed on this by the CNO or VO.
07029. Travel Arrangements.  

ri. Travel within UK.  Return travel within the UK is to be by standard class rail warrant or payment of Motor Mileage Allowance at Private Car Rate (PCR) plus Passenger Allowance for the authorised accompanying person, as appropriate.  These arrangements also apply to close family members who are travelling as part of the DILFOR (UK) extension outlined at paragraph 0725.
rj. Travel from Overseas.  Travel is to be by the most economical means and will be arranged by DSCOM when the visit has been authorised by JCCC. The standard of air travel, when necessary, will be determined in accordance with current Service air travel regulations.  These arrangements also apply to close family members who are travelling as part of the DILFOR (UK) extension outlined at paragraph 0725
rk. Travel in Lieu of Hotel and Subsistence Costs..  The eligible close family member and accompanying person may not be able to remain at the hospital for the duration of the authorised period of DILFOR (UK) and may need to return to their family homes due to personal circumstances.  In such situations VOs are permitted to authorise return travel, and if required accommodation and subsistence (eg for a weekend stay at the hospital) up to the costs that would have been incurred if the 2 authorised persons had remained in hotel accommodation for the duration of the authorised DILFOR (UK) period.
rl. Costs.  All major costs of the DILFOR(UK) journey will be met from public funds.  This includes transport, accommodation and subsistence.  Other costs including passports, visas and inoculations may also be met from public funds in cases of financial hardship with authority from JCCC.  The costs will fall against the unit budget of the patient at the time of admission to hospital unless hospitalisation was as a result of a specific named Operation in which case they will be chargeable against that Operation.  Where applicable, these costs will also be met for those close family members who are travelling as part of the DILFOR (UK) extension outlined at paragraph 0725; however, accommodation costs are not to be reimbursed.
07030. Reception Arrangements.  JCCC will liaise with the hospital, the casualty’s parent unit and the recommending authority to co-ordinate any reception arrangements deemed necessary, especially for visitors from overseas.

07031. Northern Ireland.  Visits to Northern Ireland must be recommended by MAO(CH) Northern Ireland.

SECTION 6 - Dangerously Ill Forwarding of Relatives (Gurkha) (DILFOR (Gurkha))

07032. The arrangements for close family members to visit seriously ill Gurkha soldiers (or their spouses/civil partners when accompanied) are now incorporated into DILFOR (Overseas) and DILFOR (UK) schemes.  The separate DILFOR (Gurkha) scheme is no longer in use.  Contact with families in Nepal is to be carried out via HQ British Gurkhas Nepal.  

Annex:
BC. DILFOR Signal

ANNEX A to
CHAPTER 7 of
JSP 751
EXAMPLE OF A DILFOR SIGNAL
Precedence - Action:
IMMEDIATE

DTG:                 

081422Z MAY 00

From:                       
BMH ISERLOHN

To:



JCCC INNSWORTH
SIC:



WAL/ABA

DILFOR

BD. PTE JL (JOHN) HARRISON, ARMY, 23456789, 1 BLANKSHIRES .

BE. VSI.  
BF. ACUTE PERITONITIS. 
BG. DILFOR RECOMMENDED MAJ R SHORT RAMC HOHNE MIL 1234.
BH. MR T HARRISON (FATHER), SIX GARDEN STREET, YORK. TEL 01904 33347, 
BI. HENRIETTENSTIFTUNG HOSPITAL HANNOVER. 
BJ. HANOVER AIRPORT. 
BK. 1 BLANKSHIRES WILL MEET AT AIRPORT.  UNIT POC CAPT G SMITH 2IC A COY.  HOHNE MIL 4321.  MOB 0044 77888000

CHAPTER 9 -  VISITING & FOLLOW ON SUPPORT 

SECTION 1 - Outline

0801. This Chapter covers the advice and support provided to a Service casualty’s family from the time when they are first notified.  It explains the role of the single Services and their respective welfare organisations, the Joint Casualty and Compassionate Centre (JCCC) and in particular that of the Visiting Officer (VO). 

SECTION 2 - Role of the Commanding Officer (CO)
0802. The causality’s CO should remain actively involved with the NOK/EC until agreement is reached between the VO and the family.  This involvement may or may not be in person but the CO must maintain contact with any deployed VOs and satisfy himself (or herself) that the NOK/EC and the VO are getting the help and advice they need.  The CO is to ensure that the VO is closely supervised and carrying out their duties in accordance with JSP 751

0803. The involvement that any VO has with the family is undoubtedly a very stressful undertaking; the CO is to ensure that an adequate structure is in place in order that they receive the required level of support.

SECTION 3 - Role of the JCCC

0804. For a death, in accordance with the principles at paragraph 0806 once a VO has been appointed the role of the JCCC becomes primarily one of monitoring and provision of information and advice in particular on arrangements for the repatriation of bodies from overseas, marking of graves and issues relating to the deceased’s estate. .  For a casualty who is missing the JCCC role is more active; monitoring progress reports and keeping NA’s, D News, MoD, SSLA and secretariats informed as well as the VO.  If the casualty is confirmed as a POW or otherwise detained, the JCCC will provide a direct link to the BRC.
SECTION 4 - General

0805. The Services will offer ongoing practical support for the NOK and ECs (if different) of deceased, missing or injured Service casualties.  They may also provide such support for other casualties if the particular circumstances warrant it. However in cases of death, it is the NOK who are likely to have to make difficult and sometimes painful decisions at what is already a deeply distressing time and they need the most assistance and advice.  For this reason the support offered concentrates on the NOK and they will be given a single prime point of contact with the Services who will personally visit them, assist them and be available to them for as long as is considered necessary.  This point of contact is called the Visiting Officer (VO).  When the EC is not also the NOK (see chapter 4), the NA, having discussed the situation with the CNO, will decide whether or not to also appoint additional VO's for the EC and NOK, or anyone else, especially when the casualty is missing or VSI.  It must be clearly understood that VO's are not trained grief and bereavement counsellors.

0806. Principles.

rm. Focus.  The notification and visiting follow up actions are carried out for the benefit of the NOK or EC (as nominated by the Service casualty).  It is their needs and wishes which the Services must determine and seek to satisfy to the best of their ability within the constraints given.
rn. Single Service Provision.  The support that is offered is common to all 3 Services.  However, each Service has a loyalty and duty towards their own; they also have unique traditions and support networks.  Consequently, each Service is responsible for the ongoing contact with, and support to, the NOK and ECs in accordance with the overall direction given in this publication. The responsibility for aftercare following the funeral is passed to the Single Service Lead Authority (SSLA) for each of the services by the JCCC, they are as follows:
(1) FLEET NLM WS NCB SO3C, HM NAVAL BASE PORTSMOUTH.
(2) Army - AGHQ DPS(A) PS4(A) Army Inquiries & Aftercare Support Cell Trenchard Lines Upavon Wiltshire.
(3) RAF - Air Personnel Policy & Community Support Unit High Wycombe Bucks.
The NA is responsible to the SSLA for the day to day management of the VO and they will act under direction of the SSLA and the JCCC.
ro. Long term.  Unlike notification, the visiting function and associated support is provided for the longer term through the single service NA under direction of the single service lead authority who in turn co-ordinated their activity with the JCCC. There are no hard and fast rules as to how long as every case is different, but the support must be available for a period of months and sometimes will be required for more than a year.  It will always be available until the completion of any inquiries. 
rp. Single point of contact.  There are a considerable number of agencies that may become involved.  This can be confusing for the VO and the family and can add to the distress at a very difficult time.  Therefore, it is most important, from the NOK/EC’s point of view, that they have one person whom they know and trust who is the principal representative of the Service.  All contact with the NOK/EC must be made through, or arranged by, the Visiting Officer (VO).
rq. (UK ONLY) SPVA War Pensioners Welfare Service (WPWS).   WPWS Welfare Managers are able to provide advice on the War Pensions Scheme, the Armed Forces Compensation Scheme and the Armed Forces Pension Schemes.  In addition to this the WPWS can provide advice or a gateway for help to resolve general benefit issues, disability needs issues, employment difficulties and issues of social isolation requiring Government Agencies. Contact by the WPWS Welfare Manager will be made soon after the appointment of the VO.  (See Appendix 1 to Annex A to Chapter 8, Visiting Officer’s Checklist)
rr. (OVERSEAS Cases) SPVA Pensions & Compensation Welfare Service.   SPVA (WS) are only deployed within the UK.  In cases were families overseas require help and guidance on the provision f entitled Service related pension and/or compensation SPVA (WS) support will be provided.  The appointed VO and/or local admin officer/Embassy or Consulate Staff are to call the SPVA (WS) and liaise with them on the completion of the required documentation on the family’s behalf.

rs. Ship/unit/Station Administrative for the SPVA.  Commanding Officers are to provide, through their Administrative Offices, to the SPVA and VO such assistance in the form of information and confirmation on known issues as necessary relating to the deceased within the UK.

h.
Overseas families.  Families are to be supported by the appointed VO and Ship/Unit/Station Administration Office/Embassy or Consulate.  Support in respect of Service pension and compensation will be provided by the SPVA (WS) to the beneficiary through the VO by telephone contact, the number is 00441179718336 (The Bristol Office of SPVA (WS).
SECTION 5 - Visiting Officer (VO)

0807. Visiting Officers are selected and appointed by the Notifying Authority (NA).  Considerable care must be taken in this selection and some guidance on selection criteria is below.

0808. Selection Criteria.  The Commanding Officer should carry out a suitability assessment on any officer prior to them undertaking duty of VO and the NA should review their suitability in anticipation of deployment, (Has he suffered from a family bereavement or breakdown in recent months for example?)

The VO should be:
rt. A suitable person based on age and experience.  This would normally be an Officer of OF2 rank or above or an experienced Warrant Officer/SNCO.  They would not normally be the deceased’s immediate superior. Familiar with the personal details and circumstances of the Service casualty, including any additional details may not have been available to the CNO at the time of notification
ru. Not having suffered a personal bereavement or family relationship breakdown in the last few months.
rv. In a position to be able to continue in the role for several months at least
.  
and, if possible:
rw. Be from the same unit or branch as the casualty and ideally to have been an acquaintance.  However it is normally better if the VO is not a close family friend as their own grief is likely to impede their effectiveness. 
rx. Have received some relevant training or instruction. 

0809. Role.  The VO is the official long-term point of contact between the NOK (or EC) and the Service.  The VO’s role is to support them to help them cope with the many and various tasks which will need addressing to facilitate them adjusting to life without the deceased and to prepare for the future.  The VO must understand and provide a link to the various support services and welfare agencies provided by the Services. This support should be offered for as long as they need it. 

08010. Commitment.  The commitment required, in time and effort, from the VO should not be underestimated.  In the early stages daily visits to the NOK are likely to be required.  After the funeral regular contact will still need to be maintained for many weeks.  The emotional and physical demands this will place on the VO are considerable and the VO should therefore seek help from subject matter experts and the NA and consult with experts in bereavement counselling (such as the Chaplain) as and when required.  (NB.  Some useful guidance on grief and bereavement is also given at Annex B to Chapter 4)    

08011. Responsibilities.  The VO should:

ry. Wherever possible, act as the link to all MoD agencies and assist with any queries or problems that they may have. The appropriate WPWS Office will be made aware of the VO details by the JCCC.  If contact with the WPWS Welfare Manager (WM) has not been established the VO should instigate contact.  (See WPWS contacts at Annex G).
rz. Liaise with Media Operations staff through their NA under direction of the JCCC regarding  dealing with the media including arranging support in the event of unwelcome media attention and the release of photographs and other details (unless this has already been done by the CNO). 
sa. Act as a conduit for all official correspondence from the MoD to the NOK and where appropriate obtain their written permission to pass details to a third party, such as SSAFA-FH or the Services’ Widow/Widower/Civil Partners Associations. 
sb. Go through the information provided by the JCCC covering issues such as housing, funeral arrangements, personal effects, The WPWS WM will be able to provide assistance with the completion of paperwork and forms associated with pension, compensation, other social benefits and financial matters calling in specialist help as required.
sc. When appropriate, explain the repatriation options available (see Chapter 9).  In particular, the VO should make it clear that provision for relatives to attend a repatriation is limited to seven persons in each family group, unless exceptional approval is granted by SP Pol Allowances (see Annex F to Chapter 9, Para 5). 
sd. When appropriate, explain the funeral options available (See Chapter 11). The decision concerning funeral arrangements is to be made by the NOK or someone nominated by them.  They should not be placed under any undue pressure to make a decision on funeral arrangements within the first 48 hours of being informed of the death (see Annex H to this chapter for guidance). 
se. At the NOK request, liaise with family and undertaker over funeral arrangements. Such discussions might also involve the family (civil or Service) chaplain who may be consulted over pastoral, bereavement and general counselling support if requested. 
sf. The VO is not to commit the MOD to anything but funeral arrangements or that which is specifically allowed for in this JSP without first obtaining authority from the relevant specialist staff.
sg. Maintain a formal log of all contacts with the NOK (or EC) with a note of the issues raised and action taken this should correspond with the content of the Reports provided to the JCCC and NA.
sh. Inform and discuss with the family the proposed/intended repatriation ceremony.
si. Explain, under the direction of the JCCC and /or the Single Service Lead Agency
 (SSLA) the process for BOIs are on-going and keep the NOK (or EC) informed on progress.
sj. Co-ordinate and accompany the family to any repatriation ceremony or inquest.
sk. In cases where the casualty is a prisoner of war (PW) or otherwise detained facilitate contact with the British Red Cross (BRC) (see Chapter 13)
sl. The VO should attend the Inquest to support the family, see Chapter 14 paragraph 1408.
08012. Briefing and Guidance.  VOs must be given a personal briefing on their role by the NA.  VOs will be expected to be able to find the answers to a myriad of questions from the bereaved.  They must have access to the most up to date information in order to ensure that the advice they offer and information they pass on is accurate.   JCCC will be able to provide much of this but the responsibility rests with the NA to ensure the VO has information on the following when needed: 

sm. The single Service casualty management structure.
The details of the SSLA for each service can be found in the footnote of this page
.  Service specific NA listings can be identified as the action addresses found at Appendix 1 to 4 in Chapter 2 of this JSP
sn. Resolution of the deceased’s estate and the disposal of personal effects held on Service property.  (See Chapter 12).
so. Entitlement to remain in Service Family Accommodation (SFA).
sp. Obtaining a death certificate.
sq. Viewing the body where this is possible and/or appropriate.
sr. Visits to the site of the death; if appropriate.
ss. The role of the Service Personnel and Veterans Agency (SPVA) Welfare Manager.
st. Repatriation of the body (if overseas).
su. Funeral arrangements (see Chapter 11).
sv. Provision of headstones/urn plot marker.
sw. Pensions, Compensation and Gratuities  (the VO must liaise closely with SPVA)
sx. Financial Benefits (See sub paragraph k above).
sy. Agencies who can give emotional support.
sz. British Red Cross (BRC) (for PWs).
ta. Service Widow/Widower/Civil Partners Associations.
tb. Welfare Agencies.
tc. Progress of and arrangements for the release of the findings of any BOI
td. Continuity of Education Allowance
te. Local Authority Housing (if required).
tf. Forces Railcards.
tg. The SPVA Welfare Service will be able to assist with g, k, l, m, p and s. 
th. Resettlement entitlement which may if the criteria is met be passed to specific family members
 

08013. Guidelines.   Some guidance notes for VOs and a standard VO’s checklist are attached at Annex A.  These are to form the basis of any further guidance notes produced by NAs or single Services.

08014. Initial Visit.  The initial visit of the VO to the NOK (or EC) should normally take place within 24 hours of notification.  However before undertaking the visit it is important the VO has been fully briefed by the NA and spoken to the Casualty Notification Officer (CNO) in order to be aware of the latest facts and particular family circumstances.   On arriving at the NOK address, the VO should introduce themselves and explain their role.  It is recommended that they provide the NOK with a letter confirming this information, which should contain their contact details plus those of the JCCC.

08015. Support for the VO.  The Visiting Officer’s task is complex and  likely to be stressful.  It is important that Notifying Authorities, when they appoint VO’s, put in place adequate arrangements for their briefing, training and personal welfare support.  It is also important that the VO’s  Commanding Officer understands and takes account of the demands being made on the VO.

08016. VO’s Reports.  The VO is to produce an initial report to the Notifying Authority (NA) with a copy to the JCCC within 48hrs of the first visit.  The format is at Annex B.  A second “update” report is to be made immediately following the funeral and thereafter update reports are to be made monthly.  The format is at Annex C.  A final report is to be sent in the format at Annex D when it is agreed with the family and single Service lead authority that the VO’s job is complete.

08017. Change of VO.  Wherever possible, the same VO should provide support for as long as is required.  However, there may be occasions where a change is necessary, especially where the NOK has been accompanying the Service person in Northern Ireland or overseas and wishes to return to the UK.  In such cases the onus is initially on the NA to find a replacement by negotiating with another better placed potential NA from the lists at Annex C to Chapter 1.  However, the JCCC may be requested to assist if necessary.  When the VO does change it must be done in the full knowledge of the NOK/EC; a proper handover is to be arranged and the JCCC informed.   The SPVA, via the Welfare Manager, should also be notified of any change to ensure all compensation and pensions correspondence is delivered to the correct address. 

SECTION 6 - Notifying Authority

08018. The NA will have been appointed by the JCCC from the list at Annex B to Chapter 1.  

The NA’s role is to:

ti. Select the VO ( See 0805 for criteria)
tj. Ensure the VO is properly briefed and has the most up to date information including any information from the CNO.
tk. Ensure adequate training, supervision and support mechanisms are in place for the VO.
tl. Ascertain from the JCCC if the police have appointed a Family Liaison Officer (FLO) and pass on the contact details.  (see Annex A to Chapter 5 for the roles and responsibilities of FLOs) and brief the VO accordingly.
tm. Maintain close contact with the VO and provide assistance, guidance and advice as necessary.
tn. Ensure the JCCC and appropriate Single Service Lead Authority is kept informed as required.
to. Ensure the VO’s reports are completed and submitted as required.
tp. If the VO has to change arrange a replacement and ensure there is a thorough handover.

SECTION 7 - The Service Personnel and Veterans Agency (formerly the Armed Forces Personnel Administration Agency and Veterans Agency) 

08019. The Service Personnel and Veterans Agency   has a key role for deaths-in- service. The SPVA at Norcross, Blackpool administers the Armed Forces Compensation Scheme (AFCS) and the War Pension Scheme (WPS), and decides if death or injury is caused by service.  If death is caused by service their dependants will be eligible for benefits from either AFCS or the WPS (see Annex F to this chapter). 

Additionally for death-in- service, dependant benefits will also be available from the Service pension schemes administered by SPVA at Glasgow. They administer the Armed Forces Pension Scheme 1975 (AFPS 75) and Armed Forces Pension Scheme 2005 (AFPS 05) both which pay pension benefits to eligible dependants for death-in-service.  

08020. For all deaths-in- service the dependants (this can be - spouses, eligible partners, in a substantial relationship, of either sex or eligible children) of the deceased may receive some form of pension and/or compensation payments. The process of assessing eligibility to these pensions or payments will be carried out by the Service Personnel and Veterans Agency.   An additional consideration will be whether the death can be considered as caused by service, which can vary the levels of pension and compensation payments.

08021. The VO has an important role to play in this process and will be the point of contact between SPVA and the dependants. It is therefore especially important for you to work closely with the SPVA Welfare Manager in arranging an accompanied visit, or if overseas by liaising with the SPVA (WS) by phone prior to the visit.  They have a responsibility to provide you with full assistance and co-operation in providing advice and information regarding what financial benefits they will receive from the MOD for the death of their spouse or civil partner and undertake completion of appropriate application forms.  The Welfare Manager will brief the bereaved that the process within SPVA for this has commenced and that they will be informed by letter of their benefits as soon as is possible. No guarantees of entitlement should be given before confirmation is received from SPVA (Glasgow) for pensions and SPVA (Norcross) for compensation.  The Welfare Manager will have the role of co-ordinating the completion of the necessary paperwork to claim for pension entitlement and collecting information to take forward the compensation process. This paperwork will form part of the package supplied by the JCCC.  It is essential that the Welfare Manager establishes the dependant’s status, for example existence of a partner, who may have not been designated as Next of Kin or children of the deceased who could be living with a guardian. 

SECTION 8 - Support Agencies

08022. There are a considerable number of support agencies available to provide assistance to the bereaved following the death of a Service person.  A list of some of them is at Annex E.

SECTION 9 - Aftercare

08023. Once the funeral has taken place, the after care of EC/NoK and any other family members passes to the Single Service Lead Authority (SSLA), , the VO, must be prepared to act as the official, long-term point of contact with the family, linking in to the wider Service and civilian welfare support network and engaging experts, where necessary.  The SPVA Welfare Manager will be able to assist at this stage as they too will become a long term point of contact for the NOK/family members. As time moves on the family will become more responsible for their own decision making and problem solving.  However some support, guidance and assistance may well be required from the VO for a considerable time, this will be driven by the family and their situation under direction of the NA following authority being granted by the SSLA. 

08024. A diligent approach on the part of the VO and close co-ordination with the myriad of agencies involved are key elements to aftercare.  The VO should strive to establish a good rapport with the family, gain their confidence and ensure that they have the feeling of support that the situation demands.   It is essential that the VO achieves an appropriate balance between practical assistance, impartiality and compassion.  He or she should ensure that the family is able to use him or her as the conduit for questions they wish to raise with the Services or MoD and as the conduit for problem solving.  At no stage should a bereaved family feel they have been abandoned and left to solve problems, answer questions or to try and communicate with the plethora of confusing MoD departments and agencies on their own.

08025. Handover to SPVA Welfare Service.  Once it has been agreed that the family no longer requires the assistance of a VO there should be a formal handover to the SPVA Welfare Manager. This must be conducted with the full knowledge, understanding and agreement of the family.  The important principle is that the family should have a contact either within or associated with the MoD that they can contact in the future if they need any further assistance or advice.  This is to be noted in the VO’s final report (see Annex D) which is to be sent to the NA, with a copy to the JCCC. 

08026. Allowances & Finance Reference. Full details of all allowances can be found in JSP 752.

Annexes:
BL. Guidance Notes.
BM. VO’s Initial Report.
BN. VO’s Update Report.
BO. VO's Final Report.
BP. Support Agencies.
BQ. Armed Forces Compensation Scheme.
BR. Regional Directory for the War Pensioners Welfare Service
BS. Guidance to Casualty Notifying Officers (CNO) and Visiting Officer (VO) on Media      Aspects
ANNEX A to

CHAPTER 8 of

JSP 751
GUIDANCE NOTES FOR VISITING OFFICERS (VOs) 

These notes have been compiled on the basis that the most probable Next of Kin (NOK) to be assisted is the widow/widower/civil partner of a Serviceperson.  VOs who are appointed to advise NOK of single personnel should use the notes as guidelines but should seek advice from the relevant specialists where appropriate.

The term chaplain refers to an appropriate religious or ethnic faith leader who is able to advise and support the Family and Visiting Officer.

 A checklist of actions to be taken is at Appendix 1 to this Annex.

Section 1
General Guidance

Section 2
Death Certificates

Section 3
Viewing the Body/Funeral Arrangements

Section 4
Service Inquiries Release/investigation Procedure

Section 5
Service Families Accommodation
tq. SFA in GB
tr. SFA in NO & Overseas

Section 6
Housing General

ts. Local Authority Housing
tt. Housing Associations
tu. House Purchase

Section 7 
Financial Benefits

tv. Wills
tw. MoD Benefits
tx. Department of Work and Pensions Benefits
(1) Bereavement Payment
(2) Widow/widower/civil partnered Parent’s Allowance
(3) Bereavement Allowance
ty. Death Grant
tz. National Savings Certificates, Savings Bank Deposits and Premium Bonds
ua. Financial Advisers
ub. Forces Railcards
uc. Service Dependant’s Trust

i.   Military sponsored Insurance/Trusts e.g. Personal Accident Insurance (PAX)

Section 8
Assistance to NOK of Personnel Posted Missing Believed killed

Section 9
Death From unnatural Causes Overseas

Section 10
Medal

Section 11
Emotional Support

Section 12
War Pensioners Welfare Service (WPWS)

Section 13
Conclusion

Appendix:

237. Visiting Officer’s Checklist
238. Visiting Officer’s Guidance Leaflet
239. Visiting Officer’s Allowance Guidance Leaflet
240. Suggested Wording for Letter of Introduction
241. Visiting Officer Details Proforma

242. The Services place great importance on the after-care of EC/NoK partners and a VO is appointed to ensure that everything possible is done to help them adjust to life without the deceased and to prepare for the future. In essence, the VO's role is to act as the Service's focal point in offering assistance and advice to the EC/NoK and to be the conduit through which the EC/NoK can seek specific help or guidance; the latter should be on service-related issues in the main. With non service issues the VO should seek guidance from subject matter experts. The VO should assist the family and not actually take over any such tasks as them actually doing the tasks is part of the grieving process.
243. The role of VO, for which you have been selected, is a difficult task requiring a great deal of common sense and sensitivity. You are very unlikely to know the answers to the myriad of questions you will have to deal with over the next few months.  This guide is designed to help, but you will need to seek advice and guidance from the Notifying Authority who appointed you, your own Unit staff, the Joint Casualty and Compassionate Centre (JCCC) staff, Service Personnel and Veterans Agency Welfare Managers, welfare staff, the single Service aftercare support agency and various other experts.  You must make full use of them.
244. Unless you have been instructed by the NA who appointed you to delay your initial visit to the EC/NoK it must normally be made within 24 hours of the death notification. Before you contact the EC/NoK, you should ensure that you have been briefed by the NA and find out all the facts that you can. If possible you should also make contact with the Casualty Notification Officer (CNO) who broke the news of the death to the NOK. Study all available notes and acquaint yourself with JSP 751 especially Chapter 8. You should be aware that OC JCCC will forward a letter to the EC/NoK, through you, within 3-4 days of the death. This will include copies of relevant Department of Work & Pensions (DWP) leaflets, such as leaflet D49 - "What to do after Death". These leaflets contain much useful information concerning what benefits may be available and what needs to be done immediately after a death (e.g. who has to be notified, how to arrange a private funeral, probate etc). You may find it useful to obtain a copy of these leaflets yourself; however, the SPVA Welfare Manager should be brought in to act on these issues.
245. In your first visit you should explain to the widow/widower/civil partner that you have been appointed to help them until their affairs are settled. You should also give details (in writing) of yourself and your contact details (See Appendix 2) together with a brief summary of your role as VO (see Appendix 1). You should advise them that within a few days you will bring them a letter from the JCCC concerning grants, pension, compensation and gratuities that may be due to them. You will be available to assist them to complete the various forms that will accompany the letter. Acquaint yourself with them in advance so that you can confidently assist the widow/widower/civil partner. Remember that JCCC the SPVA can also be questioned on the forms prior to your visit. If you do not receive those letters in good time you must inform JCCC. Additionally, if a member of your own Service did not inform the widow/widower/civil partner of the death, you should explain why this was not possible (e.g. civil police used because of her location/speed of notification).
246. Bereavement can bring with it a variety of grief patterns that may require specialist counselling. Early advice/assessment should be sought from a Chaplain, Welfare staff or SMO on this aspect. A brief description of the accepted phases of grief is available at Annex B to Chapter 4 of JSP 751, but remembers each bereaved person behaves differently.
247. Chaplains have, as a result of their chosen vocation, a lot of experience in dealing with all aspects of bereavement, you may wish therefore to consult with them at an early stage, particularly for advice on any special requirements of the deceased’s faith or religion. You should ensure that they have been informed of the death, try to avoid conflicting visits and continue to exchange information that may help both of you in your work. Whilst the chaplain's primary role is to provide pastoral support, most are capable of carrying out initial bereavement and general counselling. Chaplains are also ideally placed to advise both you and the NOK on the practicalities of viewing the body and will normally offer to accompany the NOK on such visits. The involvement of the chaplain should therefore not be underestimated.  Their training also means that they may well recognise that the widow/widower/civil partner needs bereavement therapy as opposed to counselling in the longer term and can liaise with the SMO to organise more specialised help. The chaplain may also provide counselling to other members of the family who may need support and/or grief counselling.
248. The information from paragraphs 12 onwards should help you answer the widow/widower/civil partner’s enquiries although more detailed and specific answers can always be investigated subsequent to each visit. All pay, service allowances and centrally recovered charges cease from the day following the date of death but other benefits are commenced. The payment of Continuity of Education Allowances may continue beyond the date of death. You should check with your admin staff for the latest rules. You must ensure, however, that you obtain a briefing on the pay and allowance situation from your NA or the Deceased Estates section of JCCC prior to your initial visit to the widow/widower/civil partner. You need to be able to inform the widow/widower/civil partner of her immediate financial situation without going into too much detail. Do not forget to make a note of the Serviceperson's service number, National Insurance (NI) number, tax code and address of his tax office (Ty Glas, Cardiff).
249. Dress.  You will be representing your Service and your dress should show the Service’s respect for the deceased.  You should discuss it with your NA.  For your first visit it is likely to be a suit or uniform although thereafter smart civilian clothing may be more appropriate, depending on the circumstances and location of the widow/widower/civil partner. 
250. Diary of Actions. It is essential that, from the date of your appointment until the date the widow/widower/civil partner’s affairs are settled, including inquest if appropriate, you maintain a diary of action. The diary should record in chronological order all contacts with and visits made to the widow/widower/civil partner and any other action taken by you on her behalf. Regular reports are also to be made to the NA / JCCC using the forms at Annexes B & C to Chapter 8 of JSP 751. On completion of your duties a copy of the diary of action enclosed on the deceased's personal file, and the single Service Lead Authority. The original together with the sequential checklist (see below) is to be forwarded to JCCC with your final report (Annex D).
251. Checklist.  There is a useful checklist list at Appendix 1 to this Annex.  It is not exhaustive but provides guidance in carrying out your job.  By completing the dates you will also have a useful record of when certain things were done. 
252. Confidentiality.  It is essential that throughout your assistance you keep the widow/widower/civil partner's financial and personal circumstances confidential. If you have reason to discuss their financial affairs or personal circumstances with anyone, you must seek their permission first.
Death Certificates
253. Death occurring in the UK. When the Serviceperson's death occurs in the UK a death certificate is obtainable from the Registrar of the district in which the death occurred (details are in the local telephone directory or available at the Post Office). However, if the widow/widower/civil partner has any difficulty you should contact the deceased’s last Unit for assistance.
254. Death Overseas. When a Serviceperson dies overseas, and there is no local Registering Officer for UK forces, OC JCCC can register the death on receipt of Form ORS3 and will arrange for a certificate to be sent to the widow/widower/civil partner. If there is any difficulty you should inform the JCCC.
Viewing The Body / Funeral Arrangements
255. Where death was unexpected, or did not occur in their presence, the NOK may wish to view the body.   On your initial visit you should ascertain whether the family in particular who intends to view the body and, if no arrangements have been made, offer to liaise with the Undertaker / Coroner (where appropriate) to determine whether this is possible.  If viewing is not recommended, this information has to be conveyed sensitively to the NOK and family you may find it helpful to request assistance from the Coroner/ Family Funeral Director or chaplain when performing this task. Where a body can be viewed, chaplains may, on request, accompany the family and are ideally placed to offer advice and support.  The final decision on viewing the body and arrangements for doing so rests with the NOK.
256. In certain circumstance such as aircraft accidents / explosions, not all of the body may be immediately recovered. Prior to finalising the funeral arrangements you should liaise with JCCC staff / the Undertaker and Coroner to establish whether recovery was complete, and if any body parts have been withheld or remain to be identified. If there is any possibility of any further significant body parts (not tissue samples) being returned to the family at a later date, this information should be conveyed sensitively to the NOK.  The aim is to be open and honest with the family without causing any unnecessary distress. The Coroner’s officer will usually offer to brief the family on this issue in your presence. However, you could also consider asking the Unit / family chaplain for assistance with this delicate task  
257. The options available to NOK regarding funeral arrangements and entitlements are listed in Chapter 11 of JSP 751. with further advice contained in the Annexes to the letter issued to you by the JCCC Deceased Estates Office on your appointment as a VO.  You should familiarise yourself with the contents of this Chapter and should be prepared to discuss in detail the advantages and disadvantages of the various options available, before discussing the matter with the widow/widower/civil partner, you should consider asking the advice of a Chaplain (particularly if he is likely to be conducting the service) and the NA. 
Service Inquiry Release/Investigation Procedure
258. Dependent on the circumstances and cause of death, it may be the case that an associated Board of Inquiry (BOI) is convened. VO’s should seek clarification through single Service routes, see contact details listed below.
ud. Navy – Fleet NLM WS - Tel No 9380 27329/27362 
ue. Army – PS4(Army) Inquiries & Aftercare Support Cell (AIASC) – Tel No 01980 618284/8104Upavon Mil 94344 8284/8104Fax ext 94344 5563
uf. RAF – Officer Commanding Personnel Management Squadron) OCPMS at unit level.
259. Only if the family ask specifically will the VO respond with information on the BoI and the service reason for the BOI should be stated clearly, the NOK should be advised that this is likely to be a lengthy process.
260. In the light of experience, particularly if there is press involvement or some initial inference of error or negligence, the whole Service Inquiry can be a highly emotive subject to next of kin. The role of VO is strictly confined to the actions listed above and under no circumstances is he/she to speculate or debate, informally or otherwise, on what might be contained within the Report. Again, experience has highlighted that the "apparent" time delay in producing reports causes considerable distress, especially as it may be that the completion of a Coroner's Inquest may also be delayed pending the completion of the Service Inquiry. The "time" factor will, therefore, need careful handling and explanation.
Service Families Accommodation
261. Service Families Accommodation (SFA) / Substitute Service Families Accommodation (SSFA). One of the main worries of a new widow/widower/civil partner in SFA/SSFA is likely to be “can I stay in my service accommodation?”  The message to convey in the immediate aftermath of a fatality is that “the family of individuals who have died in service may remain in their SFA for as long as they need to in order to assess their longer term housing requirements.”  See JSP 464 Tri Service Accommodation Regulations (TSARS) Part1 Chapter 4 Annex C for current regulations.  Charges in lieu of Council Tax (CILOCT) may be abated by 25% for single occupancy. Guidance on the rules regarding longer term occupancy of SFA is outlined below. 
262. SFA in GB
ug. Following a death in service of the Service Licensee, the bereaved spouse/civil partner should be offered an entitlement to stay in their SFA/SSFA for a 2 year period to enable them to determine their longer term housing requirements.  Retention of SFA may be extended beyond the 2 year period at the discretion of the Local Service Commander in consultation with the respective welfare, medical and educational authorities and the DE – housing Directorate (DH-HD).  The bereaved spouse/civil partner will pay entitled SFA charges for the type and grad of SFA occupied (which may be liable to change as result of a 4 Tier Grading Board and or the annual AFPRB round). See JSP 464 for further guidance.
uh. Where during the period of entitlement the DHE requires the SFA occupied by a bereaved spouse/civil partner for upgrade or disposal purposes, or the lease is terminated on SSFA, the bereaved spouse/civil partner should be provided with alternative SFA/SSFA of a similar type at the same location. Appropriate relocation expenses (furniture removal and the appropriate rate of disturbance allowance) will be paid.
263. NI & Overseas.  Bereaved families based in Northern Ireland or overseas locations have the choice of repatriation to GB, or remaining in theatre.  See JSP 464 for specific guidance.
Housing
264. The widow/widower/civil partner may be concerned about housing when they leave their SFA.  The organisation specifically established to help in such matters is the Joint Service Housing Advice Office (JSHAO) (tel: 94331 2575).  They can advise on the various options. 
265. Local Authority Housing. If the widow/widower/civil partner wishes to apply for local authority housing you should offer to help complete the application form. If the Local Authority is uncooperative you should seek assistance from JSHAO. You may need to ask the widow/widower/civil partner for details of any local connections they have or have had with the area in which they wish to settle and for the names, addresses and relationships of relatives who live in the area. JSHAO will contact the local authority concerned asking them to consider allocating the widow/widower/civil partner a house as a matter of priority.
266. Housing Associations.  Housing Associations are a source of affordable rented housing.  There is a MoD Nominations Scheme specifically to help people leaving the Service and this is run by JSHAO who will be able to provide expert advice. 
267. House Purchase. If the widow/widower/civil partner wishes to buy a house again JSHAO can provide much information and advice.  You must not give the impression that Service Benevolent Funds will automatically provide financial assistance. However this is an avenue that may be pursued and you should contact the relevant Benevolent Fund Secretary for more advice. 
Financial Benefits
268. Wills - Service personnel are encouraged to make a will. Whilst there is no requirement to store any will with the MoD, individuals can make a simple will using MoD Form 106.  The decision to make a will remains a matter of personal choice.
269. Following your appointment to the role of VO, you should check with the JCCC Deceased Estates and parent unit to see if there is any record of a MoD / Service will having been made.  Any Service will held locally should be sent Recorded Delivery to JCCC (Deceased Estates). (JCCC staff will check with the Document Holding Centre in Glasgow and arrange the recall of any will held there). Irrespective of whether a Service will is located, you should make discrete enquiries with the NOK to ascertain if they are aware of any private will (which may predate, or supersede, a Service will) .If such a will exists, ask for details of the executor and forward these to JCCC (Deceased Estates).
270. Ministry of Defence benefits. Application forms for the benefits outlined in Annex F will be delivered by the VO as part of the pack issued by the JCCC.  These payments do not form part of the deceased estate.  It is the responsibility of the SPVA Welfare Manager to deal with the application form.  They will assist the bereaved with the completion of this form and will take responsibility for sending the completed application form to SPVA Norcross and copy the form to SPVA Glasgow.  In the event that there is no SPVA Welfare Manager and this would only occur when the bereaved resides overseas, the VO must take responsibility for assisting with the completion of the application form, the VO must send the form to SPVA Glasgow who will ensure that a copy is sent to SPVA Norcross.
271. Department of Work & Pensions Benefits.  There are 3 types of bereavement benefits that are additional to the MOD benefits.  Liaise with the Welfare Manager who will either advise the bereaved family or make contact with the local Social Security office of the DWP nearest to where the spouse/civil partner/surviving adult dependant is living; the address will be in the telephone directory (look under Benefits Agency, Job Centre Plus, on DWP web-site) or obtain from the Post Office or Citizens’ Advice Bureau.  Claims for the benefits listed below should be made on Form in the Bereavement Benefits Claim Pack, a copy of which is sent to the spouse/civil partner/surviving adult dependant with the letter referred to in para 6 (additional copies can be downloaded via DWP web-site). The form should be sent or taken to the local office of the DWP.  Briefly, the benefits are:
ui. Bereavement Payment. This is a single tax-free payment of £2000 (As at 1 Oct 2003) payable immediately to widow/widower/civil partners under age 60 where the spouse/civil partner has met the required NI contribution conditions.
uj. Spouse/Civil Partner/Surviving Adult Dependant Parent’s Allowance.  This is a taxable weekly benefit payable after the death, provided they have at least one child for whom they received Child Benefit, or is expecting a child. 
Or
uk. Bereavement Allowance. This is a taxable weekly benefit payable for 52 weeks after the death, as long as the widow/widower/civil partner is aged 45 or over, and meets the conditions laid down. It replaces the Widow/widower/civil partner’s Pension.
ul. Resettlement entitlement.  The individuals’ entitlement to resettlement may be transferred to a legitimate member of the family under guidance from the Service Education Centre resettlement desk. 
For advice and information on any other aspects of benefits, pensions, National Insurance contributions etc you should speak to the Welfare Manager who will talk to your local Social Security Office for further advice.
272. Death Grant. Help for people on low incomes, who are faced with funeral expenses for a close relative, is now made through the Social Fund. Applications for help from the fund can be made by people on Income Support; Income based Jobseekers Allowance, Working Families Tax Credit, and housing or council tax benefit. Applications should be made on Form SF 200 available from Job Centres or on DWP web site.
273. National Savings Certificates, Savings Bank Deposits and Premium Bonds. To cash National Savings Certificates, Savings Bank Deposits or Premium Bonds that are in her husband's name, a widow/widower/civil partner must complete Form SB4 available from any Post Office or BFPO. The completed form should be sent or taken to the Post Office or BFPO with a copy of the death certificate.
274. Financial Advisers. If financial advice is required, the widow/widower/civil partner should be advised to use a reputable Independent Financial Adviser. The Financial Services Act dictates that all financial agents/consultants selling regulated investment products (including life assurance, savings plans etc) in the UK must be members of one of the self-regulatory organisations, the principal body being the Personal Investment Authority (PIA) formed by the merger of FIMBRA and LAUTRO.
275. Forces Railcards. As a special concession, the Association of Train Operating Companies (ATOC) has agreed that widows/widowers/surviving civil partners and dependant children of a deceased Service person may retain the use of purchased railcards for the remainder of the valid period, until the expiry date of the card.  There after, HM Forces Railcards can be obtained by war widows/widowers (under the age of 60) and their dependants through the Royal British Legion at a cost of £2.50. The eligibility criteria are as for Service personnel with the additional proviso that those claiming (including dependants) are in receipt of a Forces Family Pension. Further details can be obtained from:
Pensions Department/Railcards

The Royal British Legion

48 Pall Mall

London

SW1Y 5JY

Tel: 0207-973-7235
276. Relevant Service Dependant’s Trust.  Discretionary Grants may be made irrespective of cause of death from relevant Service Trusts.

277. Sponsord Trust/Insurance/Saving Schemes.  The VO should ascertain if the deceased was a member of any Service sponsored Trust, Insurance sor savings scheme for which benefits may be due on death, such as Military Assurance Trust, Forces Safeguard, Army Foundation Savings Plan (AFSP) PAX stc.

278. Assistance to NOK of Personnel Posted Missing Believed Killed. In the event of a missing Service person full pay and allowances will continue to be paid until death is presumed to have occurred or been confirmed.  There is no recovery of any payments.  The VO should contact the JCCC and NA for guidance.
279. It is important that you maintain regular contact with the NOK during the very difficult period when they are waiting to learn whether the Serviceperson is alive or dead, and provide all the help and support you can.
280. Medals. The VO is to liaise with the individuals unit / MoD Medal Office over any medals due to the deceased in respect of their service, and if requested (by NOK) arrange to display the medals at the funeral. Any medals found on MoD property or in the possession of the deceased should be sent by registered mail /recorded delivery to the JCCC (Deceased Estates Office)
.  The JCCC will arrange for the medals to be mounted and returned to the VO to pass to the NOK. Where the identity of the individual entitled to receive the medals is uncertain / contested, the JCCC must pass the medals to the executor of estate to decide on disposal.
281. Medal Presentation Preparation by the Medal Office
um. Medals will be provided "Swing Mounted" and not court mounted and will be despatched to the family through the VO in a black presentation case with the Crown embossed on the lid. If families request to have the medals court mounted, or any variance of, they should discuss the matter with the VO who will need to approach the soldiers unit to request they cover the costs of doing so. The VO should consult with the unit and Medal Office to ascertain the availability and delivery timescale to ensure that the delivery meets the need. 
un. The Medal Office can court mount medals but this requirement needs to be made clear to them by VOs as it is not standard practise. The best approach to guarantee the quality of work would be for the unit to have all medals court mounted by a military tailor. Note that once medals are court mounted, they will not fit in the black presentation case. 
uo. The Medal office does not provide glass fronted presentation cases with which to display medals on the wall. They also do not provide replica medals. Both items can be obtained from medal dealers.
282. Emotional Support. In Chapter 8 Annex E of JSP 751 is a list of organisations, both Service and national, which can provide assistance. The widow/widower/civil partner should be encouraged to contact any that they feel can be of use to them. Specific mention should be made of the Widow/widower/civil partners’ Associations that exist to provide comfort and support to new and existing Service widow/widower/civil partners. All members have been bereaved and new widow/widower/civil partners often find it reassuring and useful to talk to and meet others in a similar position. You should then ask if the widow/widower/civil partner would like their contact details including, if they wish, their telephone number, passed on to the Association. They may not be receptive in the first instance, and you may need to repeat the offer at a later date.  SSAFA-FH will also be ready to assist any Service widow/widower/civil partner; again, seek the widow/widower/civil partner's permission before you give their name to SSAFA-FH who will then make contact and advice what assistance they can give.
283. SPVA War Pensioners Welfare Service (WPWS).  SPVA WPWS officers are available to provide advice on the War Pensions Scheme and the Armed Forces Compensation Scheme.  In addition to this the  WPWS can be called on to help with any welfare problem and provide advice or a gateway for help to resolve general benefit issues, disability needs issues, employment difficulties and issues of social isolation requiring involvement of Government Agencies. The use of such officials and engagement of SSAFA-Forces Help and Service Welfare organisations should allow the VO to gradually reduce their contact with the family, whilst ensuring the widow/widower/civil partner does not feel abandoned.
284. Single Service Lead Authority (SSLA). Each service has a focal point for dealing with policy issues and family inquiries in the medium to long term. The JCCC pass the responsibility for the case to these agencies immediately following the funeral. The single Service Notifying Authorities are directly responsible to their SSLA but must maintain an information flow to the JCCC. The SSLA's are as follows:
Royal Navy & Royal Marines - FLEET Naval Life Management & Naval Casualty Branch. The Naval Base Portsmouth Hanta -Tel: 02392727351 between 9am to 5pm Mon to Friday
ARMY - Personal Services 4 Army Inquiries & Aftercare Support Cell. AGHQ Trenchard Lines Upavon Wilts - Tel: 01980615567 between 9am to 5pm Mon to Friday
RAF - Air Personnel Policy & Community Support Unit. High Wycombe Buckinghamshire - Tel: 01494 495433 between 9am to 5pm Mon to Friday
Conclusion
285. If you encounter any problems not covered by these notes you should seek immediate advice from your NA. If they are unable to resolve the problem, you should contact the relevant casework officer at the JCCC or SSLA for advice.
286. You must always keep your Commanding Officer informed of the progress being made and of any difficult problems being encountered.
287. It cannot be emphasised sufficiently that the most important aspect of the follow-up phase is a diligent approach on your part and successful co-ordination with specialist agencies. Underpinning this, it is essential that you establish a good rapport with the widow/widower/civil partner, gain their confidence and ensure that they have the feeling of the support that the situation demands. It is essential that final decision-making on issues remains with them and that you achieve an appropriate balance of providing practical assistance in a compassionate manner without straying into "mollycoddling".
288. Finally, the task is a difficult one and you may not always feel in control of the situation. Do not be afraid to ask for help and support if you feel you have a need. Your CO and unit staff, the NA, the Chaplain, the SMO, JCCC staff, your Service Welfare staff, SPVA, SSAFA volunteers and others are all there to assist you and will probably have faced similar situations in the past. You cannot expect to remain unaffected by close involvement with the widow/widower/civil partner's grief. You can, however, do the necessary work to the best of your ability by observing as much of the above as possible, and remember, it will be largely through your actions and approach that the Service will be judged. 

Appendix:

289. Visiting Officer’s Checklist
290. Visiting Officer’s Guidance Leaflet
291. Visiting Officer’s Allowance Guidance Leaflet
292. Suggested Wording for Letter of Introduction
293. Visiting Officer Details Proforma

 

APPENDIX 1 to

ANNEX A to

CHAPTER 8 OF

JSP 751
VISITING OFFICER’S CHECKLIST

To be used in conjunction with the VO Guidelines

294. Before First Visit

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	1
	Ensure you are familiar with Chapter 8 to 12 of JSP 751 
	
	
	

	2
	Contact Notifying Authority (NA) and CNO for: 

a. Full Brief on details of the case. including details of the deceased family and first name of the casualty for example.

b. How was widow/widower/civil partner notified of death  

c. Details of immediate family. 

d. Briefings on pay and allowance situation and take a note of the Serviceperson’s details.

f. Check whether the family lives in Service accommodation and whether any children are in boarding school.

g. Check if a BOI is to be convened.

h. Is there likely to be a Coroners inquest?

i. Advice on whether Chaplain has been informed/visited NOK?

j. Advice on funeral options.


	
	Note if there are children from a previous marriage or previous relationship, stepchildren or unmarried partner

If appropriate, ensure that you understand the effect of death in Service on family quarter occupancy and entitlement to see JSP 464 Continuity of Education Allowance (BSA) see JSP 752

If yes, see para 28 for details of what  information can be released to NOK and when.

If yes, advise that the Royal British Legion can advise on legal representation. (Mr James Bond, Tel 0207 973 7220)

Liaise with Chaplain/Local clergy to ensure aware of death and establish their involvement to date. Chaplain will also be able to brief / advise on funeral. 
	Service number:

…….…………………………………..……

NI number:

…….………………………………….……

Tax code: 
……….……………………………………
Tax office:

.………………………………………….…

	3
	Speak to CNO to establish how the NOK reacted.
	
	Has the family mentioned any immediate concerns?  Are any family members or close friends available to help?
	

	4
	Write letter to widow/widower/civil partner/NOK explaining your role as VO.
	
	See Appendix 4.

Take letter on first visit.


	Send copy to JCCC

	5
	Telephone or write to widow/widower/civil partner/ NOK to arrange appointment within 24 hours of death notification.
	
	
	

	6
	Check whether the deceased was a member of a Service Dependants Fund.  If so, how much the grant is and when it will be paid.  (Note: check if beneficiary is NOK or another individual).
	
	This money is not part of the deceased’s estate and is paid directly to the named beneficiary, usually within 48 hours. Where applicable, the cheque should be paid into an account in the widow’s name. It may be necessary to open a new account.
	

	7
	Establish who is responsible for the deceased’s effects.  Contact them and offer your assistance in dealings with NOK and suggest you deliver the letter of introduction explaining role and responsibilities.  Ask to be kept informed of any difficulties that may arise in disposal of estate.
	
	Personal effects are to be collected and stored in accordance with single Service procedures set out at the Annexes to Chapter 12 of JSP 751.  They may also be retained by the Police (SIB or civil) in connection with their investigations see Annex D to Chapter 12 of JSP 751. Only the JCCC Deceased Estates Office (95471 6323/6301) should authorise the release of effects held by the Service authorities.
	


295. The First Visit – Usually carried out 24 hours after death notified. 

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	8
	Introduce yourself and explain that you have been appointed to provide practical support and advice and help resolve any problems that may arise following the death.  Hand over the letter detailing who you are and what your role is. Letter should include names and phone numbers of Notifying Authority and JCCC in case you are not available.
	
	Make sure you include clear contact details in the letter
	

	9
	Explain the options available for repatriation if applicable.
	
	See Chapter 9 of JSP 751.  Be aware that provision is made for up to 7 family group members to attend repatriation in the UK at public expense.  


	

	10
	Explain that you are able to arrange a Service funeral if that is what NOK want but suggest you discuss on next visit


	
	Do not press NOK on funeral arrangements on first visit, offer to help with arrangements but let bereaved have time to consider options.  See Chapter 11 of JSP 751.
	

	11
	If the family is in service accommodation, be prepared to discuss tenure.


	
	Reassure widow that she can remain in SFA for as long as she needs to.  Try to avoid going into too much detail at this stage The key point to convey is that a service widow can remain in accommodation whilst longer term accommodation requirements are resolved. 
	

	12
	Advise NOK that they will receive a letter within the next day or two from OC JCCC enclosing forms and advice on claiming grants, pensions and gratuities that may be available, and that, you will be arranging for the Welfare Manager to visit shortly.
	
	Explain that SPVA will automatically be assessing if death was caused by service and whether benefits can be paid from the AFCS in parallel with AFPS considering pension benefits.  You will be liaising with the SPVA Welfare Manager who will be able to provide you with assistance in completion of the relevant application forms and advice on pensions and compensation.  This will be done in the form of an accompanied visit.
	

	13
	If the deceased was in receipt of any Continuity of Education Allowances, be prepared to answer questions on CEA.
	
	
	

	14
	Has a death certificate been obtained?


	
	If death has not been Registered offer to assist NOK. Be prepared to register the death and obtain a certificate from local Registrar. 

If death occurred outside the UK.  JCCC or the appropriate Service Registrar will register the death on receipt of relevant details from Unit in theatre.
	If death occurred overseas, JCCC/Registering authority will need to know place of birth of casualty (Town & Country).  As this information may not be readily available from electronic records, if the death occurs overseas, the VO should make enquires with the individuals unit (or NOK) and pass the details to the JCCC.

	15
	Did the deceased make a will?
	
	It is important to establish the existence and whereabouts of a will.  Check with the JCCC 95741 6323/6301 to establish if a Service will is held, if not, at an appropriate moment, check with NOK to see if they know if a will is held elsewhere (Bank/solicitor/home).  Ask them to pass you the contact details for the executor so that you can forward them to JCCC Deceased Estates.
	


296. After First Visit

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	16
	Phone the JCCC (during working hours) and complete an Initial Report as soon after the visit as possible.
	
	See Annex B to Chapter 8 of JSP 751


	

	17
	Where appropriate (such as incidents/accidents where body is likely to have 

suffered major trauma) liaise with JCCC or Coroner/Undertaker to establish if complete body recovered or if any likelihood of further body parts being returned at later date.

Army Only: Contact the 

Army  Inquiries & Aftercare Support Cell
 and open dialogue with the case officer

Contact the SPVA Welfare Service and provide the Welfare Manager with a 

brief overview of the case 
	
	If there is any possibility of further body parts being recovered at a later date, or if incomplete recovery made, information should be conveyed sensitively to NOK.  Coroner’s officer may be willing to brief family.  If not, Unit/family chaplain may be able to assist with this delicate task.

A dedicated Welfare Manager will be able to assist with the completion of forms, investigating benefits available and act as a gateway service to organisations that may be able to help the customer.  This should be done in the form of an accompanied visit.  This will be the start of a long term relationship between the customer and the Welfare Service, who will be available for a long as the customer requires them.

Full details of who the Welfare Manager is and their contact details for a specific postcode area can be found at Annex G
	



297. Second Visit – Usually carried out within 48 hours of death notification

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	18
	Confirm repatriation arrangements if applicable:

Date and Location inc facilities.

Who will attend.

Allowances for attendance.
	
	See Chapter 11.
	

	19
	Confirm funeral requirements with NOK:

a. Service or Privately funded funeral.

b. Burial or Cremation.

c. Location of funeral.

d. Date of funeral.

e. Funeral Director.

f. Is Service involvement required?

g. Hat/Medals on coffin?

h. Wreaths or Donations?

i. Memorial Service? 
	
	The decision of the NOK whether or not to have service honours rendered at the funeral does NOT effect the entitlement to a Service funeral at public expense. 
Funerals should not be arranged until the body has been released by the coroner.


	If the NOK desire  burial of a serving relative in a Commonwealth War Grave Commission maintained plot in a Council/Church cemetery, you must contact the CWGC without delay; before giving any commitment to the NOK, to establish whether it will be possible to accommodate the family’s wishes.  Telephone: 01628 507200.  (JSP 751 paragraph 1121 chapter 11 refers)
Check with the family if they wish to have representation from The Royal British Legion at the Funeral Service. 
Contact details:

Royal British Legion 

www.britishlegion.org.uk
Tel:  08457 725 725 (For details of local branch contacts)

	20
	Check if NOK wish to view body. Offer to speak with Undertaker/Coroner (where appropriate) and JCCC to see if this is possible/advisable 


	
	If it proves necessary to inform NOK that body is not suitable for viewing, it is recommended that the undertaker or Unit/Family chaplain accompany you on visit to assist with the briefing of the family. Ascertain if the Chaplain or undertaker will also be willing to accompany NOK when viewing the body. Liaise with Chaplain over arrangements.
	

	21
	Service Dependants Funds.  

Where NOK was the nominated beneficiary of a Service Dependants Fund, make discrete enquiries with NOK to establish if they have received a letter or payment.
	
	If payment due and not paid alert JCCC staff


	

	22
	Where NOK choose a Service funeral inform Unit that appropriate arrangements should be made under the terms of funeral contract.
	
	
	

	23
	If Service involvement  requested at funeral  liaise with Unit  over :

a. Funeral Ceremonial:

- Coffin bearers

- Wreath bearers

- Church ushers

- Firing party

- Car door openers

b. Ordering of Wreaths:
	
	Brief / liaise with Stn / family chaplain over arrangements.  


	


298. Third Visit

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	24
	Ensure NOK are briefed / content with funeral arrangements.
	
	For a list of admissible expenses for a Service funeral see Annex E to Chapter 11.
	Liaise with Unit/Divisional HQ and undertaker over billing arrangements for a Service funeral.  Ensure arrangements are put in place to meet any non-admissible expenses, either directly by family.   (Family receive a £500 grant from MoD to help refund costs), or with prior agreement of CO from non public funds.

	25
	Deliver folder and all documentation from JCCC within 3-4 days of death. Forms accompanying letter offer advice on claiming Pensions / gratuities and Compensation arrangements. Unless NOK wish to pursue immediately, detailed discussions should wait until after funeral. The VO should bear in mind that SPVA are required to pay some means of pension benefit to an eligible dependent within 30 days from date of death.
	
	Folder includes copies of relevant Dept of Work & Pensions (DWP) leaflets. Familiarise yourself with all pension gratuities application forms and information in DWP leaflets and SPVA booklet 
	


299. After Third Visit

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	26
	Liaise with single service authority  holding the deceased effects /JCCC over the return of personal items of sentimental value held on Service property.
	
	Arrange to be present when personal effects are delivered. See Serial 41 below


	


300. First Visit after Funeral

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	27
	Working with the SPVA Welfare Manager, offer to assist widow with claims for pension/ gratuities, Compensation etc


	
	Contact SPVA For any specialist advice that may be required.  (The Welfare Manger should however be able to provide any information required)

	SPVA Helpline: (0800 169 2277)

	28
	Raise Burial/Cremation Report

(See JSP 751 Chapter 11 Annex C) and send to JCCC Deceased Estates Office.
	
	Where the family elect to have a private, rather that a Service funeral, ask the family for a copy of receipted bill and forward with the return.
	

	29
	Bereavement will affect people in different ways. Explain to widow that bereavement counselling is available if they require it.  (Call on the appropriate Service Welfare organisation / Chaplain for help and advice)
	
	See contact details at Annex E of chapter 8 of JSP 751 of Service and non-Service agencies that can assist. 


	

	30 
	Army   appointed VO should make contact with the Army Inquiries & Aftercare Support Cell (AIASC) as the case now passes from the jurisdiction of the JCCC to the AIASC the single service lead authority.
	
	Contact with the AIASC can be through 

Tel: 01980 618482/8104/5567 FAX 5563

or

94344 8482/8104/5567

FAX 5563
	The AIASC desk officer will give a brief on the contact process and responsibilities of the JCCC, NA and AIASC following the funeral.


301. Subsequent Visits

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	31
	a. When a BOI has been convened, outline the procedures to the widow at an early opportunity.

b. Explain that a BOI can take some time (months) to complete.
	
	Clarification should be sought from single Service NAs
	

	32
	Contact the JCCC/NA for details/date of any Inquest/Fatal Accident Inquiry. Advise spouse/civil partner/surviving adult dependant of outcome.
	
	Ensure NA staff are kept informed of developments.


	

	33
	Where appropriate, check whether spouse/civil partner/surviving adult dependant has received letters from :

Service Benevolent Fund.

Relevant Service Widows Association

SPVA Pensions (use Welfare Manager to further enquiries).

d.  SPVA Compensation (use Welfare Manager to further enquiries).
	
	If expected letter has not been received liaise with appropriate organisation /JCCC.

Usually write offering support and assistance within 7-10 days of death.

Write to through JCCC/ Visiting Officer within 14 days of death.

Will advise spouse/civil partner/surviving adult dependant  of pension entitlement / gratuity (nominee) due.

Will advise NOK of pension entitlement/gratuity (nominee) due.

To inform spouse, widow/widower/civil partner or children as appropriate of benefits that are due
	


302. Other Actions

	No
	Action to be Taken
	Date of

Action
	Remarks
	Notes

	34
	Record in a diary all contacts with the spouse/civil partner/surviving adult dependant and any actions taken on her behalf, by telephone or in person
	
	Include copies with your regular reports (Chapter 8 of JSP 751 refers)


	

	33
	Liaise with unit, NA and SPVA and Service Welfare organisations over any specific welfare issues


	
	Consider calling a local case conference with all or some of following: NA / Padre / Unit/ Welfare staff/ SPVA Welfare Manager to discuss any specific issues raised by widow and ensure all parties are aware of widow’s requirements / concerns
	

	35
	Medals.  “Liaise with the MoD Medal Office at Innsworth  and the Individuals Unit to establish if any medals are outstanding and the arrangements for issuing them.  Any medals found on Service property (excluding SFA), or in the personal possessions of the deceased, should be sent (via registered post / recorded delivery) to JCCC Deceased Estates Office, who will forward them to the Medal Office for mounting.”
	
	Where family circumstances are complicated, unless there is a clear entitlement of one individual to the medals, JCCC Deceased Estates staff will arrange for the medals to be returned to the executor of estate.


	

	36
	After 1 month re-iterate to the widow your role and summarise the main areas you have covered since your appointment as VO. You may wish to be aware of significant anniversaries or other family events in the early days (e.g. deaths of close relatives).
	
	
	

	37
	Some 4-8 weeks after death you may be asked to ascertain NOK wishes with regards to headstone / marking of grave or an entry in a book of remembrance (following Cremations).  

Liaise with NOK/JCCC over NOK’s wishes regarding inscription / erection of headstone or wording on Urn Plot Marker/book of remembrance.


	
	Letter will only be issued where individual had a Service funeral/cremation. (If letter not received within 2 months of death, check progress with JCCC Memorials & Graves (on 95471 6063/6304).  In the majority of cases, and assuming prompt return of the headstone schedule, the stone should be erected over the grave within 6-7 months of a death.

Where NOK elect to have a private funeral and claim appropriate Funeral Grant from MOD, provision and erection of headstone is at their own expense.
	The JCCC will supply a photograph of a Service Headstone or UPM, but to help ensure a military memorial will meet the NOK approval/expectations, the VO should consider taking the NOK to see a service headstone/UPM in situ in a local cemetery.

	38
	Ascertain if the spouse/civil partner/surviving adult dependant is content to be contacted by the appropriate Service Widows’ Association and inform them accordingly.  


	
	
	

	39
	Liaise with SPVA Welfare Manager over progress of payment of compensation from AFCS.  The SPVA Welfare Manager will hasten the progress with SPVA Norcross.


	
	The SPVA (Norcross) will deal with a case as soon as possible.  They will however take longer if death is subject to investigation in the form of an Inquest, Board of Inquiry or special investigation as payment may be dependent on outcome.  [SPVA Helpline (UK only) 0800 169 22 77].  The Welfare Manager will be ale to assist with provision of update/progress in respect of compensation and pension issues.
	

	40
	Give NA and JCCC regular updates (monthly) post-funeral using the VO’s Update Report format.
	
	See Annex C to Chapter 8 of JSP 751
	

	41
	Personal Effects of the deceased are to be passed to the executor or family through the VO this will include items in the possession of the SIB/Police as well as those collected and prepared by the Committee of Adjustment.
	
	JCCC Deceased Estates have primacy.

Preparation of effects should follow the NOK wishes as far as possible.

See Chapter 12 of JSP 751
	

	42
	When you consider your role to be at an end discuss it with the NOK, NA and SPVA Welfare Manager and arrange a handover to SPVA if NOK is in agreement.  Complete the VO’s Final Report
	
	See Annex D to Chapter 8 of JSP 751
	


	Casualty Details


	Next of Kin Details



	Surname:
	
	Surname:
	

	Forename:
	
	Forename:
	

	Name Known by:
	
	Name Known by:
	

	Rank
	
	Address
	

	Number
	
	
	

	Unit
	
	
	

	
	
	
	

	
	
	Children’s Details*Ensure you gain details of all children

	
	
	Surname:
	

	
	
	Forename:
	

	
	
	Date of Birth:
	

	
	
	Address
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX 2 to

ANNEX A to

CHAPTER 8 OF

JSP 751

VISITING OFFICERS INFORMATION
LEAFLET
The VO is the official long-term point of contact between the NOK (or EC) and the Services.  The VOs role is to support them to help them cope with the shock of bereavement; adjust to life without the deceased and to prepare for the future.  The VO must understand and provide a link to the various support services and welfare agencies provided by the Services for the bereaved and help them through the essential administrative procedures.  This support should be offered for as long as they need it.

The Role of the Visiting Officer

The Services offer ongoing support for the next of kin (NOK) and emergency contacts (ECs) (if different) of deceased or missing Service casualties.  They may also provide such support for other casualties if the particular circumstances warrant it. However in cases of death, it is the NOK who are likely to have to make difficult and sometimes painful decisions at what is already a deeply distressing time and they need the most assistance and advice.  For this reason the support offered concentrates on the NOK and you will be their single prime point of contact with the Services you will personally visit them, assist them and be available to them for as long as is considered necessary.  

Focus.  The visiting and follow up actions are carried out for the benefit of the NOK or EC (as nominated by the Service casualty).  It is their needs and wishes which the Services must determine and seek to satisfy to the best of their ability within the constraints given.

Single Service Provision.  The support that is offered is common to all 3 Services.  However, each Service has a loyalty and duty towards their own; they also have unique traditions and support networks.  Consequently, each Service is responsible for the ongoing contact with, and support to, NOK and ECs in accordance with the overall direction given in this publication. 

Long term.  Unlike notification, the visiting function and associated support is provided for the longer term.  There are no hard and fast rules as to how long as every case is different, but the support must be available for a period of months and sometimes will be required for more than a year.  It will always be available until the completion of any inquiries and investigations. 

Single point of contact.  There are a considerable number of agencies that may become involved.  This can be confusing and can add to the distress at a very difficult time.  Therefore, it is most important, from the NOK/EC’s point of view, that they have one person whom they know and trust who is the principal.
Where to find Information

General

Detailed information pertaining to your role as a VO can be found at Annex A of Chapter 8 of JSP 751 (Joint Casualty and Compassionate Policy and Procedures); this JSP is an electronic document that can be located on the Defence Intranet.  All VOs should be familiar with the contents of Chapter 8 prior to visiting a family.  

Press Interest

Families are not to be pressurised into releasing pictures or information but if they wish to do so, the CNO/VO should offer their services, in conveying the picture and any other details to the media, through D News Press Office staff via JCCC.

AFCS

Detailed information can be found at Annex F to Chapter 8 of JSP 751.  Should you have further questions or specific details you need to address regarding AFCS please contact the SPVA helpline; they will be able to give you the necessary information to answer your questions.  It should be borne in mind when AFCS forms are received via the JCCC it is imperative they are returned within the prescribed timescales.

Housing

Service families who are living in SFA may have worries regarding their future housing needs.  Details about the retention of SFA can be found at Annex C to Chapter 3 of JSP 464 (Tri Service Accommodation Regulations).

Repatriation 

Details regarding repatriation can be found in Chapter 9 of JSP 751; it covers contact with bereaved families and also with the Coroner.  Also included are details of reception arrangements including formal reception ceremonies and the allowances for family members to be present.  Allowance rates and details can be found in JSP 752 (Tri Service Regulations for Allowances).

Registration of Deaths 

All deaths must be formally registered in order to obtain a death certificate.  Deaths in UK must be registered by the Registrar of the district where the death took place.  However UK Registrars are not able to register deaths overseas, even for UK nationals.  Nevertheless it is still possible to obtain a UK registration (and a UK death certificate) for deaths overseas among members of the armed forces, civilians serving or working with them and their accompanying families but it must be done by a legally authorised Registering Officer.   Further details can be found in Chapter 10 of JSP 751.

Funeral Arrangements

Funeral arrangements are the responsibility of the NOK; details of the types of funerals available can be found at Chapter 11 of JSP 751.  Details of funereal allowances are laid down in JSP 752.


USEFUL TELEPHONE NUMBERS:

JCCC ………………..……….…..… 01452 519951
D NEWS (24hr Helpline )…….…... 020721 87907

NPFS (Northern Area) ………..….. 01436 672798

NPFS (Western Area)..………….... 01752 555041

NPFS (Eastern Area).…….…..... 02392 722712/3

AWS .…….…………..…… 01722 436564 /434541

Social Work Service RAF ……..... 01452 712612

ext 5815

SPVA  HELP LINE .…………….… 0800 169 2277

SP Policy Welfare ………..……….0207 218 3127

(MOD Main Building) For Policy Queries)
SSAFA Forces Help ………..……. 0207 403 8783

SAMARITANS ………………...…… 08457 909090

WAR WIDOWS’ .…………..………. 0870 2411305
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The VO is the official long-term point of contact between the NOK (or EC) and the Services.  The VOs role is to support them to help them cope with the shock of bereavement; adjust to life without the deceased and to prepare for the future.  The VO must understand and provide a link to the various support services and welfare agencies provided by the Services for the bereaved and help them through the essential administrative procedures.  This support should be offered for as long as they need it.
VISITING OFFICERS INFORMATION LEAFLET - ALLOWANCES

VISITING OFFICERS INFORMATION LEAFLET - ALLOWANCES

In addition to the allowances that are payable on the death of a Service person (such as funeral grants), there are other allowances - most of which the Service person would have been claiming at the time of death - that may be payable to widowed spouses or surviving civil partners and/or any dependant child(ren).  However, some allowances being claimed by a Service person, cease on death.  The bereaved may well require assistance to understand to what it is that they are entitled, and they may be looking for reassurance where allowances such as Continuity of Education are concerned.  This leaflet is designed to enable you to offer some immediate advice and the various allowances are summarised below.  You should however, consult JSP 752 for full details in all instances.

Removal Expenses, Disturbance Allowance, Travel and Subsistence

If the widowed spouse/surviving civil partner and/or any dependant children are living in Service accommodation at the time of the Service person’s death, removal expenses may be claimed for any move between one Service property and another and for the final move from Service accommodation into private accommodation.  Disturbance Allowance, which contributes towards the additional expenses of moving, and the family’s necessary travel and subsistence costs may be claimed for the same moves. 

Storage Expenses

If the widowed spouse/surviving civil partner and/or any dependant children of the deceased Service person have possessions in publicly-funded storage, they may remain there at public expense for up to 3 months following the date of the death.

Education Allowances

Continuity of Education Allowances (CEA)  

CEA include CEA(Boarding), CEA(Special Educational Needs Addition) (SENA), CEA(Day) and CEA(SENA(Day)).  Where the deceased was in receipt of any form of CEA, the allowance will continue to be paid for a minimum of 2 full terms after the term in which the death took place.  It may continue to be paid until the end of the current stage of education.   Depending upon the age of the child and the stage of education being undertaken, this may be for up to 4 years.  There is no new entitlement for any child not already in receipt of CEA.  See JSP 752 Ch 9 Sect 1 for full details. 
CEA(Guardians)

CEA (Guardians) may continue to be paid while the child remains in the care of the guardian and attends the same school for a maximum of 13 weeks from the date of the death of the Service person.  

Day School Allowance (North Wales (DSA(NW))

DSA(NW) may continue to be paid until the end of the term following the death of the Service person, provided the child continues to attend the same school.

Extra Command Areas and Isolated Detachment (ECA and ISODET) Education and Nursery Education Allowances

ECA and ISODET Education and Nursery Education Allowances may continue to be paid until the end of the term following the death of the Service person, provided the child continues to attend the same school/nursery school.


Local Overseas Allowance (LOA)

LOA, including Small Station LOA, will continue to be paid to the family of a deceased Service person until they move out of the overseas Service families’ accommodation.

Overseas Rent Allowance (ORA)

ORA will continue to be paid to the family of a deceased Service person until they move out of the rented property for which ORA is being paid.

Overseas Loan Service Allowance (OLSA)

OLSA will continue to be paid to the family of a deceased Service person until they permanently leave the overseas area for which OLSA was paid.

Attachés Allowances

The following Attachés Allowances will continue to be paid to the family of a deceased Service person until they permanently leave the overseas area for which the allowances were paid:  

· Cost of Living Addition.
· Representational Supplement.
· Hardship Allowance.

Northern Ireland Compensatory Food Allowance (NICFA)

The last payment of NICFA will be for the day of the Service person’s death.

Travel Allowances for those based overseas or in Northern Ireland (NI)

Get You Home (Overseas) (GYH(O)), Respite Journeys (Remote Locations) and NI Journeys are all travel allowances that are designed to either provide respite from the posting location or reduce separation from family and friends in the UK; all three include entitlements for the accompanying immediate family.  Following the death of a Service person, surviving family members cease to be entitled to GYH(O) but, if they are living in Service Families Accommodation, they do remain entitled to NI Journeys and RJ(RL) until they move out of that accommodation.  Those living in privately owned or rented property cease to be entitled to NI Journeys and RJ(RL) from the day following the Service person’s death.

Northern Ireland Resident’s Supplement (NIRS)

The last payment of NIRS will be for the day of the Service person’s death.

Recruitment and Retention Allowance (London) (RRA(L)) 

The last payment of RRA(L) will be for the day of the Service person’s death.

Long Service Advance of Pay (LSAP)

On the death of the Service person, recovery of any LSAP is waived. 

Services Home Savings Scheme (SHSS)

The SHSS, which encouraged Service personnel to save towards the purchase of a property, closed to new investors in 2000.  There are however, some serving personnel who are still members.  On the death of a Service person who is still a member of the SHSS, the Home Savings Allowance may be claimed, if the widowed spouse or surviving civil partner purchases a property within 12  months of the death.  

Refund of Nugatory Holiday Expenditure (NHE)

If the Service person dies on duty and the death results in the cancellation of a family holiday, where expenditure has already been incurred, the widowed spouse, surviving civil partner or dependant child(ren) may be eligible to claim NHE, to contribute towards the financial loss.


Congestion Charges (CC)

CC will continue to be paid for one car for the family of a deceased Service person, living in Service accommodation within a CC Zone, until they move out of that property.

Investitures

If the deceased Service person receives a posthumous award at an investiture ceremony, 2 people (who can be either family, surviving civil partner or friends) can claim necessary travel and subsistence costs to attend the investiture.

PAX Life Insurance

Life insurance is not an allowance but VOs will also wish to be aware of the following, in order to offer suitable advice:

Service personnel are members of a variety of different life insurance schemes. Many are members of PAX, a voluntary personal accident scheme with an optional life insurance extension which MOD facilitates through payroll deduction but does not sponsor. If the bereaved are unsure whether the deceased was a member of PAX you should check with the Unit HR Admin staff or suggest that they telephone the PAX helpline with details of the deceased’s Service number on: 0800 212 480 (from the UK only) or +44 20 8662 8126 (from overseas). The same number should be used to make a claim under PAX.
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Suggested wording for letter of Introduction from the VO to the NOK.

Dear [Name of EC/NOK - to be hand written)

Visiting Officers Information for the family of [The Late Number Rank Name (including first name of deceased)]

The [Navy/Army/Air Force] is very aware of the distress and difficulties caused by the loss of your son/husband/daughter/mother (first name) which is why I have been appointed as your Visiting Officer by the [area Headquarters/ Station Commander/ Commanding Officer], on behalf of the Ministry of Defence. This rather formal looking letter is to give you a brief outline of some of areas where I shall be trying to assist you through this sad time.

I will be acting as a conduit through which you can raise any concerns, issues, or questions that relate to any aspect of the military or Ministry of Defence and I will, of course, respect your wishes at all times.  I, myself, am most unlikely to be an expert in any of the subjects that you might raise with me during my time with you but I will have the support of a range of experts who will be able to help.

In practical terms, my main task over the next few months will be to try and help deal with the various immediate issues which will face you. Questions such as, funeral arrangements, how to obtain a death certificate, claims for grants, pensions and gratuities, compensation arrangements and the return of (first name) personal effects. I will be with you up to the point when you feel you no longer need a Visiting Officer. 

I will always arrange a specific time to meet with you but should you need to contact me please do not hesitate to give me a call.  My details are as follows:

Rank:  ………………………………………………………………………………………………..

Name:  ………………………………………………………………………………………………

Address:  ……………………………………………………………………………………………

……………………………………………………………………………………………………….

……………………………………………………………………………………………………….

Telephone No:  …………………………………………………………………………………….

Mob No (7am to 7pm):  ……………………………………………………………………………

Yours sincerely (to be hand written)
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VISITING OFFICER DETAILS PROFORMA

	
	Casualty details

	Name of casualty
	

	Incident date
	

	Incident location
	


	
	Visiting officer details

	Number/Rank/Full name
	

	Unit
	

	Job title
	

	Unit address
	

	Date next posting due:
	

	Date(s) of upcoming leave/courses etc:
	

	
	Mil tel no:
	Civ tel no:

	Office
	
	

	Office fax:
	
	

	Alternative office no.
	
	

	Mobile:
	-
	

	Home:
	-
	


	Date of first visit:
	

	Were you accompanied? Name:
	

	Will this person deputise in your absence:
	Yes/No

	
	Name of others involved
	Tel. no:

	Cttee of Adjustment/SIB,Police case officer.
	
	

	Chaplain
	
	

	Welfare Officer?
	
	

	RAO?
	
	

	RHQ?
	
	


	Visiting
	(
	Name of person visited
	Relationship to Casualty

	EC
	
	
	

	AddEC
	
	
	

	Other
	
	
	

	Address
	Telephone no:

	
	Home:
	

	
	Mobile:
	

	
	Other:
	

	
	
	

	Please give outline of other family members, or any other important information:
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VISITING OFFICER (VO) INITIAL REPORT

This report is to be completed within 48 hours of the first visit

To:  
The Notifying Authority


Copy to: 

JCCC

Innsworth Station
Fax No: 01452 510807/8   


Military: 95471 7363/4  

Tel No: 01452 712612  Ext 7325    
Military: 95471 7325 

303. Initial Briefing

Initial briefing on role and tasks of the VO was carried out 

on …………………………………………….   by ……………………..………………….

304. Details of Casualty 

Number ……………..……. Rank ……………… Full Name………….……………..…

Name Known By to Family and Friends ……………….……………………………...

305. Details of Person Visited 

Relationship to Casualty (e.g. Spouse/civil partner/Mother/Father) …………….………

Full Name: ………………………………………………………………….………………

Address: ………………………………………………………………………………..….…

Tel No: ………………………………………………………………..…………………..

306. Detail of all children (if applicable)

Full Names: ………………………………………………………………………………

……………………………………………………………………………………………..

Dates of Birth: …………………………………………………………………..……….

……………………………………………………………………………….……………..

307. Details of Visiting Officer

Number: ………………………………….. Rank: ………………………….…...………

Full Name: …………………………………………………………….…………………..

Address ……………………………………………………………………………………

………………………………………………………………………………………….…..

………………………………………………  Post Code ……………………….………

Office Telephone Number: ………………………………………….………………….

Office Fax Number: …………………………………………………………….……….

Mobile Telephone Number: ………………………………………………….…………

Home Telephone Number: ……………………………………………….

308. Details of Visit

Date and Time of Arrival: ……..………………………………..……………….………

Who was present (e.g. family members): ….………………………………………….

…………………………………………………….…………………………….….………

Time of Departure: ……………………………….………………………….…………..

309. Items of Discussion

up. Repatriation required (overseas deaths only):     YES/NO *
uq. Type of Funeral required:

Public expense/Private Expense* 

Burial/Cremation*
ur. Location of Burial/Cremation * …………………………………………… 
…………………………….…………………………………………………………
………………………………………………….…………………………………

us. Funeral Directors Details: ……………………………….………………. 
……………………………………………………………………………………..…
………………………………………………………………………………..……… 
Tel No: ……………………………………………………………………………
ut. Visit by Padre requested?

YES/NO *
uu. Visit by SSAFA/NPFS/RMW/AWS * requested? 
YES/NO *
uv. Permission received to release their details to outside agencies?  
YES/NO *
uw. Permission received to release the deceased’s name to the media?
YES/NO *
If not, how long do they wish to withhold the information?   …………………..
ux. Photograph obtained from Emergency Contact to release to media?
YES/NO * 

310. Questions raised by NOK.  Please outline any concerns/questions raised by the Emergency Contact and actions taken by yourself to resolve them or whom you referred to for advice. (Use an additional sheet if necessary).
Date and Time of Next Visit ………………………………………………………

Signature: ………………………………………………………………………….. 

Date: …………………..
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VISITING OFFICER (VO) UPDATE REPORT No…………

This report is to be completed after the funeral and then as appropriate, but at a minimum of every month

To:  
The Notifying Authority
Copy to: 

JCCC

Innsworth Station
Fax No: 01452 510807/8   


Military: 95471 7363/4  

Tel No: 01452 712612  Ext 7325    
Military: 95471 7325 

311. Details of Casualty 

Number ………………. Rank ………… Full Name………………………………..…

312. Details of Person Visited 

Relationship to Casualty (e.g. Spouse/civil partner/Mother/Father) ………………….…………

Full Name: …………………………………………………………….………...………

Address: …………………………………………………………………………………

Tel No: …………………………………………..………………………………………

uy. Details of Visiting Officer

Number: ……………………………….. Rank: …………….……………......……

Full Name: ………………………………..…………………….………..…..……..

Office Telephone Number: …………………………………………..………..….

Office Fax Number: …………………………………………..………………..….

Mobile Telephone Number: ……………………………..…………………..……

Home Telephone Number: ………………………………………………..……...

uz. Details of SPVA Welfare Manager

Full Name: ………………………..…………………………….………..…..……..

Office Telephone Number: …………………………………………..………..….

Office Fax Number: …………………………………………..………………..….

Mobile Telephone Number: ……………………………………..…………….……

Home Telephone Number: ………………………………………………..……...

313. Details of Visit

Date and Time of Arrival: ……………..………………….………………………….……

Who was present (e.g. family members) ……………………………………………….. 

…………………………………………………….……………………………..…….……

Time of Departure: ……………………………………………………………………….

314. Outline of Visit.  Please provide a detailed description of the nature of the visit or telephone contact with the family, in particular any concerns or questions that they had how these were dealt with or to whom they were referred (continue on a separate sheet if necessary).

Date and Time of Next Visit ………………………………………………………

Signature: ………………………………………………………………………….. 

Date: ………………..…………..

ANNEX D to
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VISITING OFFICER (VO) FINAL REPORT

This report is to be completed when relinquishing VO duties

To:  
The Notifying Authority
Copy to: 

JCCC

Innsworth Station
Fax No: 01452 510807/8   


Military: 95471 7363/4  

Tel No: 01452 712612  Ext 7325    
Military: 95471 7325 

315. Details of Casualty 

Number ………………. Rank ………… Full Name……………………….…..…………

316. Details of Person Visited 

Relationship to Casualty (e.g. Spouse/civil partner/Mother/Father)…………………………………

Full Name: …………………………………………………………..……….………..……

Address: ……………………………………………………………………………….……

Tel No: ………………………………………………………………………….…………..

317. Details of Visiting Officer

Number: …………………………………………….….. Rank: …………………………

Full Name: ……………………………………………….………………………………..

Office Telephone Number: …………………………………..……………….………….

Office Fax Number: ………………………………………..…………….……………….

Mobile Telephone Number: ………………………………..……………………………

Home Telephone Number: ………………..…………………..………………………..

318. Details of Final Visit

Date and Time of Arrival: ………..………………………….………………….………

Who was present (e.g. family members) ……………………………….…….…….. 

…………………………………………….…………………………………………..…

Time of Departure: …………………………………………………………………….

319. Outline of Final Visit.   Please provide a detailed description of the nature of the visit or telephone contact with the family, in particular any concerns or questions that they had, how these were dealt with or to whom they were referred.

320. Handover to the SPVA Welfare Service.  You should advise the Emergency Contact that you are handing over to the SPVA Welfare Manager who will become the focus for any aftercare matters.

Tel No: ……………………………………………………

Signature: ……………………………………………….. 

Date: ……………………………………………………..
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SUPPORT AGENCIES

321. Listed below are several organisations used to dealing with bereavement.  The list may be of use not only to the bereaved but also to CNOs VOs and others in assisting personnel with a wide range of bereavement problems.  In addition, where children are involved, a booklet entitled "A Child’s Grief", which is available from PO Box 4000, London W5 2GH might be helpful.

Naval Personal & Family Service (NPFS)

Northern Area 
NPFS

1-5 Churchill Square

Churchill Estate

Helensburgh

Argyle & Bute G84 9HL

Civil: 01436 672798

Western Area

NPFS

Fenner Block

HMS Drake

HMNB Devenport

Plymouth PL2 2BG

Civil: 01752 555041

Eastern Area

NPFS

Swiftsure Block

HMS Nelson

HMND

Portsmouth PO1 3HH

Civil: 023 9272 2712/3

Army Welfare Service (AWS)

Erskine Barracks

Wilton 

Salisbury SP2 0AG

Mil:  94331 2564/4541

Civil: 01722 436564/434541

Social Work Service RAF (UK)


SSAFA Forces Help

HQ PTC

Innsworth Station
Glos  GL3 1EZ

Mil:  95471 5815

Civil:  01452 712612 ext 5815 

SPVA

Norcross

Blackpool FY5 3WP

Civil: 01253 332886

Freephone:  0800 169 2277

Refer to WPWS addresses and contacts at Annex G

Joint Service Housing Advice Office (JSHAO)

Erskine Barracks

Wilton 

Salisbury SP2 0AG

Mil: 94331 2574

Civil 01722 436574

Provides advice and help on all matters to do with housing.

War Widows’ Association of Great Britain

The Chairperson
c/o 48 Pall Mall
London
SW1Y 5JY

Tel: 0870 2411305

Website: www.warwidowsassociation.org.ul 
Royal Air Force Widows’ Association

c/o The Controller
RAF Benevolent Fund
67 Portland Place
London
W1N 4AR

Tel: 0870-514-3901

The RAF Widows Association provides the widow/er with emotional support, a shoulder to cry on, from other Service widows/widowers, letting them know that they is not alone. The Chairperson will put the widow/er in touch with the nearest member who will call and/or visit.

Army Widows’ Association

C/o SO1 PS4(A)
Trenchard Lines
Upavon
Pewsey
Wilts SW9 6BE

Mil:  94344 5959

Soldiers, Sailors, Airmen and Families Association - Forces Help (SSAFA Forces Help)

Headquarters
Queen Elizabeth the Queen Mother House
19 Queen Elizabeth Street
London
SE1 2LP

Tel: 0207 403 8783 (Local branch can be found in local telephone directory).

CRUSE - Bereavement Care

Cruse House
126 Sheen Road
Richmond
Surrey TW9 1UR
Tel: 0870-167-1677 (Helpline/Bereavement line)

Website:  www.crusebereavementcare.org.uk 
Cruse is a national organisation for bereavement care, which offers help to all bereaved people by providing counselling, advice and information on practical problems and opportunities for social contact. Cruse has a wide range of literature on bereavement ranging from helpful leaflets and books on what to do after death, to fact sheets on widows’ benefits, tax and insurance.

Samaritans

Tel: 08457-909090
Website: www.samaritans.org.uk 
The Samaritans provide emotional support to those in crisis or despair, 24 hours a day, 365 days a year. 

Winston’s Wish

Tel:  0845 2030405

Website:  www.winstonswish.org.uk 
Provides advice to bereaved children and families

The Compassionate Friends

TCF
53 North Street
Bristol
BS3 1EN
Tel: 0854 123 2304 [Helpline]
Website:  www.tcf.org.uk 
Email:   helpline@tcf.org.uk
The Compassionate Friends is a nation-wide self help organisation of parents whose child of any age including adult has died from any cause. Personal and group support, quarterly newsletter, postal library and a range of leaflets. Befriending, not counselling.

The WAY Foundation

Tel:  029 207 11209

Website:  www.thewayfoundation.org.uk 
Provides advice and help to the younger bereaved.  Primarily for widows and widowers under the age of 50.
The Childhood Bereavement Network

8 Wakely Street

London

EC1V 7QE

Tel:  020 7843 6309

Email: cbn@ncb.org.uk
Website:  www.childhoodbereavementnetwork.org.uk 
The Childhood Bereavement Network (CBN) is a national, multi-professional federation of organisations and individuals working with bereaved children and young people.
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THE ARMED FORCES COMPENSATION SCHEME (AFCS)

322. The Service Personnel and Veterans Agency (Norcross) administers the Armed Forces Compensation Scheme (AFCS) for short, introduced on 6 April 2005.
323. The AFCS replaces the current War Pension Scheme and the attributable benefits of the Armed Forces Pension Scheme 1975 for injuries, illnesses or deaths caused by service on or after 6 April 2005. Injuries, illness or death that are caused by service prior to 6 April 05 will continue to be dealt with under the War Pension Scheme. 
324. SPVA (WS) are only deployed within the UK.  In cases where families overseas require help and guidance on the provision of entitled Service related pension and/or compensation SPVA (WS) support will be provided.  The appointed VO and/or local admin office/Embassy or Consulate Staff are to call the SPVA (WS) and liaise with them on the completion of the required documentation on the family’s behalf.

325. Key features of the scheme for dependants are:

va. It will cover all Service personnel whose death was caused by service after 5 April 2005, no matter which Service pension scheme they are members of (including Gurkhas and Reserves);
vb. Dependants.  To bereaved spouses, civil partners and eligible partners, for death caused by service, a Survivor's Guaranteed Income Payment (SGIP) for life will be awarded and a tax free lump sum of up to £20,000 may be paid. Where there are dependant children, there will also be a child's payment until the completion of full time education. The SGIP will be 60% of an annual sum worked out by multiplying the deceased basic military pay by a factor, which takes account of the deceased age (the lower the age, the larger the payment for his salary level).  Eligible children will also be entitled to a percentage of this sum, depending on the number.
vc. Reservists are dealt with in exactly the same manner, including when employed on drill nights, exercises and mobilisation. There are however special provisions for Reservists whose civilian salaries are greater than their Service pay.
vd. Provision is made for civil partners, unmarried partners in a substantial and exclusive relationship (including same sex partners) for all deaths caused by service. 
ve. The scheme is supported by the War  Pensioner Welfare Service. 
vf. It is a no-fault scheme; a claim against, or payment from, the scheme would not prevent individuals making a civil claim for negligence against the MOD. 
vg. The AFCS benefits will be in addition to those death-in-service benefits made under the Armed Forces Pension Schemes. But for any pension there will be a lowering of the SGIP and child’s payments to avoid double compensation. However any lump sum due from the pension schemes will remain paid in full.
vh. Decisions on any payments can be appealed to the independent Pensions Appeal Tribunal (PAT). A second tier tribunal (the Social Security Commissioners) will hear appeal against PAT decisions but only a point of law. The VA will send details when informing the bereaved of a decision to award.

THE ARMED FORCES PENSION SCHEME (AFPS)

326. The Service Personnel and Veterans Agency at Glasgow administers the Armed Forces Pension Scheme (AFPS). The member will normally have been a member of AFPS 1975 or AFPS 2005*and must have served a minimum of 2 years for their dependants to qualify for the benefits detailed in this section. There are separate arrangements within AFPS 75 for those with less than 2 years service and this is detailed at paragraph X.  There is no entitlement to dependants pension benefits under AFPS 05 when there is less than 2 years service however, the death in service lump sum is payable to an eligible spouse/civil partner/surviving adult dependant.   Application forms for the following pension schemes, will be included in the pack issued by the JCCC. These payments do not form part of the deceased estate. There are two sources from which a the spouse/civil partner/surviving adult dependant may be eligible for benefits, dependant children may also have an entitlement to benefits and may be eligible for the lump sum death in service benefit if there is no spouse/civil partner/surviving adult dependant   The following information helps outline the types of benefits that are payable from the AFPS:

AFPS 75

327. The AFPS 75 scheme provided benefits to a spouse, civil partner and dependant children, Substantial partners may be eligible for benefits if the causation of death was before 01 April 2005 and the cause of death is considered attributable to service.  Substantial partners may qualify for the same benefits that are normally payable to a spouse or civil partner.  If the causation of death is after 01 April 2005 the substantial partner will not be eligible for AFPS 75 benefits, consideration of entitlement will be under the AFCS.  The benefits for a spouse, civil partner or dependant child are as follows:
vi. Short term family pension for a minimum of 3 months, this represents the rate of pay (excluding allowances) that would have been paid to the deceased for that period.  Where a  spouse/civil partner/surviving adult dependant  has dependant children this period may be extended to 6 months. Where there are dependant children of a former relationship they also may qualify for a short term family pension for 3 months.
vj. Pension benefits for the spouse/civil partner/surviving adult dependant  are based on 50% of the deceased’s pension based on ill health benefits
vk. Death –in-service lump sum of 3 times the representative rate of pay for the rank, where there is no eligible spouse/civil partner/  but there is an eligible child this lump sum will be paid for the benefit of the child. If there is more than 1 eligible child it may be divided equally between eligible children
vl. Children’s pension’s are up to a maximum of 25% of the service persons ill heath benefit, if there are more than 4 dependant children they will equally share 50% of the service persons ill health benefit

AFPS 05

328. If a member of AFPS 05 the spouse/civil partner/surviving adult dependant or    dependant child may be eligible for: 
vm. Pension for life based on up to 62.5% of the pension that the deceased member would have received if he or she had been discharged at the highest tier of ill health benefits. This means that his or her actual service will be increased by half the remaining service he or she could have counted to age 55 years. If the calculation results in a total of less than 20 years the pension will be based on 20 years service.
vn. Death-in-service lump sum of 4 times pensionable pay is payable to widows/widowers, civil partner’s and partners only. If there is a dependant child/den only, then this lump sum will be paid to the estate. If the deceased had made a death in service nomination by completing the necessary form then this benefit will be paid to person or persons nominated.
vo. Children’s pension’s are up to 37.5% of the service persons ill health benefit divided equally among eligible children when the scheme pays a pension to a spouse/civil partner/surviving adult dependant  If the scheme is not paying a spouse/civil partner/surviving adult dependant’s  pension the whole of the service persons pension entitlement may be divided equally among the eligible children, in these circumstances the maximum for each child is 1/3 of the member’s entitlement.
vp. Children’s pension’s are up to a maximum of 25% of the service persons ill heath benefit, if there are more than 4 dependant children they will equally share 50% of the service persons ill health benefit

AFPS 75 SERVICE LESS THAN 2 YEARS 

329. If a member of AFPS 75 the spouse/civil partner/ or dependant child may be eligible for:

vq. Short term family pension for a minimum of 3 months, this represents the rate of pay (excluding allowances) that would have been paid to the deceased for that period.  Where a spouse/civil partner has 1 dependant child this period may be extended to 6 months. Where there are 2 or more dependant children this may be extended to 9 months.  Children of a former relationship they also may qualify for a short term family pension for 3 months.
vr. Pension benefits for the spouse/civil partner based on 50% of the deceased’s pension based on preserved pension rates.
vs. Death –in-service lump sum of 3 times the representative rate of pay for the rank, where there is no eligible spouse/civil partner but there is an eligible child this lump sum will be paid for the benefit of the child. If there is more than 1 eligible child it may be divided equally between eligible children. 
vt. Children’s pension’s are up to a maximum of 25% of the five year invaliding rate of pension, if there are more than 4 dependant children they will equally share 50% of the five year invaliding rate of pension.

DEATH CAUSED BY SERVICE

330. If the death was caused by service, in addition to the AFPS entitlements, the spouse/civil partner/surviving adult dependant or dependant child/ren will be considered for benefits under the Armed Forces Compensation Scheme (AFCS). 
331. If the cause of death is the result of an injury or illness which occurred before 6 April 2005 the dependants will be considered under the rules of the War Pension Scheme instead of the AFCS.  If the service person was a member of AFPS 05 and an award is made under the War Pension Scheme this will not affect the AFPS 05 pension entitlement.  If the service person was a member of AFPS 75 and an award is made under the War Pension Scheme the Armed Forces Pension Scheme must also consider whether the death is attributable to service.  In this event a decision on attributability is likely to occur sometime after the initial involvement with the bereaved. The scheme administrators are responsible for this aspect and would require the SPVA Welfare Manager to deliver the formal notification of an attributable assessment. An attributable spouse/civil partner’s  rate of pension is always greater than the rate of pension previously awarded under the AFPS.
332. It is essential that forms are completed and returned without delay. The SPVA  Welfare Manager will assist the spouse/civil partner/surviving adult dependant as appropriate with this task.

SUBSTANTIAL PARTNERS

SURVIVING ADULT DEPENDANT - COHABITING AS PARTNERS IN A SUBSTANTIAL RELATIONSHIP

333. On the death of a Service person entitlements of unmarried partners vary according to which pension scheme he or she was a member of and the date of the cause of death.
334. In the first instance the application form should be filled in by the potential partner and forwarded to the SPVA (Norcross). In all cases Norcross will act as the first point of contact and they will be responsible for making the decision whether a substantial relationship exists. 
335. The date of the cause of death, attributability and the scheme that the deceased was a member of bear great significance to the types of award that are made and which combination of benefits an eligible substantial partner may be eligible for. Great care should therefore be taken to ensure that even if the partner is deemed as eligible the level of benefits differ greatly in each individual case and no guarantees should be given.
THE KEY CRITERIA

336. The key criteria which must be fulfilled where the cause of death is after 6 April 2005 are:

vu. Cohabiting.   Cohabitation demonstrates that the partnership was what would normally be expected of a marriage. If they were not cohabiting, the surviving partner is not a surviving adult dependant for the purposes of the schemes.  Due to the nature of service life the Department takes a very broad view of what constitutes “cohabitation” and it is essential that the unusual working and living patterns of Service personnel are given due weight when deciding the status of a surviving adult dependant. Service personnel can be called upon to serve for long periods away from their shared place of residence, with short periods of leave in between and it could appear that they might not, in normal circumstances, be classed as ‘resident’.  What is key is that there is clear evidence that they have set up a home together and would, but for the demands of Service, normally reside permanently together in that place on a full time basis. However, simply spending the weekend on a regular basis at a girl or boy friend’s accommodation without being involved in the financial or other aspects of running the home does not constitute cohabitating.   There may be other circumstances where separation does not prevent the cohabitation test being satisfied. For example, if the non-service member of the partnership had to reside away from the normal home in order to pursue a course of study or because of the nature of their own employment.
vv. Substantial and exclusive relationship
(1) In deciding whether a relationship is substantial any evidence, which demonstrates this one way or the other, may be considered. In particular the following are examples of evidence which either alone or together indicate that the relationship is substantial: 
(2) Evidence of regular significant financial support by the deceased or vice versa.
(3) Evidence that any income related benefit or tax credit entitlements take into account joint income – this would be strong evidence of financial inter-dependency. On the other hand, if a claimant is receiving tax credit based only on his or her income then there is not a substantial relationship
(4) Evidence of a valid will or life insurance policy, valid at the time of the deceased’s death in which:
i. the deceased nominates the claimant as principal beneficiary or co-beneficiary with children or 
ii. the claimant nominates the deceased as the principal beneficiary.
(5) Evidence indicating that the deceased and the claimant were purchasing or had bought accommodation as joint owners, or evidence of joint ownership of other valuable property, such as a car or land.
(6) Evidence of a joint savings plan or joint investments of a substantial nature.
(7) Evidence that the deceased and the claimant operated a joint account for which they were co-signatories.
(8) Evidence of joint financial arrangements such as joint repayment of a loan or payment of each other’s debts.
(9) Evidence that the deceased or the claimant had given the other a power of attorney.
(10) If the deceased and the claimant lived in rented accommodation evidence that both their names appeared on the lease or rental agreement.
(11) Evidence that the deceased and the claimant shared responsibility for children.
(12) Utility bills at the claimants address paid by the deceased or evidence that the deceased paid towards the bills (may be standing order to partner’s bank account for instance).
(13) The length of the relationship.
This list is not exhaustive and it is not intended that all the types of evidence shown above be met in order to be eligible.
vw. For AFPS 75 the wording is slightly different in each Prerogative Instrument but the criteria is identical, namely:
(1) The relationship was exclusive, committed and long-term.
(2) The relationship was substantial.
(3) The deceased leaves no surviving spouse or civil partner.
(4) The surviving partner and the deceased were not prevented from marrying or forming a civil partnership; and
(5) Either the surviving partner was financially dependent on the deceased or they were financially interdependent.
Although the AFPS 75 does not contain ‘co-habiting’ as a separate criterion, this is to be applied because when the criteria were initially set in March 2003, the co-habitation criterion was a part of the ‘substantial and established’ test.  The AFPS 75 rules are to be amended to clarify this point.
vx. There are also certain legal requirements, which would prevent a substantial partner being eligible, and these are detailed below: 
(1) No surviving spouse or civil partner. 
If the deceased was married to, or was the civil partner of, another person at the time of death it is that person who will be potentially entitled to death benefits under the schemes.  In these circumstances the unmarried partner cannot qualify for benefits other than the AFPS 05 or RFPS pension lump sum if they have been nominated to receive it.  This is because, under AFPS 05 and RFPS, the member can nominate one or more person(s) or organisation(s) to receive any lump sum due. 
(2) The surviving partner and the deceased were not prevented from marrying or forming a civil partnership  
The principle behind the substantial relationship criteria is that the couple could, if they had so wished, have formalised that arrangement by entering into a marriage or civil partnership.  There are certain circumstances in which the law prevents a couple from forming a marriage or civil partnership.  This also precludes a couple from being regarded as having a substantial relationship.  They include mothers, fathers, sons and daughters and a cross section of blood relations and relations by marriage or dissolved marriages. 
(3) Either the surviving partner was financially dependent on the deceased or they were financially interdependent.   

337. If the cause of death is pre 6 April 2005 the death will be considered by the WPS. The rules concerning eligibility are contained in DCI JS 3/04. Even if the WPS do not consider that an individual is eligible under their rules there may be a payment made under AFPS 75 (if the death is deemed attributable under the balance of probabilities burden of proof) or under AFPS 05 depending on which scheme the deceased was a member of. In these circumstances SPVA (Glasgow) should be contacted if the substantial partnership has been rejected under the WPS.

338. Further guidance on what constitutes a substantial relationship is contained in the following table

	Scheme
	Doc

	AFPS 05 
	JSP 764, Part 1

	AFCS 
	JSP 765 

	RFPS
	JSP 764, Part 3

	AFPS 75
	DCI(JS) 3/04

	RFAB
	DCI(JS) 3/04
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By Helen O’Brien
REGION 1: SOUTH EAST ENGLAND

Regional Welfare Manager:
Claire Parsonage Portsmouth WPWO







02392308166

	AREA
	WELFARE MANAGER
	AREA COVERED

	1 - 1
	Patricia Rogers

( 0208 - 696 - 6361

Balham WPWO
	London Boroughs of Lambeth, Wandsworth, Southwark, Greenwich (part), Lewisham

Post code area:- BR1, SE1, SE3,-8, SE10-17,  SE19, SE21-24, SE26-27, SW2, SW4, SW8-9, SW11-SW20,

	1 - 2


	John Cattermole

( 0208 - 696 - 6391

Balham WPWO
	London Boroughs of Bexley, Merton and Dartford, Greenwich (part), Gravesham and Medway Towns.

Post code area:- BR8, CR4, DA1-18, ME1-8, SM4. SE2,SE9, SE18, SE28 
	

	1 - 3
	Julie Kelly

( 0208 - 696 - 6369

Balham WPWO
	London Boroughs of Croydon, Sutton Bromley.

Post code area:- BR2-7, CR0-2, CR5, CR7-8,  SE20, SE25, SM1-3, 

SM5-6, TN16

	1 - 4
	Stuart Spicer

( 0208 - 696 - 6382

Balham WPWO
	London Boroughs of Kingston, Hounslow,  Richmond,  Ealing, Surrey, Hillingdon, Surrey     

Post code area:- CR3, CR6, GU1-10, GU12, GU15-25, GU47,KT1-24, RH1-9,  SM7, TW1-20,  UB1-10 W3-5, W7, W13.                                                     

	1 - 5
	VACANCY

( 0208 - 696 - 6342

Balham WPWO
	Inner London                                

Post code area:-E1-E18, EC1-EC4, N1-N22, NW1, NW3, NW5, NW8, SW1, SW3, SW5-SW7, SW10, W1-W2, W6, W8-W12, W14, WC1-WC2, 

	1 - 6
	Marie Rahmani

( 0208 - 6966340

Balham WPWO
	South Essex

Post code area:- IG1-11, RM1-20, SS0-17.

	1 –7
	Stuart Wood 

( 02392 - 308162

Portsmouth WPWO 
	West Sussex 

Post code areas:-  BN5-6,  BN11-18,  BN42-45, GU27, GU30-33,  PO18-22,   RH10-17, RH19-20.

	1 - 8
	Chris Hannen

( 02392 - 308148

Portsmouth WPWO
	Fareham, Gosport, Portsmouth & I.O.W.

Post code areas:-  PO1-7, PO11-17, PO30-41

	1 - 9
	Pat Calley

( 02392 - 308151

Portsmouth WPWO
	Hampshire

Post code areas:- BH25, SO14-24, SO30-32, SO40-43, SO45, SO50-53, SP10-11, RG21-26, RG28

	1-10


	Niki Rosam

( 02392 - 308162

Portsmouth WPWO
	East Hampshire

GU11, GU13-14, GU26, GU30-35, GU46, GU51-52, PO8-10, RG27, RG29

	1 - 11
	Kathleen Watts

( 01892 - 507417

Tunbridge Wells WPWO
	East Sussex and South West Kent

Post code area:- BN1-4,BN7-10, BN20-27,   BN41, ME18-19, RH18, TN1-15, TN17-22, 

TN31-40.

	1 – 12
	Robert Trim

( 01892 - 507418

Tunbridge Wells WPWO
	East Kent

Post code area:- CT1-21, TN23-30,  ME9-17,  ME20.

	1 - 13
	Sukaram Chopra

( 01494 - 552598

High Wycombe WPWO
	West London

Postcode areas:- EN1-5, EN9, HA0-9, NW2, NW4,  NW6-7, NW9-11

	1 - 14
	Sandy Andrews

( 01494 - 552599

High Wycombe WPWO
	Buckinghamshire,  Oxfordshire.,Bedfordshire, Hertfordshire

Postcode areas:-  AL1-10,  CM21-23,  EN 6-8,  EN10-11,  HP1-4,  HP23,   LU1-7, MK40-45,  OX1-18,   OX2O-29,  OX33,  OX39,  OX44,   OX49,   RG9,  SG1-19,   SN7,   WD1-7, WD17-19,   WD23-25

	1 - 15
	Kath Wilson

( 01494 - 552602

High Wycombe WPWO
	Berkshire Buckinghamshire

Postcode areas:- HP5-22,   HP24-27,   MK1-19,   MK46,   RG1-8,   RG10-20,   RG30-31, RG40-42,    RG45,   SL0-9,   UB9.


REGION 2: WALES AND SOUTH WEST ENGLAND 

Regional Welfare Manager:
Eddie Devlin Bristol WPWO







0117 971 8432






	AREA
	WELFARE MANAGER
	AREA COVERED

	2 - 1
	Caroline Walker

( 0117 - 971 8446

Bristol WPWO
	Gloucestershire, North, South Gloucestershire, Bath & NE Somerset 

Postcode areas:- BS1-16,  BS30 – 32 BS34 - 37,   GL1-20,   GL50-56,   BA1-3.

	2 - 2
	Christian Heffer

( 0117 - 971 8438

Bristol WPWO
	Somerset,  Dorset (part)

Postcode areas:- BA4-BA11,   BA16,   BA20 - 25,   BS20-29,    BS39-41,   BS48-49,   TA1 –24,   DT1-10,   SP7-8

	2 - 3
	Keith Simmonds

( 0117 - 971 8436

Bristol WPWO
	Dorset (part)

Postcode areas:- BH1-24,   BH31,   DT11

	2 - 4
	Peter Higgins

( 0117 - 971 8337

Bristol WPWO
	Wiltshire

SN1-6,   SN8-16,   SN25-26,   SP1-6,  SP9,   BA12-15

	2 - 5
	David Luscombe

( 01626 - 325485

Newton Abbot WPWO
	North Plymouth, Part Cornwall.

Postcode areas:-   PL10-14,  PL17,   PL22-28,   PL30 - 31,  TR1-27.

	2 - 6


	Steve Cleanthous

( 01626 - 325481

Newton Abbot WPWO
	Part Plymouth, Part Devon. 

Postcode areas:- EX1-39,   TQ4,   TQ12-14,    PL15-16,    PL19,   PL29,   PL32-35

	2 - 7
	Kevin Palin

( 01626 - 325483

Newton Abbot WPWO
	Part Plymouth, Part Devon

Postcode areas:- TQ1-3,   TQ5 - 11,  PL1-9,   PL18,   PL20-21

	2 – 8
	Jerry Huggett

( 02920 - 428140

Cardiff WPWO
	Mid-Glamorgan, South Powys, Cardiff West.

Postcode areas:-  CF7,  CF31-36 CF39-43,  CF71-72, All  LD, SA11-13

	2 – 9
	Jean Timothy

( 02920 - 428137

Cardiff WPWO
	East Cardiff, Gwent, South Glamorgan.

Postcode areas:- CF1-4,   CF10-11,   CF14-15,   CF23-24,  NP1-13,   NP15-16,   NP18-20, NP23-26,    NP44

	2  - 10
	Mike Bailey

( 02920 - 428177

Cardiff WPWO
	Cardiff  West & South Glamorgan

CF5 - 8,   CF37-38,   CF44-48,   CF61-64,   CF81-83,   NP22

	2 – 11
	Judith Thomas

( 02920 - 428137 

Cardiff WPWO
	North Wales, Mid Wales

Postcode areas:- CH5-8,   LL11-77, SY15-25

	2 – 12


	Gabe Cameron

( 01792 - 450395/6

Swansea WPWO
	West & South West Wales.

Postcode areas:- SA1-10,   SA14 – 20,  SA31-48,   SA61-73.


REGION 3: MIDLANDS

Regional Welfare Manager:
Sandra Price Birmingham WPWO







0121 626 3285

	AREA
	WELFARE MANAGER
	AREA COVERED

	3 – 1
	Tim Alton

( 0115 - 942 - 8125

Nottingham WPWO
	Derbyshire.

Postcode areas:- DE1,  DE3-7,  DE11-15,  DE21-24,  DE45,  DE55-56,  DE65,  DE72 -75, S18,  S21,  S30,  S32-33,  S40-45,  S80,   NG10, 

	3 – 2
	Dave Woolley

( 0115 - 942 - 8124

Nottingham WPWO
	Nottinghamshire.

Postcode areas:- NG1-9,   NG11-25,    DN22,   S81.

	3 – 3
	Christine Wills

( 0115 - 942 - 8117

Nottingham WPWO
	Leicestershire, Rutland.

Postcode areas:-  LE1-19,   LE65-67,  PE8,  CV13

	3 – 4
	Jackie McGrath

( 0115 - 942 - 8126

Nottingham WPWO
	Lincolnshire, Peterborough

Postcode areas:- DN21, DN31-37, DN40-41, LN1-13, NG31-34, PE9-12, PE20-25, PE1-7



	3 – 5


	Lesley Reynolds

( 0115 - 942 - 8122

Nottingham WPWO
	Rotherham, Doncaster, Sheffield

Postcode areas :  DN1-5, DN10-13, S1-17, S19-20, S25-26, S31-32, S35-36, S55-66

	3 – 6
	Linda Stokes

( 0121 - 626 - 3293

Birmingham WPWO 
	Birmingham, Warwickshire, Coventry, Northamptonshire

Postcode areas:-B1-14, B23-31, B33-38, B47, B90-95, CV1-12, CV14-47, NN1-18, NN29

	3 – 7
	Vacancy

( 0121 - 626 - 3291

Birmingham WPWO
	Walsall, Dudley, Sandwell, North Birmingham.

Postcode areas:- B15,21, B32, B42-44, B46, B65-79, DY1-4, WS1-15, ST1-21

	3 – 8
	Annette Walton

( 0121 - 626 - 3287

Birmingham WPWO
	Hereford, Worcestershire, Wolverhampton, Shropshire.

Postcode areas:-  B45, B48-50, B60-64, B80, B96-98, DY5-14, HR1-9, WR1-15, SY1-13, TF1-13, WV1-16

	3 – 9


	Frances Hazelhurst

( 01603 - 622822

Norwich WPWO
	Suffolk

Post code area:- CO6, CO10, CB8-9, IP1-24, IP27-33, NR32-35.

	3 – 10
	John Bryant

( 01603 - 633733

Norwich WPWO 
	Norfolk

Post code area:- IP25-26, NR1-31 , PE13 - 14, PE 30 - 38.

	3 – 11
	Tim Playford

( 01603 - 763393

Norwich WPWO
	South East

Post Code area:- CB1-7, CB10-11, CB22, CM0-20, CM24, CM77, CO1-5,  CO7-9, CO11-16

PE15-19. PE26-29


REGION 4: NORTH WEST ENGLAND

Regional Welfare Manager:
John Maguire Preston WPWO







01772 – 884429

	AREA
	WELFARE MANAGER
	AREA COVERED

	4 - 1
	Derek Thomas

( 01772 - 884477 

Preston WPWO
	Blackpool, Fylde, Preston, 

Postcode areas:-  FY1-8,  PR1-2, PR4-7

PR25-26  

	4 - 2
	Christine Preston

( 01772 - 884477 

Preston WPWO
	Blackburn, Bolton, Part of Oldham

Postcode areas:- BB1 -18 BL1- 7, OL13 -14 PR3



	4 - 3 
	Eleanor Rothwell

( 01772 - 884477 

Preston
	Regional Reserve

	4 - 4
	Angela Barker

( 01772 - 884477

Preston WPWO
	Lancaster, Morecambe, Cumbria

Postcode areas:- CA1-28,  LA1-23 

	4 - 5
	Stella Blakeman

( 0151 - 934 6518

Bootle WPWO
	North Liverpool , Kirby , Prescot,  Huiton,  The Wirral 

Postcode areas:- L28, L32-36 ,  CH41-66

	4 - 6


	Karen Abram

( 0151 - 9346226  / 

    0151 - 9490075 

Bootle WPWO
	Liverpool, Bootle, Crosby Maghull, Formby, Southport,West Lancs, Ormskirk, Burscough

Postcode areas:- L9-10, L20- 23, L29-31.  L37-40, PR8-9, WN8

	4 - 7


	Margaret Williams

( 0151 - 9346541

Bootle WPWO
	North & South Liverpool, Burscough, Scarisbrick, Wigan, Skelmersdale.

Postcode areas: L1-8, L11-19,   L24-27,  WN1-7. 

	4 - 8
	Stephen North

( 0161 - 831 - 2066

Manchester WPWO
	St Helens, Warrington, Widnes, Runcorn, Halton, Malpas, Chester & Crewe

Postcode areas:-   WA1-13,  CH1-4, CW1-3, CW5 - 9,  SY14,



	4 - 9
	Katherine Hayward

( 0161 - 831 - 2192

Manchester WPWO
	Manchester inc. Salford, Bury, Oldham, Rochdale.

Postcode areas:-  BL0, BL8-9, M5-9, M11, M24-30,  M35, M38, M40, M44-46, OL1-4, OL8-12, OL15-16.

	4 - 10
	Ian Smith

( 0161 - 831 - 2183

Manchester WPWO
	Central, South and East Manchester, Stockport,  Tameside,  Macclesfield,  High Peak, Congleton, Trafford.

Postcode areas:- CW4, CW10-12, M1-4, M12-23, M31-34, M41, M43,M90, OL5-7, SK1-27, ST7, WA14-16, 

	4 - 11
	Helen Tomlin –Singleton

( 01132 - 836568

Leeds WPWO
	North Yorkshire (West of the A1), Bradford. 

Postcode areas:-BD1-12, BD14, BD17-19, LS3-6, LS16, LS18-20, YO1, YO8, YO10, YO15-16, YO19, YO23-26, YO41-43, YO51, DL8-11, All HD, DN14

	4 - 12
	Pat Mitchell

( 01132 - 836572

Leeds WPWO
	East Yorkshire.

Postcode Areas:- All HU, BD 13, BD15- 16, BD20-24, All HX . 0L14

	4 - 13
	Norman Turnbull

( 01132 - 836570

Leeds WPWO
	North Yorkshire (East of the A1),  Middlesbrough,  Redcar,  Cleveland.

Postcode Areas:-DL6-7,  LS1-2, LS7-9, LS14, LS17, LS22-23.

TS3 -15, YO2-7, YO9, YO11-14, YO17-18, YO21 - 22, YO30 -32, YO60- 62



	4 - 14
	Peter Stanway

( 01132 - 836574

Leeds WPWO


	Leeds,Calderdale, Wakefield

Postcode Areas:-DN6-9, DN15-20, DN38-39, All WF, LS10-11, LS15, LS25-27, S70-75

	4 - 15
	Linda McGee

( 0113 - 2836574

Leeds WPWO
	Leeds, Doncaster

LS12-13, LS21, LS24, LS28-29, All HG

	4- 16
	Caroline Beattie

( 01624 - 687047

Isle of Man WPWO
	All Isle of Man Post codes


REGION 5: SCOTLAND AND NORTH EAST ENGLAND

Regional Welfare Manager:
Stewart Robb Edinburgh WPWO







0131 222 5762

	AREA
	WELFARE MANAGER
	AREA COVERED

	5 -1
	Anne Marie Wornin

( 0131 - 222 5764

Edinburgh WPWO
	West Lothian, South Fife & part Edinburgh

Postcode areas:- EH4,   EH11-14,   EH27-30,   EH47-49,   EH51-55,   KY1-6,   KY8,   KY11-12

	5 -2
	Derry Tough

( 0131 - 222 5765

Edinburgh WPWO
	Edinburgh & The Borders.

Postcode areas:- EH1-3,   EH 5-10,   EH15-26,   EH31-46,   TD1-14

	5 -3
	John Lynch

( 0131 - 222 5763

Edinburgh  WPWO
	Tayside & North Fife.

Postcode areas:- DD1-11, KY7, KY9-10, KY13-16, PH 11-14

	5 -4
	Eileen Murray

( 01224 - 618153

Aberdeen WPWO
	Grampian.

Postcode areas:- AB10-16, AB21-25, AB30-39,  AB41-45,   AB51-56.



	5 -5
	Fiona Wilson

( 01463 - 718807

Inverness WPWO
	Highlands & Islands.

Postcode areas:- HS1-9,  IV1-56,  KW1-17,  PH19-44,  ZE1-3.

	5 - 6
	Mary Bell

( 0141 - 225 4222

Glasgow WPWO
	Glasgow North, Central Scotland.

Postcode areas:- FK8-9,   FK15-21,   G11-15,   G20-23,   G33,   G60-66,   G68,   G81-84,   PH1-10,     PH15-18

	5 - 7
	Mary Spence

( 0141 - 225 4220

Glasgow WPWO
	Renfrew, Inverclyde & Argyle.

Postcode areas:- G52,   KA2,   KA5,   KA7-15,   KA19-30,   PA1-39,   PA41-78,    PH50


	5 – 8 


	Irene Robinson

( 0141 - 225 4221

Glasgow WPWO
	South West Scotland.

Postcode areas:-  DG1-16,   KA1,  KA3-4,   KA6,    KA16-18,    ML2-4,    ML7-12,   G41-43, G71-75

	5 – 9


	Dudley Walker

( 0141 - 225 4219

Glasgow WPWO
	Glasgow East.

Postcode areas:-  FK1-7,   FK10-14,   G1-5,   G31-32,   G34,  G40,   G44-46,   G51,   G53,   G67,    G69,   G76-78,   ML1,   ML5-6

	5 – 10
	Alan Heron

( 0191 - 223 3233

Newcastle WPWO
	Newcastle, North Tyneside, Northumberland.

Postcode areas:-NE1-7, NE12-13, NE15, NE18-20, NE22-30, NE41-71, TD15.

	5 –11


	John Falcus

( 0191 - 223 3245

Newcastle WPWO
	Gateshead, South Tyneside, Sunderland, County Durham, 
Postcode areas: NE8-11,   NE16-17, NE21,   NE31-40,   SR1-6,   DH4-5

 

	5 – 12
	Liz Highmoor

( 0191 - 223 3297

Newcastle WPWO
	County Durham, Hartlepool, Stockton, Darlington

DH1-3,   DH6-9,   DL1-5,   DL12-17,   TS1-2,   TS16-29,   SR7-8. 


REGION 6: NORTHERN IRELAND &REP.OF IRELAND

Regional Welfare Manager:    Ivan Grainger Belfast WPWO






    02890 327881/233504

	AREA
	WELFARE MANAGER
	AREA COVERED

	6 -1
	Martin Hackett

( 003531 - 660 1122

Dublin WPWO
	All areas in Republic of  Ireland 



	6 -2


	Andrea Matthews 

(  02890 - 327881 - X33

Belfast WPWO
	Counties Antrim, Londonderry, Part of Tyrone.

Postcode Areas:- BT4-6, BT14-15, BT36-57, BT79-82

	6-3


	Brian Cassidy

02890 - 327881 - x28

Belfast WPWO
	Counties Down, Armagh, Fermanagh, Part of Tyrone.

Postcode areas:- BT1-3, BT7-13, BT16-35, BT58-78, BT83-94


   Office Address



Tel No

Fax Number    

    Aberdeen

    War Pensioners' Welfare Office     

01224 618153

01224 618255

    Greyfriars House

    Gallowgate                                        

    Aberdeen                                          

    Scotland          AB10 1ZU                         

    Balham

    War Pensioners' Welfare Office           
02086 966382

020 8696 6383

    Irene House                                       

    218 Balham High Road                              

    Balham                                            

    London          SW12 9DF                           

    Belfast

    War Pensioners' Welfare Office

02890 327881

028 9033 0746

    Marlborough House                                 

    30 Victoria Street                                

    Belfast  BT1 3GE

    Northern Ireland 

    Birmingham

    War Pensioners' Welfare Office            
0121 626 3291

0121 6263299

    Five Ways House, Islington Row                    

    Middleway, Edgbaston                              

    Birmingham                                        

    Warwickshire          B15 1SL                    

    Bootle

    War Pensioners' Welfare Office           
 0151 9346518

0151 9346520     

    St Martins House                                  

    Stanley Precinct                                  

    Bootle                                            

    Merseyside          L69 9BS                        

    Bristol 

    War Pensioners' Welfare Office           
0117 9718436

0117 9718302

    Government Buildings                              

    Flowers Hill Brislington                          

    Bristol                                           

    BS4 5LA                                           

   Cardiff

    War Pensioners' Welfare Office          

02920 428137

029 2042 8144

    4th Floor Southgate House                                   

    Wood Street                                       

    Cardiff                                           

    South Wales          CF10 1JJ                      

    Cork

    British Veterans Agency          

00353 21 4530342
00353 21 4530346

    PO BOX 737

    Togher

    Cork  City                                             

    Republic of Ireland                               

    Dublin

    War Pensioners Welfare Office       

00 3531 6601122
00 35316601945              

    3rd Floor Hume House                              

    Pembroke Road  

    Ballsbridge                                   

    Dublin 4                                         

    Republic of Ireland             

   Edinburgh 

   War Pensioners' Welfare Office
          
0131 222 5620

  0131 2225767                    

    Argyle House                                      

    3 Lady  Lawson Street                              

    Edinburgh                                         

    Scotland          EH3 9ZW                         

    Glasgow

    War Pensioners' Welfare Office           
0141 225 4000

0141 241 4560

    199 West Regent Street                            

    Glasgow                                           

    Scotland          G2 4DZ

   High Wycombe

   War Pensioners' Welfare Office            
01494 552600

01494 552601

    Aria House                                      

    80 Oxford Road                                       

    High Wycombe                                      

    Buckinghamshire          HP11 2DN                 

    Inverness

    War Pensioners' Welfare Office         

01463 718807

01463 718807           

    Royal British Legion                              

    10 Huntly Street                                  

    Inverness                                         

    Scotland          IV3 5PR                         

    Leeds

    War Pensioners' Welfare Office          

0113 2836568

0113 2836567

    Mezzanine Floor                                   

    City House , New Station Street                                       

    Leeds                                             

    North Yorkshire          LS1 4JE                  

    Manchester

    War Pensioners’ Welfare Service

0161 831 2195

0161 8312193

    Albert Bridge House  East                             

    Bridge Street

    Manchester                                        

    Greater Manchester          M60 9DF           
    Newcastle

    War Pensioners' Welfare Office              
0191 2233215

0191 2233032

    Arden House                                       

    Regent Farm Road, Gosforth                        

    Newcastle  Upon Tyne                                       

     NE3 3JN                      

    Newton Abbot

    War Pensioners' Welfare Office                    
01626 325478/9
01626 325456

    Sherborne House                                  

    Kingsteignton Road                                

    Newton Abbot                                      

    South Devon          TQ12 2PG                     

    Norwich

    War Pensioners' Welfare Office                    
01603 622822

01603 767495

    St Mary's House                                   

    Duke Street                                       

    Norwich                                           

    Norfolk          NR3 1QA                          

    Nottingham

    War Pensioners' Welfare Office

0115 942 8127

0115 9428131                    

    Block 6 Government Buildings                      

    Chalfont Drive                                    

    Nottingham                                        

    Nottinghamshire          NG8 3RB                  

    Portsmouth

    War Pensioners' Welfare Office                   
0239 230 8155

023 9230 8156

    Roebuck House                                     

    Cosham                                            

    Portsmouth                                        

    Hants          PO6 2TA

    Preston

    War Pensioners' Welfare Office     

01772 884477

01772 884336             

    Barry House                                       

    67-69 London Road                                 

    Preston                                           

    Lancashire          PR1 4DE                       

    Swansea

    War Pensioners' Welfare Office                    
01792 494061/2
01792 494124

    37/38 High Street

    Swansea

    West Glamorgan     SA1 1LS                      

    Tunbridge Wells

    War Pensioners' Welfare Office                   
 0189 250 7417

01892 511973

    Vale House                                        

    Clarence Road                                     

    Tunbridge Wells                                   

     Kent          TN1 1HH                             

    Wrexham




01978 313947

01978 313947

    (Address as Cardiff)

    Isle of Man




01624 687047 / 693297
01624 686492

     War Pensioners' Welfare Office

     Markwell House

     Market Street








     Douglas 

     Isle of Man

     IM1 2PF

     Ilford Park Polish Home (IPPH)

01626 353961

01626 335088

     Stover

     Newton Abbot

     Devon

     TQ12 6QH

ANNEX H to

CHAPTER 8 of

JSP 751
GUIDANCE TO CASUALTY NOTIFYING OFFICERS (CNO) AND VISITING OFFICERS (VO) ON MEDIA ASPECTS

GENERAL GUIDANCE TO CNOs AND VOs

The MOD has a duty of care to protect and support NOK when the death of a serviceman/woman occurs.  Strict procedures exist to manage the release of information to the media to ensure that the family find out of a death in the most appropriate way and thereafter that the family have the chance to decide what information is released.  Whilst the family concerns will always be paramount the MOD also has a duty to inform the wider public (through the media) of the details of casualties; indeed it would be quite wrong not to pay public tribute to those who have died whilst serving their country.

The CNO and VO play an important role in setting the tone of the relationship between the MOD and the bereaved family.  This is particularly sensitive in relation to the media where there must be no suggestion that the MOD is attempting to censor comments which the family may wish to make.  The family has an absolute right to speak freely to the media if they so wish.  The MOD role is to provide advice on how to stay in control of their relationship with the media, and to manage the release of information which the family wish us to put into the public domain.  All suggestions must be clearly termed as offers to help, and in no way a suggested course of action.

ADVICE TO FAMILY – WHAT IS GOING TO HAPPEN AND HOW TO DEAL WITH IT

The CNO initially and the VO subsequently should explain that their bereavement could be a national as well as a local story and that news agencies (TV, radio and print) could all be interested, potentially at both levels.  It is certain that their address will be discovered and someone will knock on their door and ask for a reaction.  The MOD is not in a position to prevent this, journalists are at liberty to make an approach, but can assist if the family becomes harassed by a particular individual – see guidance below.  Families should be warned that the media will approach them and be advised to prepare a simple statement that they can give to the media.  They should always answer any query politely, but firmly and if they do not wish to speak to the media should simply say so.  Journalists are unlikely to ask the family directly if they wish to ‘give an interview’ or ‘make a statement’, they are far more likely to offer the opportunity to ‘pay tribute to your family member’.  The most likely approach will be from a media agency, who will sell on any statement given to as many outlets as possible.

WHAT ARE THE MEDIA AFTER?

The press are after a ‘story’.  The first story is that a death has occurred; the second is the identity of the deceased and the reaction to the death by the family and the appropriate Service.  The latter is always provided in the form of a eulogy from the Commanding Officer.  It is for the family, normally, to decide what if any photograph should be released and what, if any reaction to give publicly.  The general advice is that they should release a photograph and issue a short statement – a single sentence is sufficient – which allows them to pay a proper tribute to the deceased.  CNOs and VOs are advised to prepare a simple and very short statement to offer to the family.  Deliberately there is no ‘stock; statement since these must be personal views of the family, but to give CNOs and VOs an idea of what may be appropriate in terms of tone and length:

“XX was a tremendous son.  He was proud to be a soldier and died doing a job he loved.”

“We are devastated by the loss of XX who was a loving son/daughter.  We are proud of the fact that XX was prepared to do his duty helping the people of ….”

It is stressed that suggested word should only be offered if the families request assistance in drafting a statement – the final choice of words must be left up to them.

HOW DO THE FAMILY MANAGE MEDIA ATTENTION?

The family need to decide if they wish to encourage media attention, or minimise it.  The general advice would be that they should minimise media attention whilst they are at their most vulnerable, which is the period immediately after they have been informed of the death.  Unfortunately this coincides with the period when the family are of most interest to the media, but experience would suggest that grieving families have no difficulty in getting media attention at a latter date if they wish it.  THE PROFESSIONAL ADVICE TO THE FAMILIES IS NOT TO SEEK MEDIA ATTENTION, BUT IT MUST BE MADE CLEAR THAT THIS IS THEIR DECISION TO MAKE.
HOW CAN THE FAMILY MINIMISE MEDIA ATTENTION?

If the family wish to minimise media attention the advice is that they should:

· Prepare a short statement paying tribute to their family member, but also requesting the media to allow them to grieve in peace.
· Release this statement to the Press (MOD Press Office can do this on the families behalf).
· Answer any media enquiries politely and firmly, restricting comments to the statement already made.  A simple formula such as “Thank you for your enquiry but we have said all that we wish to already, goodbye’.  Responsible journalists will leave it at that.
· Ensure that the wider family circle (Uncles, Aunts, Grandparents etc) are aware of the ‘family position’.  The MOD only liaises directly with the NOK, the family themselves must ensure that the family members are aware of their wishes.
· Be consistent.  The family should be aware that if they issue a statement asking to be left alone by the media but then speak to one outlet they are likely to attract attention from other outlets since they will have been seen to ‘ change their mind’ over attention.

WHAT SUPPORT CAN BE GIVEN TO THE FAMILY IF THEY RECEIVE UNWELCOME MEDIA ATTENTION?

Should a family receive persistent or inappropriate attention from the media then they can call upon the MOD Media operations staff for help.  This can be accessed through the VO or directly at either a regional or national level.  In the first instance VOs are likely to be the single channel from the family to all MOD resources.  VOs should be equipped with the contact details (including out of hours) for their local regional or TLB media operations staff.  If a journalist clearly works for a regional outlet then the regional staff should be informed.  If there is any doubt, or if the journalist works for a national outlet or agency then the MOD Press Office should be informed.  The MOD Press Office has a 24/7 duty line which is 0207 218 7907.  THIS NUMBER SHOULD BE GIVEN TO THE FAMILY.  Through either route the family can access the support of media professionals who will be able to speak to the media organisation concerned and, if necessary, deploy a media handler to assist.

WHAT SHOULD THE FAMILY DO IF THEY RECEIVE UNWELCOME MEDIA ATTENTION?

· Be polite, firm and consistent.
· Refuse to comment, refer to an earlier statement.
· Ask the journalist for his name and the organisation they represent.  This information is vital if a complaint is to be lodged.  
· Report any concerns to the MOD Media organisation, via the VO or direct.
· Warn other family members of the unwanted attention and ensure they are aware of the families desire to be left alone.

WHAT SHOULD THE FAMILY DO IF THEY WISH TO GET THE WIDEST POSSIBLE PUBLICITY FOR A TRIBUTE TO THE DECEASED OR OTHER COMMENTS THEY MAY WISH TO MAKE?

In some circumstances a family may also wish to ensure that they are able to pay tribute to a loved one to the widest possible audience.  Similarly they may feel that they have a duty to the deceased to ‘tell their story’.  This is a more difficult scenario for the MOD to assist with, since it can neither censor what a family wants to say, nor actively encourage criticism of ourselves.  The MOD can appropriately provide contact details for media outlets and general advice.

WHAT SHOULD THE FAMILY DO IF THEY ARE UNHAPPY WITH MEDIA COVERAGE?

The family may, having seen the coverage which will have been generated by the release of the name, be upset by some aspects of what has been said.  VOs should enquire on their follow-up visit if the family are happy with the coverage.  If they are not as a result of insensitive comments or distressing speculation, their concerns should be passed to the MOD Press Office who will take the matter up with the appropriate agency.

WHAT SHOULD THE FAMILY DO IN RESPONSE TO BIDS FROM MEDIA ORGANISATIONS?

The MOD will almost always receive bids from the media for access to the family once the name is released.  Press Office practice is to refer the first such bid to the family (via the VO) for consideration.  This allows the family to change their mind about speaking to the media, having seen the initial coverage if they wish.  The pros and cons of doing so should be outlined by the VO.  The guiding principle should be ‘what the family feel will assist them in their grieving the most”.  If they feel that there is more that should be said they may wish to accept an offer and the MOD Press Office can help in identifying a sympathetic journalist.  The potential drawback in doing so at this stage is that other media organisations may see this as the ‘green light’ to approach the family direct.  The advice would be not to accept an invitation from anyone who ‘cold calls’ but for the family to retain an element of control by referring journalists to the MOD Press Office, or if they prefer to appoint a family ‘spokesperson’.  If the family turn down the initial bid, the DPO will refuse all subsequent bids on their behalf without referral, unless the VO advises that the family wish to consider further bids.

THE MOD PRESS OFFICE IS AVAILABLE 24/7 ON 020721 87907 FOR ADVICE AND ASSISTANCE

CHAPTER 10 -  REPATRIATION OF THE DEAD

SECTION 1 - Outline

0901. This Chapter covers the repatriation of deceased Service personnel from overseas.  It explains the various responsibilities for preparation of the body, shipment and the required documentation.  It covers contact with bereaved families and also with the Coroner.  Finally it includes details of reception arrangements including formal reception ceremonies and the allowances for family members to be present. 

SECTION 2 - General Principles

0902. The following general principles apply:

vy. MOD policy is to repatriate to the UK the bodies of deceased Service personnel, including Foreign and Commonwealth (F&C) personnel
 wherever possible and as soon as practicable. Additionally, the MOD will repatriate the bodies of dependents and entitled civilians who die whilst accompanying their Service spouse/civil partner/parent on assignments overseas. 
vz. Repatriation of a deceased Service person / dependent / entitled civilian to a location in the UK chosen by the (NOK) will be arranged by the Services and will be at public expense.  
wa. Repatriation to a location other than the UK will be considered on a case by case basis by SP Pol Allces.  Repatriation of F&C personnel to their country of origin (CoO) is authorised at public expense.  Additionally, the repatriation, at public expense of the mortal remains of F&C dependents, who die whilst accompanying their Service spouse/civil partner/parent, to the CoO is authorised.  Such repatriations may be either direct from the country of death to the CoO, or via the UK, depending upon: whichever is most practical, any requirement for a UK Coroner’s inquest and any other associated factors,
wb. The NOK and family will be kept informed at all times by the Visiting Officer (VO) and consulted on all key decisions.
wc. The Joint Casualty & Compassionate Centre (JCCC) will be responsible for all contact with HM Coroner.
wd. Repatriation is a solemn affair and is to be carried out with respect and dignity.

SECTION 3 - Eligibility

0903. The following are eligible for repatriation in accordance with this Chapter: 

we. Service Personnel serving overseas
 including F& C personnel (see para 0902.a), members of the Reserve Forces, Expeditionary Forces Institute (EFI) & Naval Canteen Service (NCS).
wf. UK based MOD Civilians serving overseas (in accordance with Statement of Civilian Personnel Policy – Healthcare Welfare and Compassionate Travel while Overseas).
wg. Dependants
 of the above on accompanied overseas tours. 
wh. NAAFI UK based civilians serving overseas.
wi. Members of the following MoD funded Welfare Services serving overseas:
(1) Soldiers’ Sailors’ & Airmen’s Families Association (SSAFA).
(2) Women’s Royal Voluntary Service (WRVS).
(3) Defence Medical Welfare Service (DMWS).
wj. Contractors on Deployed Operations (CONDO) and other essential civilians deployed overseas in support of MOD.
wk. Foreign exchange personnel serving with UK Forces, and their dependants (in accordance with existing single Service Memoranda of Understanding (MOUs).

0904. Repatriation at public expense is only from the country in which the individual had been assigned.  Personnel on leave, or otherwise not on duty, travelling to other countries, are expected to make private arrangements for medical insurance covering repatriation to the country to which they have been assigned (or to the UK).  Following any such private repatriation, the standard options in respect of repatriation from the country of assignment apply. 

0905. If an F&C Service Person who is assigned overseas dies in that overseas country, their mortal remains may be repatriated to their CoO at public expense.  This also applies if they are on leave within the country in which they are assigned at the time of their death.  If, however, a F&C Service person who is assigned overseas dies while on leave in another country (except the UK), then their mortal remains will not be repatriated to their CoO at public expense.  The same principles apply to the mortal remains of accompanying dependants and entitled civilians. 

SECTION 4 - Role of JCCC

0906. JCCC’s broad areas of responsibility include:

wl. The co-ordination of repatriations to the point where the body/ashes are in the possession of the family’s undertakers. 
wm. Custodian of the contract with the MoD Repatriation contractor
. 
wn. Tasking the MoD Repatriation contractor.
wo. Arranging repatriation to a location other than the UK (when authorised by SP Pol Allces).
wp. Maintaining liaison with all key players including:
(1) The appropriate chain of command, including PJHQ.
(2) The Notifying Authorities (NAs) and Visiting Officers (VOs) [see Chapter 4).
(3) SP Pol, Single Service Secretariats and PJHQ J9 staff for providing submissions and appropriate briefs for ministers and Service Chiefs of Staff. 
(4) The MoD contractor for the movement of bodies.
(5) The relevant Coroner’s Office and, where required, other government departments. 
(6) MoD Director News (D News) and Single Service media leads.
(7) Service Movements staffs.
(8) Service police as appropriate.
(9) RAF Air Command (HQ AIR) for movement using RAF aircraft and RAF airfields and for Operations PABBAY and KIER (see paragraph 0926)

SECTION 5 - Movement Responsibilities

0907. The instructions covering all aspects of the movement of a body are in JSP 327 Chapter 8.  When repatriation is required from a country or theatre with a UK Service movement’s organisation
 arrangements are to be made by the overseas unit/HQ, keeping JCCC informed.  Preparation of the body for repatriation from these countries, including embalming where appropriate, is to be made through the agents of the MoD repatriation contractor, who will be tasked by HD JCCC.

0908. HD JCCC is responsible for informing the MoD contractor of the arrangements for the arrival of the body in the UK.  They, or their accredited agent, will then be responsible for meeting the aircraft, clearing the body through customs and obtaining the Coroner’s authority to remove the body from the airfield of arrival to the undertaker chosen by the NOK.   

0909. In countries where there is no UK movements organisation HD JCCC will task the MoD contractor to make all the arrangements for the repatriation using civil scheduled airlines. 

09010. In the unlikely event that the contractor cannot assist with repatriation, the Defence Attaché/Adviser at the nearest British Embassy is to be contacted and asked to make the necessary arrangements.

SECTION 6 - Documentation

09011. Timely delivery of the required documentation to the Coroner is vital in allowing the prompt release of the body to the bereaved family for burial/cremation.

09012. Under current UK regulations, the following documents must accompany a body being brought into the UK:

wq. Doctor’s Certificate of Cause of Death. (See Annex A)
wr. Certificate of Personal Particulars. (See Annex B)
ws. A letter to HM Coroner from the OC of the unit, or their Commanding headquarters, in cases where the death was due to unnatural causes. (See example at Annex C)

09013. Where a post-mortem is carried out overseas a copy of the initial findings, where practicable, should be included among documentation accompanying the body and passed to the coroner. 

09014. The documents accompanying the body are to be handed to the MOD Repatriation contractor in a sealed envelope with the contents clearly marked on the outside when the body is handed over.  If repatriation takes place under arrangements made by a Service air movement organisation, the envelope is to be attached to the No 1 copy of RAF Form 1380.

09015. Information Required by Foreign Authorities.  If the death occurs in certain foreign countries (notably USA and France) some additional information (details at Annex D) will be required before the authorities will release the body for repatriation. 

SECTION 7 - Preparation of the Body

09016. Where bodies are repatriated to the UK the following requirements
 are to be observed.

wt. From temperate European countries.  The coffin will have a sealed inner lining, usually of zinc.  There is no specific requirement for embalming
 unless required by local law or IATA regulations for the transportation of bodies from the country concerned.
wu. From the Arabian Gulf area.  Where embalming is required, the JCCC will task the MoD contractor, or their agents, to perform this task.  Otherwise bodies are to be placed in refrigeration at the Unit and later sealed into a zinc-lined coffin enclosed in a suitable robust outer case (to prevent damage and possible penetration or rupture of the metal inner coffin).  These procedures are to be carried out to the satisfaction of the Medical Officer.  Bodies are then to be flown to the UK by Service aircraft.
wv. From other areas.  Bodies are to be embalmed when dictated by local law, IATA regulations, or where necessary for operational / environmental reasons (such as likely delay in transporting).  The coffin must have a hermetically sealed lining usually of zinc and the outer coffin will be sealed. The embalming of a body requires an adequate professional standard and should be carried out as a service by the local agents of the MoD repatriation contractor, wherever possible.

SECTION 8 - Contaminated Bodies

09017. If fatalities are suspected to have been caused by chemical or biological agents, or radiological/nuclear material (CBRN)), then repatriation will only proceed once the presence of a CBRN agent has been confirmed or ruled out, and then on the basis of a risk assessment by the Commanding headquarters.  In such cases the deceased’s family must be informed and kept in the picture throughout by the VO.

SECTION 9 - Body Parts

09018. Policy.  It is MoD policy that all parts of dead Service personnel are to be recovered and repatriated
.  This includes body parts that may subsequently be identified during further investigation. 

09019. Informing the Coroner.  HD JCCC is responsible for ensuring that the Coroner is informed if a body to be repatriated is not complete and consulted regarding the subsequent recovery of any body parts.

09020. Informing NOK.  It is essential that if there is any likelihood that some parts of the body will have not been recovered (or identified) when it is repatriated (or there is a funeral overseas) that this is explained to the NOK (and EC if different).  They may wish to delay the funeral but must be warned that if there is a need for DNA testing this can take a considerable time.  NOK are to be informed on all subsequent recovery and identification of body parts and consulted regarding their repatriation or disposal.  The JCCC is to co-ordinate when and how the information is passed to the NOK after consultation with the Coroner and the VO.

SECTION 10 - Viewing the Body

09021. The NOK and bereaved family has the right to view the body after repatriation should they wish.  However, it is important that they are given informed advice as to the state of the body if there is any chance that it will cause unnecessary distress.  This advice can come from the Coroner, the MoD Contractor or the undertaker.  However it is most important that the advice given is clear and consistent and, therefore, the JCCC should seek to clarify the position with all the agencies prior to the NOK being briefed and inform the VO accordingly. 

SECTION 11 - Legal Requirements 

09022. The Coroner (or Procurator Fiscal in Scotland) into whose area the body will be repatriated, is to be informed in advance by the JCCC.  The required documentation (see paragraph 0910 to 0913) accompanying the body must be handed to the Coroner when the body arrives at the UK point of entry.  Thereafter all subsequent discussions with the Coroner are to be conducted via the JCCC.

09023. For deaths resulting from other than natural causes, the Coroner is required to hold an Inquest
 and may request a post mortem examination irrespective of whether such an examination was carried out overseas
.  This is a civil matter, over which the MoD has no control and it may not be possible to finalise the funeral arrangements until the Coroner has released the body to the undertaker.  This will have to be explained to the NOK by the VO.

SECTION 12 - Reception of the Body in UK  

09024. Policy.  Repatriation is a solemn affair and is always to be carried out with respect and dignity.  Where there is to be a formal ceremony to demonstrate the nation’s respect for those who have died overseas it will be conducted at the reception of the body into UK.  The funeral is considered to be a private occasion for the bereaved family. Further details and the principles determining their appropriateness are shown in Annex E.

09025. Operation BOWDEN.  This standard reception is used for all Service personnel and entitled civilian categorised as non-battle deaths.  The repatriation of the body is conducted with due dignity but largely as a matter of routine, with little or no ceremony, to a civil or military airfield using existing air transport arrangements.  It is not recommended that family members attend the reception airhead. However, if the family wishes to be present, there needs to be close liaison between the VO, the Notifying Authority (NA), JCCC and the deceased’s unit in order to make the necessary arrangements.  In such cases, it will probably be appropriate for the VO to accompany the family.  

09026. Operations PABBAY.  This applies to Service personnel categorised as Killed in Action (KIA) and Died of Wounds (DOW).  It allows for a degree of ceremony but is physically distinct from Operation KEIR.  Key elements are:

(1) The decision to implement Operation PABBAY will be taken by DCDS(Pers) following advice from the appropriate single Service in consultation with CJO (if a PJHQ led operation) and HQ AIR.  The format to be used to gain authority to implement Operation PABBAY is at Annex B.

(2) Ministers (SofS, USofS, Min(AF) and Min(DE&S)) must be formally notified of Operation PABBAY at least 48 hours before the event.  This will be achieved by the office of DCDS(Pers) copying the completed form (Annex B) to the distribution list on the form.   

(3) There would be no band – although exceptionally, the Chief of Staff of the Service concerned would have the option of seeking DCDS(Pers) agreement that a band should be present. 

(4) There would be a military bearer party.

(5) There would be no media facility unless requested or deemed desirable.  Ministers are to be notified if a media facility is to be provided.

(6) The ceremony would take place during normal working hours.

(7) The Lead Authority would command the Operation.

09027. Operation PLOVER.  This applies to Tier 1 SF personnel categorised as Killed in Action (KIA) and Died of Wounds (DOW).  It follows the format of Operation PABBAY but will take place at a discrete location away from the repatriation airhead.  Key elements are:

(1) The decision to implement Operation PLOVER will be taken by DCDS(Pers) following advice from DSF in consultation with CJO (if a PJHQ led operation) and HQ AIR.  The format to be used to gain authority to implement Operation PLOVER is at Annex C.

(2) Ministers (SofS, USofS, Min(AF) and Min(DE&S)) must be formally notified of Operation PLOVER at least 48 hours before the event.  This will be achieved by the office of DCDS(Pers) copying the completed form (Annex C) to the distribution list on the form.   

(3) There would be no band – although exceptionally, DSF would have the option of seeking DCDS(Pers) agreement that a band should be present.

(4) There would be a military bearer party.

(5) There would be no media facility.

(6) The ceremony would take place during normal working hours.

(7) DSF would command the Operation.

09028. Operations KIER.  This is designed to cover exceptional circumstances where it is considered appropriate to demonstrate the highest level of (National) respect.  It is impossible to be prescriptive but criteria that may influence a decision include: the nature of the operation, circumstances surrounding the incident and the number or rank of fatalities.  Key elements of the ceremony are:

(1) The decision to invoke Operation KEIR would rest with the Secretary of State, based upon the advice of DCDS(Pers).  Recommendations for Operation KEIR will be made using the format at Annex D.   

(2) The deceased will be repatriated to RAF BRIZE NORTON or RAF LYNEHAM during normal working hours.

(3) Members of the Royal Family, Ministers and very senior officers would be invited to attend.

(4) A military bearer party and State band would participate in the ceremony.

(5) There would be a media facility.

(6) The Lead Authority would command the Operation.

09029. Operation GARMENT.  This is designed to cover exceptional circumstances where the number of fatalities arising from an incident exceeds the capacity of Operation KEIR, and it is considered appropriate to demonstrate the highest level of (National) respect.  The criteria that will influence a decision include the number of fatalities and time constraints.  Key elements of the ceremony are:

(1) The decision to invoke Operation GARMENT would rest with the Secretary of State, based upon the advice of DCDS(Pers).  Recommendations for Operation GARMENT will be made using the format at Annex E.   

(2) The deceased will be repatriated to RAF BRIZE NORTON or RAF LYNEHAM during normal working hours.

(3) Members of the Royal Family, Ministers and very senior officers would be invited to attend.

(4) The remains of up to 35 personnel would be transported together and unloaded out of public view with dignity but no formal ceremonial.  Coffins would then be dressed and a group ceremony conducted with highest level of (National) respect.

(5) A state band would participate in the ceremony.

(6) There would be a media facility.

(7) The Lead Authority would command the Operation.

09030. Military Attendance.  This is For Operations BOWDEN, PABBAY and PLOVER, Royal Colonels-in-Chief should be informed of a death (through DS Sec), but they should not be invited to the repatriation.  Military attendance should be restricted to those who have a clear representative or supportive role.  The funeral is the occasion for wider attendance, subject to the wishes of the family.
09031. Family Involvement.  When determining the level of repatriation single Service secretariats should take full note of the wishes of the family, which should be adhered to as far as possible.  However, the overall aim of repatriation is to minimize delay between arrival of the deceased at the airhead and release of the remains to the family by the coroner.  Families therefore should be advised that they are under no obligation to attend the repatriation of their loved one, but can be reassured that the ceremony will be conducted with due dignity. 
SECTION 13 - Allowances for Relatives Attending Repatriation 

09032. The allowances available for family members to attend the repatriation of the body of a deceased Service person are detailed at Annex F.  It should be noted that the maximum number in each family group is restricted to 7 although this may be exceeded in exceptional circumstances with prior approval from SP Pol Allowances. 

SECTION 14 - Repatriation of Ashes

09033. The procedure for the repatriation of ashes is as follows:

ww. After the cremation the unit responsible for the funeral arrangements is to obtain the ashes and place them a strong polythene bag (if the cremation authorities have not already done so).  This bag is then to be packed in a stout light container.
wx. The container is to be marked for dispatch by airmail, certified as official by a responsible officer and sent by Forces Postal & Courier Service registered mail directly to the JCCC.  The Container must be accompanied by:
(1) The official Cremation Certificate giving the Cremation number.
(2) A Customs Declaration or other statement signed by the Unit commander or his deputy certifying:
“The enclosed ashes are those of …………………..
(full Service particulars of the deceased) 
cremated at……………(location) on …………..(date)” 
wy. The unit is to inform JCCC of the date and time of despatch and details of the package.
wz. On receipt HD JCCC is to make arrangements for the provision of a suitable casket and arrange onward despatch to the VO for delivery to the NOK or their undertaker. 

SECTION 15 - Repatriation of Dependants

09034. The arrangements for the repatriation of the bodies of entitled dependants (see paragraph 0903) is exactly the same as for Service persons.

SECTION 16 - Liaison with Bereaved Families

09035. It is essential that the deceased’s NOK and family are kept informed at all times and their views sought.  The Visiting Officer(s) must do this personally.  The JCCC is to remain in close contact with Notifying Authorities (NAs) and VO(s) who must, in turn, pass on information to the family as quickly as possible.  The guiding principles underpinning the support and advice to be offered to bereaved families are at Annex G.

09036. There are circumstances where the Coroner may wish to meet the deceased’s family to discuss matters such as the release of the body, the procedures for an inquest, the need for DNA testing or the issue of a death certificate.  This is to be facilitated by the JCCC through the VO who should, ideally, also be present for the discussion. 

09037. In the event of the death of an F&C Service person, the dependants who were accompanying them may wish to return to their CoO to settle.  The travel and removals expenses may be at public expense as long as method and class of travel are in accordance with extant service regulations.  There may also be occasions when the dependants wish to travel back to the CoO for the funeral but, for schooling, housing or other related reasons need to return to the UK or overseas assignment station to finalise matters before they resettle in their CoO.  In these cases it is permissible to fund the dependants return journey to the CoO to allow them to attend the funeral then return to the UK or overseas assignment station to settle their affairs.  The subsequent travel back to the CoO would also be at public expense

Annexes:
BT. Certificate of Cause of Death .

BU. Certificate of Personal Particulars.
BV. Example letter to HM Coroner.
BW. Information Required by Foreign Authorities for the Repatriation of a Body.
BX. Repatriation Ceremonies.
Appendix 1 – Repatriation Matrix
Appendix 2 – Request for authority to implement Operation PABBAY
Appendix 3 – Request for authority to implement Operation PLOVER
Appendix 4 – Request for authority to implement Operation KIER

Appendix 3 – Request for authority to implement Operation GARMENT
BY. Allowances and Entitlements for relatives of dead UK Service Personnel Repatriated to the UK.
Appendix 1 – Claim form for Authorised Family Group Member Allowances Related to the Repatriation of Bodies fro overseas
BZ. Register of Guiding Principle Statements
ANNEX A to

CHAPTER 9 of

JSP 751
CERTIFICATE OF CAUSE OF DEATH

(to be completed by the OC Hospital or other medical unit concerned)

This is to certify:

Service Number:



Rank/Grade:
Name:




Unit/ship:
339. Cause of Death:

xa. Disease or condition directly 
Leading to death


………………………………………
due to (or as a consequence of)


xb. Antecedent causes
morbid conditions, if any, giving
rise to the above cause, stating
the underlying condition last
……..………………………………
due to (or as a consequence of)
xc. Other significant conditions,
contributing to the death but not
related to the disease or condition
causing it



 …………………………………………..

340. Was the death due to natural causes?
…………………………………….....

341. Was a post-mortem examination performed?   …………………………….
(if Yes enclose a copy)

342. Died at .……………hrs (……….local time)   on (date)…………………

At (place)………………………….

343. The body is free from infectious disease.

Signed …………………………………    NAME ………………………………..

                                                              (Pathologist/Doctor/OC Medical Unit)

Date:

ANNEX B to

CHAPTER 9 of

JSP 751
CERTIFICATE OF PERSONAL PARTICULARS OF THE DECEASED

(to be completed by the OC of the Unit)

1.
Service Number:






2.
Rank/Grade:
3.
Full Name:







4.
Unit/ship:

5.
Date of Birth:
6.
Place of Birth:
7.
Occupation:
8.
Place where death occurred:
9.
Whether an official inquiry 
(i.e. Board of Inquiry or Coroner’s Inquest)

has been or will be held.
10.
Reason for conveyance to UK.
Signed …………………………………   OC ………………………………..

                                                              (unit)

Date:

ANNEX C to
CHAPTER 9 of
JSP 751
Specimen Letter To HM Coroner United Kingdom

Reference:      AKR/543/2/P1

Royal Air Force 

Akrotiri

BFPO 53

Tel: 010-35-751-xxxxx

 20 July 2003

HM Coroner
United Kingdom                                                                         

Dear Sir,

DEATH OF CORPORAL WILLIAM SMITH (A7654321)

Corporal Smith was killed in a road traffic accident that took place at approximately 1425 hours local time on Thursday 16 July 2003 at Curium Hill, Cyprus. He was driving his own car, which appeared to go out of control. No other vehicle or persons were involved. The Royal Air Force authorities and the Cypriot civil police are investigating the accident but reports are not expected for some time.

If a witness is required for identification purposes, Corporal James Brown, who has known the deceased for two years, may be contacted at the following address:

MT Section
Royal Air Force Brize Norton
Oxford
OX8 3L8
Telephone number: 

Further information can be obtained from:

Joint Casualty & Compassionate Centre
Innsworth Station
Gloucester
GL3 1EZ
Telephone number: 

Yours faithfully,

OC RAF Brize Norton 
ANNEX D to
CHAPTER 9 of
JSP 751
INFORMATION REQUIRED BY FOREIGN AUTHORITIES FOR THE REPATRIATION OF A BODY

PARTICULARS OF THE DECEASED

Surname




…………..……………………………………………

Christian or Forenames

           ………………………..………………………………

Marital Status



……………………………..…………………………

If married Number of Children
           …………………………………..………..………….

Date of Birth



…………………………………..……………………

Town or Place of Birth


………………………………………..………………

Home Address



………………………………….……………………

…………………………………………………….

……………………………………..………..………

………………………………………………………

………………………………………………………

Father’s Full Name


           ………………………………………………………

Father’s Occupation


………………………………………….……………

Mother’s Maiden Name


…………………………………………….…………

Mother’s Christian or Forenames
……………………………………………...……….

Mother’s Occupation


………………………………………………….……
Place Where Deceased is to be Buried
…………………………………….…………





ANNEX F to
CHAPTER 9 of
JSP 751
ALLOWANCES AND ENTITLEMENTS FOR RELATIVES OF DEAD UK SERVICE PERSONNEL REPATRIATED FROM OVERSEAS 

References:

CA. D/SP Pol All/2/11 dated 11 August 2003.
CB. D/SP Pol All 300/1 & 70 dated 10 January 2005.
344. The package of allowances authorised for close relatives and associates of deceased Service personnel (including Foreign & Commonwealth (F&C) personnel
) in support of the repatriation of their bodies from overseas at public expense is authorised at the References and is provided below.  It is not specific to operational deaths, - it can used following non-operational deaths. Where the repatriation is as a consequence of a death during overseas Operations, the assumption is made that the bodies will be flown into a UK RAF Station, probably RAF Brize Norton. Facilities will be made available at that RAF Station to host close relatives and associates of the deceased UK Service personnel who wish to attend the arrival of the repatriation aircraft and any accompanying ceremony.
Entitlement and Eligibility
345. Eligibility is for close relatives/associates (known as the family group) of Service personnel (Regular and on duty Reserves) to visit the repatriation airport/UK RAF Station selected for the arrival of the repatriation flight. In most overseas non-operational deaths the family group would normally be content with the repatriation arrangements implemented by the Services and would not wish to see the coffin, or view the body, until it had been received by their chosen local undertaker. There may, however, be exceptions where the family group would wish to travel to the repatriation airport, normally a civilian airport for a non-operational death, and they are not excluded from utilising this allowance package. The main users of this allowance package are likely to be family groups of those individuals whose deaths are as a consequence of overseas Operations and where a formal repatriation flight to a UK RAF Station and accompanying ceremony are arranged. 
346. Where the family group members reside overseas, to be eligible for these allowances they must be either:

xd. Family group members whose move to the overseas country was funded at public expense, or
xe. Family group members of a UK Serviceperson (including F&C personnel, see para 1) who was born overseas and the family still reside there.

Family group members who are temporarily out of the UK, for example on holiday or business, will not be eligible for the benefits of a return journey to the UK at public expense.  However, following their return to the UK they will be eligible for the other entitlements within the UK to attend the repatriation.

347. Where the deceased Serviceperson is UK based but died overseas whilst on leave there is no entitlement to repatriation of the body at public expense and hence the family group has no entitlement to this package of allowances.
348. Where possible the family group is to be restricted to a maximum of 7 as this is often the receiving unit’s handling capacity and is deemed to be a reasonable sized family group to be supported at public expense.  However, some latitude will be allowed; if larger family groups are desired single-Services are to submit details of the circumstances including full names and relationship to the deceased of the family members by the fastest means to SP Pol Allowances for exceptional authority to increase the size of the authorised family group. When the repatriation is to a UK RAF Station the family group will normally be gathered at an appropriate location, not necessarily at the UK RAF Station but close by, prior to movement en-masse to the UK RAF Station for the arrival of the repatriation flight. In these circumstances, the family group will be hosted by personnel from the RAF Station throughout, with additional support provided by single-Service support and welfare staffs as necessary. 
Allowances and Entitlements
Subsistence Allowance
349. Service accommodation for the family group in the area of the selected repatriation airport/UK RAF Station is deemed inappropriate.  The authorised family group will be entitled to hotel accommodation on a dinner, bed and breakfast tariff for a maximum of two nights (probably one night before and one night after the arrival of the repatriation flight). There is no entitlement to Personal Incidental Expenses (PIE). Accommodation is to be arranged by single-Service Casualty Visiting Officers on behalf of the family group using the Central Hotel Booking Scheme (CHBS). Where additional family members are allowed to attend the repatriation but are not authorised as part of the family group, hotel accommodation may also be booked using the CHBS, but they will not be entitled to claim any costs and those individuals will be responsible for settling their own hotel bills.
350. If the repatriation flight is delayed following the departure of the authorised family group from their home(s), the entitlement for 2 nights accommodation may be extended up to a maximum of 4 nights without further SP Pol Allowances authority.  Large-scale repatriation to a UK RAF Station from an overseas Operation could result in a delay of several days before individual bodies are released by HM Coroner.  Visiting Officers are, therefore, to encourage relatives to return home shortly after the repatriation and to subsequently arrange to view the body with their own local undertaker.  In exceptional cases, where the authorised family group are offered the opportunity and choose to remain in the area to view the body when released by the HM Coroner, exceptional authority may be granted locally to extend the entitlement to dinner, bed and breakfast up to a maximum of 4 nights.
351. In the case of a deceased F&C Service person, subsistence payments may be increased from 2 days to 14 days to enable up to 7 eligible members of the family group to travel to the UK for any repatriation ceremony in the UK, await the release of the body, attend any funeral or cremation I the UK and then return travel to their CoO or overseas assignment station.  Alternatively, the 7 family members are eligible for:

xf. A return flight
 from the CoO/assignment station to the UK with up to 2 days subsistence allowance to allow attendance at any repatriation ceremony plus.
xg. Repatriation of the body in accordance with paragraph 0905.
xh. A private funeral in the CoO with payment of the Funeral Grant in accordance with paragraph 1110. 

352. The hotel bill for dinner, bed and breakfast should be settled on departure by the VO. Prior to departure the VO should have obtained an estimate of expenses and drawn a cash advance from his own Admin Office.  Alternatively he should be prepared to cover the cost himself and should then seek reimbursement of the costs from any local supporting Unit Admin Office. The refundable costs will be those for overnight accommodation, breakfast and dinner for the number of authorised nights based on current full NRSA rates, not the normal 2/3 or 1/2 family rate subsistence allowances that can apply for Service families.  Additional items such as telephone calls, extra food, alcohol, room service, laundry and film rental will be the responsibility of the individual family group members and are not to be repaid from Public funds

Travel Allowances

353. Where unit transport is not used to transport the family group to the repatriation, standard class travel warrants (arranged by the Visiting Officer) will be allowable for authorised family group members. Alternatively authorised family group members may use their own cars and claim Motor Mileage Allowance (MMA) at the Private Car Rate, or the cost of the standard class return rail fare, whichever is the lesser.  Passenger Allowance is permissible when claiming MMA for all other authorised family group members who travel in the same vehicle. Maximum use of each vehicle used is to be encouraged.  Where unit transport is not used taxi fares may also be reclaimed for authorised family group members for travel between the rail station, airport, assembly unit and UK RAF Station as appropriate and necessary.  If members of the family group live a considerable distance away from the selected repatriation airport/UK RAF Station then an outward economy civil flight can be authorised with the return journey made by standard class rail. A return economy class flight may be authorised in these circumstances if it is more economical. Authorised family group members who live overseas are eligible for return economy class flights where the single journey is less than 2.5 hours and return business class flights for longer journeys. 
354. Where a funeral for a F&C Service person is held in the CoO. If requested by the family, a Service representative may travel to attend the funeral in the CoO at public expense.
355. In the event of the death of a F&C Service person, the dependents who were accompanying them may wish to return to their CoO to settle.  Their travel and removals expenses may be at public expense in accordance with extant Service travel regulations.  There may also be occasions when the dependants wish to travel back to the CoO for the funeral but, for schooling, housing or other related issues need to return to the UK or overseas assignment station to finalise matters before they finally resettle in their CoO.  In these cases it is permissible to fund the dependents return journey to the CoO to allow them to attend the funeral then return to the UK or overseas assignment station to settle their affairs.  The subsequent travel back to the CoO would also be at public expense.    

Travel and Subsistence Entitlements for F&C Family Members Who Live in the CoO or Overseas Assignment Station

356. If the family of the deceased F&C Service person reside in ie CoO, they may wish to attend any repatriation ceremony in the UK and elect for a funeral in the UK.  In this instance close family members may already claim the travel and subsistence costs associated with their attendance at the repatriation ceremony in the UK.  The current rules allow up to 7 members of close family to travel to the UK, at public expense, to attend the repatriation of deceased Service person from overseas to the UK.  These current regulations limit subsistence payments to 2 days and thus, whilst 2 days will enable the close family to attend any repatriation ceremony in the UK, it is insufficient to also allow attendance at the funeral or cremation.  To enable the close family to attend any repatriation ceremony, await the release of the body and then attend a UK funeral (in addition to the return flight from the CoO/assignment station in the UK that is also already permitted) up to 14 days subsistence allowance may be paid.  
Payment of Claims

357. Claims are to be submitted for payment on the form at Appendix 1 to this Annex, supported by receipted bills where appropriate. Specific direction will be given for deaths during overseas Operations but, unless notified to the contrary, all claims relating to the repatriation will lie where they fall (ie charged to the unit of the deceased Serviceman) and will be met by TLBs from existing Departmental resource control totals unless otherwise attributed (e.g. to the Departmental Expenditure Limit or to another Government Department). Claims related to overseas operational deaths must be annotated with details of the specific Operation and reported up the unit budgetary chain to the TLB Management Group on a monthly basis.

Appendix:

1.  Claim Form for Authorised Family Group Member Allowances Related to the Repatriation of Bodies from Overseas. 

APPENDIX 1 to 

ANNEX F to
CHAPTER 9 of
JSP 751

CLAIM FORM FOR AUTHORISED FAMILY GROUP MEMBER ALLOWANCES RELATED TO THE REPATRIATION OF BODIES FROM OVERSEAS

SERVICE PERSON’S DETAILS

Number                                Rank                   Name                                    Unit                                                                 

CLAIMANT’S DETAILS      (Complete one form for each authorised family group where possible)

1.
Title:                    Initials  & Name:                                              Relationship to Service Person:                             

2.
Title:                    Initials  & Name:                                              Relationship to Service Person:                             

3.
Title:                    Initials  & Name:                                              Relationship to Service Person:                             

4.
Title:                    Initials  & Name:                                              Relationship to Service Person:                             

5.
Title:                    Initials  & Name:                                              Relationship to Service Person:  
5.
Title:                    Initials  & Name:                                              Relationship to Service Person:         
7.
Title:                    Initials  & Name:                                              Relationship to Service Person:
TRAVEL DETAILS (No entitlement for elements covered by MOD transport or issued warrants) 

Method(s) of Travel _________________________________________________ (e.g. Own car, train, flight)

Travelling from: ________________________________ To: _____________________________

Returning from:  ________________________________ To: _____________________________

MOD Warrants Issued:   YES/NO* Details of warrants: From _______________To: ___________ (Return)*    

To be completed by Admin staff

MMA @ PCR
          
Total Mileage: ________ x ________ (rate)


= £__________
Passenger Allowance
Total Mileage: ______ x _____ (rate) x _____ Passengers
= £__________
Total Mileage: ______ x _____ (rate) x _____ Passengers   
= £__________
Passenger details (Use appropriate numbers against claimants from above (1,2, 3, 4 or 5)*.

Actual Rail fares incurred for which no warrants issued (Provide receipts) 

= £__________
Other actual expenses incurred (e.g. Taxi Fares) (Provide receipts where possible) 
= £__________

TOTAL (A)
 

 = £ _________

______________________________________________________________________

HOTEL AND SUBSISTENCE DETAILS (Receipted bills to be attached)

Date __________ and time _________ of arrival. Date _______ and time _______ of departure.

Hotel used (name, location) ________________________________________________________
_______________________________________________________________________________

_______________________________________________________________________________

Tariff _______________________________     (B&B, ½ Board)  

Cost per night _______________   CHBS Reference _______________________  If appropriate)

To be completed by Admin staff

Accommodation Allowance (NRSA Rate) _______ x _____ (days) x ______ (Indivs) 
= £ _________
Subsistence Allowances (DRSA Rate) ________ x _____ (days) x ______ (Indivs)
= £ _________








TOTAL (B)
  
= £ _________
MISCELLANEOUS EXPENDITURE

Any other refundable expenses – Details _____________________________________  
= £_________ (C)

__________________________________________________________________________________

TOTAL REFUND (A + B + C) =   £ _______________ (D)
PAYMENT DETAILS

* The claimant intends to collect this claim from the nominated administrative staff at the UK RAF Station.

* The claimant intends to collect this claim from the nominated administrative staff at the collection point close to the UK RAF Station.

* The claimant intends to collect this claim in cash at the local unit administrative office. 

* The claimant wishes payment to be forwarded by cheques as follows:

Account Title: _______________________ Address: _________________________________________
To be completed by Admin staff

Total payment Amount ________________ (D from page A - 1)    Payment Method     Cash/Chq*  

Date Paid ________________ Payment Made By ____________________________(Rank/Name)

Cheque Number   ___________________ (when applicable)  

Signature of recipient ___________________________ (Cash payments only)

Name of Recipient _____________________________ (Title, Initial, Surname)

VISITING OFFICER CONTACT DETAILS

Number _______________ Rank ________ Surname ___________________Unit ___________________
Contact Telephone Number ________________________ Signature ______________________________
* Delete as applicable

ANNEX G to
CHAPTER 9 of
JSP 751 
REGISTER OF GUIDING PRINCIPLE STATEMENTS 

Bereaved Families – Communication, Contact and Support

	Guiding Principle Statement
	Considerations in determining the procedures

	It is vital that all interested parties  liaise early with each other to agree the procedures for repatriation and ensure that the bereaved family can be fully briefed by the Visiting Officers (VOs) on relevant aspects of the procedure
	· Fundamental to all elements of the procedures for the repatriation of the dead is timely communication between all interested parties and the subsequent advice that is passed to the bereaved family.
· The common goal here is to ensure the family is not surprised by subsequent developments in the procedure and their wishes are met whenever possible.  It is crucial that the families know as much as possible about the circumstances of the incident before they read it in the press.  

	The main point of contact for Coroners for repatriation casework should be the JCCC keeping the Notifying Authority (NA) and VO informed
	· Primacy for support of the bereaved family will always be orchestrated by the relevant Notifying Authority 
· The JCCC is to liaise with the Coroner to confirm the procedures and what briefing arrangements need to be put in place for the families.  JCCC will brief the VO who is the Services link with the bereaved family.
· For a large-scale repatriation JCCC is to co-ordinate mass repatriations. For mass repatriations there may be use for a ‘liaison team’ to be appointed to deal with the detailed contact between HM Coroner and the MOD.

	In instances of a multi-Service repatriation, JCCC is to co-ordinate all aspects to ensure continuity of briefings and information passed to the bereaved families. 
	· If it is a multi-Service repatriation the JCCC will need to consider coherent processes to effect initial requirements (e.g. briefing to Ministers and bereaved families) to ensure continuity of advice between the Notifying Authorities. 



	JCCC is to establish the circumstances under which the Coroner/coroner’s officers expect to speak with/brief the bereaved family and what information the Coroner/Coroner’s officers need to impart.


	· Whilst the prime responsibility of the Coroner is to the Crown, there might be situations where the Coroner’s office will need to brief families.  Close liaison between the JCCC/VO and the Coroner is vital to determine these occasions and ensure that all relevant information is briefed.  

· Coroner’s Officers may need to brief bereaved families in the company of the appointed VO.  Likely briefing topics might include:
· Any specific and relevant Coroner’s procedures, such as the release of the body to whom and when, any relevant inquest procedure details, issue of death certificates, the need for DNA testing, delivering the family’s information pack etc;
· Any recommended viewing advice, including (where appropriate) a tactful explanation of the condition of the body to help explain why it is not recommended for viewing and
· If applicable, any warning that all the body parts might not have been recovered simultaneously. In such cases an explanation is to be given as to why it has not been possible to repatriate all the remains and the likelihood of further remains being discovered.


Body Parts
	Guiding Principle Statement
	Considerations in determining the procedures

	It is military Service responsibility to ensure that the site is clear of remains and that all body parts are repatriated to the Coroner.  This includes repatriation of those parts which may subsequently be identified during further investigation and from any location world-wide.
	· Repatriation of all body parts demands careful briefing to the bereaved family.  

· Instances of all body parts being repatriated simultaneously cannot be taken for granted as procedures such as DNA testing may take considerable time and identify further body parts.

· Where appropriate and in all cases of doubt or uncertainty, the JCCC and Coroner will need to discuss the briefing content for the bereaved family early in the procedure so that the family is aware of possible future body part repatriations. 

· Physical recovery of the body and body parts to the Coroner is a Service responsibility.  This will require assurances from theatre that procedures (either through the MoD Undertaker, Pioneer Corps, or other assets at the theatre commander’s disposal) are in place to clear the site.  

	Where appropriate, the bereaved family is to be fully briefed that all body parts might not be repatriated simultaneously (depending on the cause of death).  Responsibility for providing the briefing must be agreed between the JCCC and the Coroner.
	· The JCCC is to liaise with Coroners over briefing the release/discovery of body parts.  

· Great care is to be taken not to cause unnecessary distress by implying that body parts may have been withheld when all that has been retained is tissue samples for forensic/DNA testing. 



	Where there is doubt over what constitutes a body part the JCCC should seek guidance from the Coroner
	


Viewing the Body

	Guiding Principle Statement
	Considerations in determining the procedures

	JCCC is to ensure that all of the relevant parties (e.g. the Coroner, Notifying Authority, VO, MoD Contracted Undertakers) are informed of the advice on viewing so that an agreed line can be passed/recommended to the bereaved family.


	· The Coroner and Undertakers can only advise on viewing of the body. Ultimately, the bereaved family has the right to view if they want but it remains important that families can make an informed choice.

· The MoD Contracted Undertaker is to advise JCCC if reconstruction work is advisable, or possible, before work is carried out/or the NOK wishes over whether to view is sought.


CHAPTER 11 -  REGISTRATION OF DEATHS

SECTION 1 - Outline

1001. This chapter covers the actions to be taken to register a death and procedures for obtaining a death certificate.

SECTION 2 - General

1002. All deaths must be formally registered in order to obtain a death certificate.  Deaths in UK must be registered by the Registrar of the district where the death took place.  However UK Registrars are not able to register deaths overseas, even for UK nationals.  Nevertheless it is still possible to obtain a UK registration (and a UK death certificate) for deaths overseas among members of the armed forces, civilians serving or working with them and their accompanying families but it must be done by a legally authorised Registering Officer. 

SECTION 3 - Deaths in the UK

1003. The deceased’s NOK or family should normally report a death in the UK to the Registrar who will issue the death certificate directly to them.  If they have not done so the VO should offer to assist.  Exceptionally for deceased Service persons if this is not possible for the NOK or family then the deceased’s unit may report the death on their behalf and obtain the death certificate for them.  In such cases a suitably qualified informant
 will be required to provide the following particulars to the Registrar: 

xi. Date, place and certified cause of death.
xj. Name, surname, sex and age of the deceased.
xk. Unit, rank and profession (or trade).
xl. Date and place of birth.
xm. Usual address.
xn. If a married, widowed or divorced woman:
(1) Maiden surname.
(2) Name, surname and occupation of husband, or late husband (in England and Wales).
xo. Northern Ireland – marital condition.
xp. Scotland – marital condition and details of parents.

SECTION 4 - Registration of Deaths Outside the UK 

1004. Legislation.  The Registration of Births, Deaths and Marriages (Special Provisions) Act 1957 and the Service Departments Registers Order 1959, with amendments 1963 and 1988, provide for the registration of deaths occurring outside the UK among members of the armed forces, civilians serving or working with them and their accompanying families.  This includes deaths on board HM ships and aircraft (including chartered ships and aircraft being employed for the purposes of the armed forces) and travellers on such aircraft killed on the journey in consequence of an accident.

1005. Limitation.  Registration under the provisions of this legislation is not to be applied in respect of deaths occurring to locally engaged personnel or their families or to locally engaged servants or to any persons who have no domicile in or connection with the UK such as would justify entries in the records of the General Register Office.

1006. Registering Officers.  Only a Registering Officer as covered in the legislation may register a death.  Service Registering Officers must be authorised by the Defence Council.  There are specific Registering Officers to cover various parts of the world and for registering deaths on HM ships and aircraft.  The list of them is maintained by the JCCC and shown at Annex A.  Any changes in Registering Officers should be staffed through JCCC and on appointment officers should inform the JCCC and arrange appropriate training with the General Register Office.

1007. Method of Registration.  All notifiable
 deaths must be reported to the appropriate
 Registering Officer by a qualified informant
 either in person or by completing the Form ORS 3 “Notification of the Particulars for the Registration of Death”.  Multiple deaths resulting from a single incident are to be notified using Multiple Form ORS 3A. Form ORS 3 and Multiple Form ORS 3A are reproduced at Annexes B and C with detailed instructions for their completion.  

NB.  The reporting unit is NOT to await the results of a Board of Inquiry or Inquest before registering a death.

1008. Deaths occurring on RAF passenger carrying aircraft.  

xq. It is the practice in civil aircraft accidents occurring outside the UK that all deaths on an aircraft are registered on one register by the Board of Trade.  Therefore all deaths (Service and civilian) resulting from an accident involving an RAF passenger carrying aircraft outside UK and outside its territorial waters are to be registered by the Registering Officer at JCCC and nowhere else (unless there is a requirement under local law).
xr. Deaths occurring overseas after the crash, e.g. in hospital, are to be registered in the normal way by a Service Registering Officer or (for non-UK residents) the appropriate consul. 
xs. The death of individual passengers or crew on an RAF aircraft outside the UK or its territorial waters, are also to be registered by the JCCC.  The qualified informant in such circumstances is to be the Captain of the aircraft, who should obtain sufficient information concerning the deceased to enable Form ORS 3 to be completed on the aircraft’s return to the UK.  The specific information required is: 
(1) Date and Place of death.
(2) Full Name and County of residence in the UK.
(3) Sex of deceased.
(4) Maiden name (if appropriate). 
(5) Date and Place of birth.
(6) Rank or Occupation.
(7) Cause of death (if known) or circumstances surrounding the death.

1009. Deaths on HM Ships.  Deaths on HM ships are to be registered by the Registering Officer at JCCC.

SECTION 5 - Enemy Prisoners of War (EPW)

10010. Deaths of EPW in UK are to be registered with the Registrar of the district where the death took place.  Deaths of EPW overseas are to be registered by the appropriate authorities in the country where the death took place. 

SECTION 6 - Still-Born Infants

10011. In the UK the Registrar of Deaths must be informed of a still-birth by the person who would have been the informant
 had the child been born alive and subsequently died.  Overseas a still-birth is not registered as described above but should be reported as required by the local civil authorities. 

SECTION 7 - Presumption of Death

10012. Where someone is reported as “Missing” overseas and the Registering Officer is unable to register the death then JCCC will take action to affect registration.  Registration must await the outcome of any investigations and the unit must provide JCCC with the following documentation for the registration to take place.

xt. A copy of the civil and/or military police report.
xu. The Board of Inquiry report.
xv. The Commanding Headquarters’ opinion as to the possibility of the body ever being recovered.
xw. The name of the Coroner and the date, place and result of any inquest.
xx. Where the incident involved the loss of an individual at sea, a copy of the marine Accident Investigation Report. 

10013. On receipt of the above the JCCC will make a recommendation to the General Register Office which is the only authority that can make the official “presumption of death” decision. 

SECTION 8 - Death Certificates

10014. Whenever a unit registers a death in UK they are to obtain a death certificate from the Registrar for the NOK.  If at a later date another death certificate is required they are obtainable, on request, from:

xy. The Registrar who registered the death, or 
xz. The superintendent registrar of the district in which the death occurred (up to one year after the death).

10015. If more than one year has elapsed certificates may be obtained from:

ya. England and Wales – General Register Office, Smedley Hydro, Trafalgar Road, Southport, PR8 2HH.
yb. Northern Ireland – The Registrar General, Fermanagh House, Ormeau Avenue, Belfast, Northern Ireland. 
yc. Scotland – The General Register Officer for Scotland, New Register House, Edinburgh, EH1 3YT.
yd. Isle of Man – The Chief Registrar General, General Registry, Douglas, Isle of Man.

10016. When a death overseas is registered by a Service Registering Officer the Registering Officer will issue a death certificate either directly to the NOK or send it to JCCC for passing on to the NOK via the Visiting Officer (VO).

10017. Notification of Death.  When registration of death is delayed and a Coroner, or other appropriate authority, will not issue an interim death certificate, a Notification of Death letter can be produced on request to the JCCC.   Such a letter may be accepted by bodies such as banks, the Post Office, probate authorities and some insurance companies, in freeing money in joint accounts / settling the estate.

Enclosures:
358. Form ORS 3 - Notification of the Particulars for the Registration of a Death.
359. Multiple Form ORS 3A.
360. ORS Continuation Sheet
Annexes:

CC. Service Registering Officers. 

Form ORS 3

NOTIFICATION OF THE PARTICULARS FOR THE REGISTRATION OF A DEATH

The Registration of Births, Deaths and Marriages (Special Provision) Act 1957

This form is to be used to notify a death outside the United Kingdom for registration:

361. When the informant does not attend at the office where the registration will take place, or
362. In cases which need to be referred to the Registrar General before registration (see Instn. 6 overleaf)

	PART A

Please study the instructions overleaf before you enter the particulars and write clearly, avoiding abbreviations.

The particulars which you enter 

on this form will 

be copied into the 

death register.

Errors in the 

register cannot 

be easily 

rectified.
	1.  Date and place of death

	
	2.  Name, surname and country of residence in the United Kingdom

	
	3. Sex
	4. Maiden surname of woman

who is married

	
	5.  Date and place of birth

	
	6.  Rank or occupation

	
	7. Cause of death


To the Registration Officer at ……………………………………………………….. I (full name of informant)…………………………………….

…………………………………………………………….. of (present full address)…………………………………………………………………..

Being a person qualified under The Service Departments Registers Order 1959 to give information for the registration of the abovementioned death DO HEREBY NOTIFY you that the above particulars are those required to be registered concerning such death according to the best of my knowledge and belief.

Informant’s description ……………………………………………… (Present at the death; who saw the dead body; or as the case may be)
 








(see instruction 3 (a) overleaf)

Informant’s usual signature ………………………………………….. DO NOT SIGN BEFORE CHECKING THE PARTICULARS ABOVE
REPEAT IN BLOCK CAPITALS ………………………………………………

Signed by the above-named informant in the presence of ………………………………………………………………………………………..
(The name and rank (or designation) of the attestor should be added in BLOCK CAPITALS)
(see instruction 3 (b) overleaf).









This ……………….……… day of ……………………….20 ……

	PART B

TO BE COMPLETED BY

THE REGISTERING OFFICER
	This death has this day been registered by me at  entry number ………………………. In the

Service Departments Register of Deaths O.R.S.6 (No ……………………) in my custody.

Registering Officer’s signature ……………………………………………………………………………….

Date …………….……………………



THIS FORM BE SENT BY THE REGISTERING OFFICER TO THE GENERAL REGISTER OFFICE WITH THE

HALF-YEARLY RETURNS (SEE PARA. 49 IN ORS 6a)

INSTRUCTIONS

1.
This form is to be used solely to notify for registration in a Service Departments register a death:

a.
outside the United Kingdom of a serving member of the naval, military or air forces of the Crown;
b.
outside the UK of any other person in the service of the Crown employed with or accompanying HM Forces;
c.
outside the UK of a member of the welfare organisations specified in para 1 of Par II of the Schedule to The Service Departments Registers Order 1959, as amended by The Service Departments Registers (Amendment) Order 1963;
d.
outside the UK of any member of the family of a person at (a), (b) or (c) above (this included any relative, dependant or servant ordinarily living with that person);
e.

in any part of the world (not being registrable in the normal way in England, Wales Scotland or Northern Ireland) on board a ship belonging to Her Majesty;
f.

in any part of the world (not being registrable in the normal way in England, Wales, Scotland or Northern Ireland) on an aircraft belonging to Her Majesty or on an aircraft not registered in the UK but employed by HM Forces at the time; or
g.
outside the UK of any person who, being a traveller on such an aircraft, is killed by an accident on the journey.

Still-births cannot be registered in a Service Departments register.

2.
The following instructions must be observed when completing the form of entry overleaf:

Space 1
Day and month in words, year in figures, (eg Twelfth December 1971) followed by the full address (including the town and country) where the death occurred.

British Forces Post Office numbers should not be used.

If the death occurred on board ship, the name of the vessel should be entered after the date of death, followed by 

If in port, the name of the port and the country, or (b) if at sea, the words “at sea” and the ship’s position ie its latitude and longitude.

For other deaths at sea, or in unpopulated areas, the latitude and longitude should be quoted but not map or grid references.

If the death occurred in a moving vehicle (train, ambulance aircraft etc) the place of death should be given if possible followed by the words “On the way to ………….” Inserting the precise address to which the deceased was travelling.  If the place where the death occurred is not ascertainable, the words “Found dead on arrival at ………………..” may be used.

Where the information relates to a dead body and the date and place of death are not clearly established, the words “Dead body found on ………..  (date of finding the body) …………. .at ………………. (place of finding the body)” should be entered.

Where a child lived for less than 24 hours, after the date of death enter the word “Aged ………….” and the age in completed hours or, if less than one hour, in minutes.

Space 2
The full name and surname (SURNAME IN BLOCK CAPITALS), followed by the country (not full address) in the United Kingdom in which the deceased normally resided.  This should be entered simply as “(England)”, “(Scotland)”, “(Wales)” or “(Northern Ireland)”; “(Great Britain)” should not be used.  If the deceased was not usually resident in the UK no country should be entered.

A child should be given the father’s country or residence.

If the deceased is a child who had not been given a forename, a short horizontal line should be drawn before the surname.

Space 3
“Male” and “Female” as the case may be. Not “M” or “F”, nor “Boy” or “Girl”.

If the sex is indeterminate refer to the Registering Officer.

Space 4
The name in which she first married.  If this is not known, or if the deceased was a spinster or a male, draw a short horizontal line.

Space 5
The date of approximate date of birth, as accurate as possible.  Enter the day of the month and the year in figures, and the month in words.  If the day of the month not know, just enter the month and year.  If only the year known, enter year.  If only approximate year known, enter “About ……………….” and the approximate year.  After the date, enter the town, county (or equivalent) of deceased’s birth.  If not known, draw a short horizontal ink line.

Space 6
i.
For person in category (a) of instruction 1, service details to be entered in full, for example:

P/MX 227901 Petty Officer RN

2443801 Corporal ACC

3388090 Sergeant RAF (or RAF Regiment)

 “W/345925 Private WRAC Spinster

 (or wife of …………………….)

ii.
For person in categories (b) and (C) of instruction 1 the occupation and the name of employing Service

Department or Welfare organisation should be given, for example

Civilian Radio Operator, Ministry of Defence

(Navy Department)

Quantity Surveyor, ministry of Defence

(Army Department)

School teacher, Ministry of Defence

(Air Force Department)

Station Engineer, Department of the Environment

Manager NAAFI

“Clerical Officer, Ministry of Defence

(Navy Department) Spinster

(or wife of) ………………..

*The term “Civil Servant” is unsuitable.

iii.
For persons in category (d) of instruction 1 to enter “Wife of”, “Son of”, “Daughter of” or “Member of the family of”, followed by the full name and service particulars, or occupation of the employing Service Department or Welfare organisation of the person by virtue of whose status the entry may be made, for example *Wife of George Turner, 2537481 leading Aircraftsman, RAF

Son (or daughter*) of Ian Kay, Executive Officer, Ministry of Defence (Army Department)

*Member of the family of Henry Green, Projectionist Army Kineme Corporation

*Widow of John Smith, daughter of James Roberts 23117462 Sergeant RASC


NOTE

*Additional particulars are required for a woman over 15 years of age:

i.
in categories (a), (b), (c), (e), (f) and (g) or instruction 1 immediately after her occupation, or

ii.
in category(d) of instruction 1 before her qualifying relationship as follows:


For a spinster add “spinster”


For a married woman (or widow) add “wife (or widow) of” and the full name of her husband (or late husband)


If the deceased was a spinster or a divorced woman, and had no occupation, draw a short horizontal ink line in the upper part of space 6.

Space 7
As precisely and fully as can be ascertained and in the following order of preference:

i.
When an inquest is held, the cause of death and the Coroner’s findings should be copied from the Coroner’s certificate followed by “Certificate received from ………. (Name) ………………

Coroner for ……………… (District) ………………..

Inquest held …………………. (Date) ……………….”

Except that if any person is named as having caused the death the name of that person should not be entered.

ii.
If the Coroner does not hold an inquest the cause of death should be shown as stated on the medical certificate, followed by “Certificate by ………….. (Name and qualification of certifying doctor – and tank if Service Medical Officer ………”

iii.
Where the Coroner does not hold an inquest, and a medical certificate of death is not obtainable, but and official inquiry is convened the cause of death determined by the inquiry should be entered.  The entry should not include any reference to the inquiry and the name of any person considered to be responsible for the death should not be entered.

3.
a.
The following categories of persons ONLY are qualified to supply the particulars and to sign this form; the informant’s description should be entered as:
i.
Present at the death

ii.
Who saw the dead body                           )

iii.
Causing the body to be buried/cremated) In this order
iv.
Captain of HMS …………… (the ship in which the death occurred)

v.
In command of the aircraft

(a)  in which the death occurred or

(b)  in which the accident occurred from which the death resulted.

For deaths of members of the naval, military or air forces of the crown ON ACTIVE SERVICE there are two additional qualified informants:

vi.
An officer of the deceased’s unit or ship

vii
The officer in command of the deceased’s Record Office

b.
The signature of a qualified informant at 3 (a)(i), (ii), (iii), (v), or (vi) above much be attested by a person in one of the under-mentioned categories:

i.
an officer of the naval, military or air forces of the Crown

ii.
a person serving in an established capacity in the permanent civil service of the State who holds his appointment directly from the Crown or has been admitted into the civil service with a certificate from the Civil Service Commissioners;

iii.
a person qualified to practise medicine in the country where the document is signed.

iv.
a person qualified to practise law in the country where the document is signed.

4.
When completed, this form should be sent to the Officer in Charge of Birth, Death and Marriage Registration for the Command in which the death occurred, unless otherwise instructed by the Registrar General.  When the death is registered, one free certificate will be issued to the next-of-kin.

5.
When the half-yearly returns containing the certified copy of an entry are received at the General Register Office, Smedley Hydro, Trafalgar Road, Birkdale, Southport PR8 2HH, further certificates will be obtainable there on application and payment of the fees.

6.
A registering Officer cannot register:


a.
a presumed death (where the body has not been recovered), or


b.
a death which occurred over 12 month ago


Either should be reported to the Registrar General at the address in paragraph 5.

7.
For further information on registration see Queen’s Regulations.

8.
Further supplies of this form are available from Overseas Registration Section, General Register Office, Smedley Hydro, Trafalgar Road, Birkdale, Southport PR8 2HH

Multiple Form ORS 3A   Serial No ……………… Page ……

To the Registering Officer at ……………………………………………………………….. I, (full name of informant) ………………………………………………………………………………

Of (present full address)  …………………………………………………………………………………………………………………………………………………………………………………..

Being a person qualified under The Service Departments Registers Order 1959 to give information for the registration of the above-mentioned deaths DO HEREBY NOTIFY you that the above particulars are those required to be registered concerning such deaths according to the best of my knowledge and belief.

Informant’s description ………………………………………………………………………………     (Present at the deaths; Who saw the dead bodies; or as the case may be)














(See instruction 3(a) overleaf)

DO NOT SIGN before checking the particulars above.

Informant’s usual signature ………………………………………………………………………… Repeat in BLOCK CAPITALS ………………………………………………………………….

Signed by the above-named informant in the presence of ………………………………………………………………………

(The name and rank [or designation] of the attestor should be added in BLOCK CAPITALS.) …………………………………………………………………………………………………….

(See instruction 3(b) overleaf)












This ……………………. Day of ……………………………………………. 20 …….


	PART C

TO BE COMPLETED BY

THE REGISTERING OFFICER


	The above entries of death have this day been registered by me at consecutive numbers …………………………………… in

The Service Departments Register of Deaths ORS 6 (No ………….) in my custody.

Registering Officer’s signature …………………………………... Date ……………………………




THIS FORM MUST BE SENT BY THE REGISTERING OFFICER TO THE GENERAL REGISTER OFFICE WITH

THE HALF-YEARLY RETURNS (PARA 16.9 OF ORS 6a APPLIES)

INSTRUCTIONS

1.
This form is to be used solely to notify for registration in a Service Departments register a death:

a.
outside the United Kingdom of a serving member of the naval, military or air forces of the Crown;

b.
outside the UK of any other person in the service of the Crown employed with or accompanying HM Forces;

c.
outside the UK of a member of the welfare organisations specified in para 1 of Par II of the Schedule to The Service Departments Registers Order 1959, as amended by The Service Departments Registers (Amendment) Order 1963;

d.
outside the UK of any member of the family of a person at (a), (b) or (c) above (this included any relative, dependant or servant ordinarily living with that person);

e.
in any part of the world (not being registrable in the normal way in England, Wales Scotland or Northern Ireland) on board a ship belonging to Her Majesty;

f.
in any part of the world (not being registrable in the normal way in England, Wales, Scotland or Northern Ireland) on an aircraft belonging to Her Majesty or on an aircraft not registered in the UK but employed by HM Forces at the time; or 

g.
outside the UK of any person who, being a traveller on such an aircraft, is killed by an accident on the journey.
Still-births cannot be registered in a Service Departments register.
2.
The following instructions must be observed when completing the form of entry overleaf:

Space 1
Day and month in words, year in figures, (eg Twelfth December 1971) followed by the full address (including the town and country) where the death occurred.

British Forces Post Office numbers should not be used.

If the death occurred on board ship, the name of the vessel should be entered after the date of death, followed by 

(a)  If in port, the name of the port and the country, or (b) if at sea, the words “at sea” and the ship’s position ie its latitude and longitude.

For other deaths at sea, or in unpopulated areas, the latitude and longitude should be quoted but not map or grid references.

If the death occurred in a moving vehicle (train, ambulance aircraft etc) the place of death should be given if possible followed by the words “On the way to ………….” Inserting the precise address to which the deceased was travelling.  If the place where the death occurred is not ascertainable, the words “Found dead on arrival at ………………..” may be used.

Where the information relates to a dead body and the date and place of death are not clearly established, the words “Dead body found on ………..  (date of finding the body) …………. .at ………………. (place of finding the body)” should be entered.

Where a child lived for less than 24 hours, after the date of death enter the word “Aged ………….” and the age in completed hours or, if less than one hour, in minutes.

Space 2
The full name and surname (SURNAME IN BLOCK CAPITALS), followed by the country (not full address) in the United Kingdom in which the deceased normally resided.  This should be entered simply as “(England)”, “(Scotland)”, “(Wales)” or “(Northern Ireland)”; “(Great Britain)” should not be used.  If the deceased was not usually resident in the UK no country should be entered.

A child should be given the father’s country or residence.

If the deceased is a child who had not been given a forename, a short horizontal line should be drawn before the surname.

Space 3
“Male” and “Female” as the case may be. Not “M” or “F”, nor “Boy” or “Girl”.

If the sex is indeterminate refer to the Registering Officer.

Space 4
The name in which she first married.  If this is not known, or if the deceased was a spinster or a male, draw a short horizontal line.

Space 5
The date of approximate date of birth, as accurate as possible.  Enter the day of the month and the year in figures, and the month in words.  If the day of the month not know, just enter the month and year.  If only the year known, enter year.  If only approximate year known, enter “About ……………….” and the approximate year.  After the date, enter the town, county (or equivalent) of deceased’s birth.  If not known, draw a short horizontal ink line.

Space 6
i.
For person in category (a) of instruction 1, service details to be entered in full, for example:

P/MX 227901 Petty Officer RN

2443801 Corporal ACC

3388090 Sergeant RAF (or RAF Regiment)

“W/345925 Private WRAC Spinster

(or wife of …………………….)

ii.
For person in categories (b) and (C) of instruction 1 the occupation and the name of employing Service

Department or Welfare organisation should be given, for example

Civilian Radio Operator, Ministry of Defence

(Navy Department)

Quantity Surveyor, ministry of Defence

(Army Department)

School teacher, Ministry of Defence

(Air Force Department)

Station Engineer, Department of the Environment

Manager NAAFI

“Clerical Officer, Ministry of Defence

(Navy Department) Spinster

(or wife of) ………………..

*The term “Civil Servant” is unsuitable.

iii.
For persons in category (d) of instruction 1 to enter “Wife of”, “Son of”, “Daughter of” or “Member of the family of”, followed by the full name and service particulars, or occupation of the employing Service Department or Welfare organisation of the person by virtue of whose status the entry may be made, for example *Wife of George Turner, 2537481 leading Aircraftsman, RAF

Son (or daughter*) of Ian Kay, Executive Officer, Ministry of Defence (Army Department)

*Member of the family of Henry Green, Projectionist Army Kineme Corporation

*Widow of John Smith, daughter of James Roberts 23117462 Sergeant RASC

NOTE

*Additional particulars are required for a woman over 15 years of age:

i.
in categories (a), (b), (c), (e), (f) and (g) or instruction 1 immediately after her occupation, or

ii.
in category(d) of instruction 1 before her qualifying relationship as follows:

For a spinster add “spinster”

For a married woman (or widow) add “wife (or widow) of” and the full name of her husband (or late husband)

If the deceased was a spinster or a divorced woman, and had no occupation, draw a short horizontal ink line in the upper part of space 6.

Space 7
As precisely and fully as can be ascertained and in the following order of preference:

i.
When an inquest is held, the cause of death and the Coroner’s findings should be copied from the Coroner’s certificate followed by “Certificate received from ………. (Name) ………………

Coroner for ……………… (District) ………………..

Inquest held …………………. (Date) ……………….”

Except that if any person is named as having caused the death the name of that person should not be entered.

ii.
If the Coroner does not hold an inquest the cause of death should be shown as stated on the medical certificate, followed by “Certificate by ………….. (Name and qualification of certifying doctor – and tank if Service Medical Officer ………”

iii.
Where the Coroner does not hold an inquest, and a medical certificate of death is not obtainable, but and official inquiry is convened the cause of death determined by the inquiry should be entered.  The entry should not include any reference to the inquiry and the name of any person considered to be responsible for the death should not be entered.

3.
a.
The following categories of persons ONLY are qualified to supply the particulars and to sign this form; the informant’s description should be entered as:

i.
Present at the death

ii.
Who saw the dead body                           )

iii.
Causing the body to be buried/cremated) In this order

iv.
Captain of HMS …………… (the ship in which the death occurred)

v.
In command of the aircraft

(a)  in which the death occurred or

(b)  in which the accident occurred from which the death resulted.

For deaths of members of the naval, military or air forces of the crown ON ACTIVE SERVICE there are two additional qualified informants:

vi.
An officer of the deceased’s unit or ship

vii
The officer in command of the deceased’s Record Office

b.
The signature of a qualified informant at 3 (a)(i), (ii), (iii), (v), or (vi) above much be attested by a person in one of the under-mentioned categories:

i.
an officer of the naval, military or air forces of the Crown

ii.
a person serving in an established capacity in the permanent civil service of the State who holds his appointment directly from the Crown or has been admitted into the civil service with a certificate from the Civil Service Commissioners;

iii.
a person qualified to practise medicine in the country where the document is signed.

iv.
a person qualified to practise law in the country where the document is signed.

4.
When completed, this form should be sent to the Officer in Charge of Birth, Death and Marriage Registration for the Command in which the death occurred, unless otherwise instructed by the Registrar General.  When the death is registered, one free certificate will be issued to the next-of-kin.

5.
When the half-yearly returns containing the certified copy of an entry are received at the General Register Office, Smedley Hydro, Trafalgar Road, Birkdale, Southport PR8 2HH, further certificates will be obtainable there on application and payment of the fees.

6.
A registering Officer cannot register:

a.
a presumed death (where the body has not been recovered), or

b.
a death which occurred over 12 month ago

Either should be reported to the Registrar General at the address in paragraph 5.

7.
For further information on registration see Queen’s Regulations.

8.
Further supplies of this form are available from Overseas Registration Section, General Register Office, Smedley Hydro, Trafalgar Road, Birkdale, Southport PR8 2HH

	Date and place of death

1.


	Name, surname and country of

Residence in the United Kingdom

2.


	Sex

3.


	Maiden surname of woman who has married

4.


	Date and place of birth

5.


	Rank or occupation

6.


	Cause of death

7.



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


ANNEX A to
CHAPTER 10 of
JSP 751
SERVICE REGISTERING OFFICERS

	Ser
	Area/Circumstance
	Registering Officer
	Remarks

	1
	NW Europe, Norway, Denmark, Poland, Czech Republic, 
	SO2 G1 Comp

HQ UKSC(G)

BFPO 40


	

	2
	Spain, Italy, Bosnia, Kosovo, Greece, Turkey
	SO2 G1 Comp

HQ UKSC(G)

BFPO 40


	

	3
	Iraq 
	HD JCCC

	

	4
	Afghanistan
	HD JCCC

	

	5
	Gibraltar and Portugal 
	SO2 J1

HQ British Forces Gibraltar

BFPO 52


	

	6
	Cyprus and Gulf area less those on operations commanded by PJHQ
	SO3 J1 Pers/Wel

HQ BFC

BFPO 53


	

	7
	USA, Belize, Caribbean Islands
	Services Manager

BDS Washington

BFPO 2


	Normally done by British Embassy

	8
	Canada less Suffield and Wainwright 
	Staff Officer BDLS Ottawa

Naval Party 1010

BFPO 487


	

	9
	Suffield and Wainwright
	RAO

HQ BATUS

BFPO 14


	

	10
	Africa less Egypt but including Kenya, Sierra Leone, Angola and South Africa. 


	HD JCCC

	


	11
	Falkland Islands, South Georgia and Ascension 
	SO2 J1

HQ BFSAI

BFPO 655


	

	12
	Personnel embarked on RN ships or temporarily ashore from RN ships


	HD JCCC
	If outside UK and UK territorial waters.



	13
	Military personnel and civilian passengers on UK military or military chartered aircraft who die on board or are killed in a incident involving the aircraft.


	HD JCCC
	If outside UK and UK territorial waters

	14
	Brunei 
	COS

HQ Brunei Garrison

BFPO 11


	

	15
	Nepal
	DCOS

HQ BGN

BFPO 4


	

	16
	Diego Garcia
	HD JCCC

	

	17
	Other locations for entitled personnel on duty


	HD JCCC
	

	18
	Personnel on holiday 
	British Embassy or High Commission


	

	19
	Late (over 12 month) registrations 
	General Register Office

Smedley Hydro

Trafalgar Road

Southport PR8 2HH


	


CHAPTER 12 -  FUNERALS, BURIALS, CREMATIONS & HEADSTONES

SECTION 1 - Outline 

1101. This Chapter covers the policy for funerals, including the provision of coffins and headstones, at public expense, for deceased Service personnel and entitled dependents. 

SECTION 2 - General

1102. When a Service person (including Reserve forces when on duty and F&C
 personnel) dies, it is MoD policy to arrange a funeral at public expense or provide funding towards the cost of a private funeral dependant upon the wishes of the Next of Kin (NOK).  It is important that Visiting Officers (VOs) understand the options available in order that they can explain them clearly to the NOK.

SECTION 3 - Eligibility

1103. The payment of funeral expenses and grants are admissible in respect of:

ye. Service individuals, including F&C personnel, who die before the termination of their service and are in receipt of a military salary.

yf. Service individuals who die after having been a patient in a military or civilian hospital or comparable establishment at the time of either:
(1) Relinquishment of their commission.
(2) Their discharge from the Services.
(3) Their transfer to the Reserve Forces.
yg. A reservist or ex-Service individual who dies in a military or civil hospital whilst undergoing treatment approved by the SPVA - Pensions Division.
yh. A member of the Reserve Forces who dies as a result of an injury received or an illness that developed on duty.
yi. A re-employed officer who dies while in receipt of full pay. 
yj. Members of the Cadet Forces who die whilst on official duty, or where death is attributable to duty.
yk. Admirals of the Fleet, Field Marshals and Marshals of the RAF.
yl. Former CDS’, VCDS’ and 4* Heads of Service, (ie CNS, CGS and CAS).
ym. Former members of the Navy, Army and Air Force Boards who die within one year of leaving their appointment.
yn. Officers and men of the Mercantile Marine, whether British or foreign, who are killed or die as a result of enemy action and whose bodies are washed up or brought ashore in the UK and buried by Naval authorities.

SECTION 4 - Funeral Options

1104. The choice of funeral arrangements is normally decided by the Next of Kin (NOK) unless the Service person has made special provisions in their will, left written instructions elsewhere, or the NOK waive this right.  If family members cannot reach agreement over the funeral, and there is no instructions in the deceased’s will, as the Executor has certain legal responsibilities over the disposal of the estate, the MoD must liaise with them over the funeral. The funeral may be at any location in the UK or in the country where death occurred whilst serving overseas (subject to any overriding local conditions) or, in the case of F&C personnel, either in their CoO or the country in which the NOK are normally resident. Wherever the funeral is held, the family will be eligible to receive the rate of Funeral Grant they would have been entitled to had the funeral been held in the UK.  Where a funeral is held in the CoO, if requested by the family, a Service representative may travel to attend the funeral in the CoO at public expense
. The options are described below.

SECTION 5 - Funeral at Public Expense

1105. A funeral at public expense (burial or cremation) is one arranged and paid for by Service authorities.  The funeral is to be conducted in accordance with Queens Regulations, be unostentatious in character and is to be the same for all ranks.  Arrangements are to be made by the deceased’s parent unit.  However, where the funeral is to be held at a location remote from that unit, another unit may be approached and asked to make appropriate arrangements. A funeral expenses grant of £500 will be paid (by the JCCC) to the family member consulted over the funeral arrangements/paying any miscellaneous expenses and the following services may be provided at public expense: 

yo. Attendance of NOK.  Attendance of the NOK and one companion, or for married accompanied personnel, a close family member
 and one companion. One car is paid for from home to funeral in addition to the hearse.
yp. Burial.  A Service pattern headstone will be provided (if requested by the NOK (or Executor in Scotland)), and the grave maintained in perpetuity.   However, the grave deeds must be registered in the name of the MOD.  If the NOK prefer to erect a private memorial following a funeral at public expense this is acceptable. However, maintenance of the grave and headstone will then be the responsibility of the NOK. However, if the NOK choose to have the grave deeds registered in their name, but a military pattern headstone/urn marker erected on the grave, then future maintenance also falls to them, not the MoD. 
yq. Coffin.  A standard coffin is provided for all ranks.  If the NOK want a coffin different from that normally supplied by the MoD then they are responsible for the additional cost. 
yr. Cremation.  An entry (up to 5 lines) in a crematorium or other Book of Remembrance, including a drawing of a Service/Ship/Unit/Regimental crest or alternatively the provision of a military pattern urn marker. Ashes scattered in the crematorium Garden of Remembrance or dispatched in an oak casket to the NOK’s home address, or interred in a military cemetery.

1106. Honours.  The degree of ceremony at such a funeral, or the lack of it, is normally a matter for the NOK in conjunction with the unit.  It may range from the minimum of formality, e.g. no more than the presence of a single representative of the deceased’s unit, to full-scale military honours.  Details of the appropriate military honours for each Service are in their respective Queen’s Regulations.  For funerals of deceased F&C personnel in their CoO please refer to HD JCCC.
1107. Graves and Markers.   Further details and instructions concerning graves, headstones, Books of Remembrance, oak caskets and urn plot markers are at Annex A.

SECTION 6 - Private Funeral 

1108. The NOK may choose:

ys. A funeral (burial or cremation) where Service authorities arrange and pay for the preparation of the body, the provision of the coffin and its conveyance to an undertaker.  In such circumstances the NOK are entitled to the Lower Rate of Funeral Grant
.
yt. Alternatively, the NOK may prefer to make all the arrangements themselves.  In such circumstances, they should pay all the costs but are entitled to the Higher Rate of Funeral Grant
. 

1109. Service Representation at a Private Funeral.  The Visiting Officer should ascertain whether the NOK wish the Service/Unit to be represented at a private funeral and if so an official representative of the parent unit is to attend and may do so at public expense.  If circumstances prevent representation from the parent unit, the Unit closest to the location of the funeral should be asked to send an officer to represent them.

SECTION 7 - Private Funeral in a Country other than UK, Eire or where the Service person died

11010. Should the NOK decide to have the funeral in a country other than UK, where the Service person died, or, for F&C personnel in their CoO or the country where the NOK are now settled, they will be required to make all the arrangements themselves and pay the costs.  However they will be eligible for the Higher Rate of Funeral Grant
 unless the body has been repatriated at public expense in which case they will be eligible for the Lower Rate.  Only one funeral grant is payable, even if a funeral (or other form of burial / cremation) is held in one country and a memorial service in another. 

11011. In the event of the death of a F&C Service person, the dependants who were accompanying them may wish to return to their CoO to settle.  The travel and removals expenses may be at public expenses.  There may also be occasions when the dependants wish to travel back to the CoO for the funeral but, for schooling housing or other related reasons need to return to the UK or overseas assignment station to finalise matters before they finally resettle in their CoO.  In these cases it is now also permissible to fund the dependants return journey to the CoO to allow them to attend the funeral then return to the UK or overseas assignment station to settle their affairs.  The subsequent travel back to the CoO would also be at public expense.

SECTION 8 - Flags to Cover the Coffin

11012. The Parent Unit is responsible for obtaining a Union (or other National) flag to cover the Coffin.  
yu. Units are to hold sufficient Union flags to allow one be sent with the coffin (where appropriate).   The choice of flag used to cover a coffin at a Private funeral is a matter for the NOK.
yv. The Union Flag is to be used to cover the coffins of all members of the British Armed Forces (irrespective of nationality) who receive a Service funeral.  Personnel serving in the armed forces of another country, or on attachment to the British military, should have their coffin covered by their national flag.

SECTION 9 - Memorial

11013. In circumstances where Service personnel are killed whilst in Service but whose bodies are never recovered, the NOK may choose to have a headstone, urn plot marker or equivalent memorial plaque or an entry in a crematorium or other Book of Remembrance provided from Public Funds.   Applications for a grant towards the costs of a Memorial Service should be made through JCCC and will be considered by JPAC PACC on a case by case basis.

SECTION 10 - Burial at Sea

11014. Burial at sea is not to be offered as an option to NOK.  It is only permitted in exceptional circumstances for very distinguished Senior Naval Officers or Naval holders of the VC who have expressed such a wish.   However NOK may request committal at sea of the cremated remains of Naval personnel who died in service or retired RN, RM, QARNNS or WRNS at the discretion of CinC FLEET or the appropriate Flag Officer.  

SECTION 11 - Funeral Overseas

11015. It is MoD policy to repatriate the bodies of Service personnel who die while serving overseas (see Chapter 9).  However if the NOK specifically request it, or repatriation is not possible, the funeral may take place in the country where the deceased was serving
 when they died (subject to any local restrictions).  

11016. Options.  The choice between cremation and burial rests with the NOK (subject to the availability of appropriate facilities).  Serving persons will normally be given a service funeral overseas with military honours unless the NOK specifically requests a private one. 

yw. Burials.  For funerals at public expense, burials should ideally be in a military cemetery or in a military plot in a civil cemetery but may be in any other cemetery chosen by the NOK.
yx. Cremations.  Following cremation, in accordance with the NOK’s wishes, the ashes may be: 
(1) Scattered in the Crematorium Garden of Remembrance.
(2) Buried in an Urn Plot in a military or civilian cemetery.
(3) Repatriated at public expense (see Chapter 9). 

11017. Attendance of Next of Kin (NOK).   The NOK and one companion, or for married accompanied personnel, a close family member
 and one companion are entitled to travel and accommodation at public expense to attend the funeral.  Such visits must be authorised by the JCCC.  If local conditions prevent their attendance, then a visit to the grave at a later date may be permitted provided it takes place within 2 years of the death.  Further details are at Annex B.

SECTION 12 - Dependants

11018. Service personnel are responsible for the arrangements and costs of funerals of their dependants except as follows:  

yy. If a dependant
 dies overseas during an accompanied tour their body or ashes may be repatriated at public expense in accordance with Chapter 9.
yz. Deceased dependants of Service persons on full pay may be buried in a military cemetery provided it is close to their duty station and the Service person meets the burial costs
, pays for the provision of a military style headstone and a contribution (Charge B) to cover the maintenance of the grave in perpetuity. 
za. The costs of a local funeral overseas of a still-born infant, when arranged by a Service hospital, may be met from public funds.  Where there is no access to a Service hospital the reasonable cost of arranging a local funeral may be refunded.

SECTION 13 - Burial/Cremation Reports

11019. It is MoD policy to maintain a record of the burial or cremation of all Service persons who have died while still serving.  Units are therefore required to complete the Burial/Cremation Report at Annex C for every death in service and forward it to the JCCC within 3 days of the funeral.

SECTION 14 - Military Cemeteries

11020. Details about military cemeteries including a description of who is eligible for interment in them and a list of those currently open for Service or private burials is at Annex D.
11021. Burial in CWGC Plots.  Servicemen and women who die in military service today (including those killed in current conflicts) cannot be buried in dedicated Commonwealth War Graves Commission Cemeteries, as under the CWGC charter the cemeteries are restricted to those killed in the First and Second World Wars.  However, many local cemeteries have military plots maintained on the MoD’s behalf by the CWGC.  Should you be informed that the NOK desire burial of a serving relative in any of these plots, you must contact the CWGC without delay, before giving any commitment to the NOK, to establish whether it will be possible to accommodate the family’s wishes.  Telephone: 01628 507200.
SECTION 15 - Funeral Grants and Admissible Expenses

11022. A summary of Funeral Grants and Admissible expenses is enclosed at Annex E.

SECTION 16 - Role of JCCC

11023. The JCCC will:

zb. Provide advice for NAs, VOs and units.
zc. Authorise and arrange overseas travel for NOK or close relatives to attend funerals or visit graves (within 2 years of the funeral).
zd. Maintain a record of burials and cremations of Service personnel who died while still serving.
ze. Maintain a list of military cemeteries.
zf. Arrange the provision and engraving of service pattern headstones and urn plot markers.
zg. Arrange the inspection and maintenance of non-war graves in the UK (maintenance of graves overseas will be co-ordinated by SP Pol Veterans) (See Chapter 30).

Annexes:
CD. Graves, Headstones, Books of Remembrance, Oak Caskets and Urn Plot Markers.
CE. Family Attendance at Funerals Overseas.
CF. Burial/Cremation Report.
CG. Military Cemeteries.
CH. Funeral Grants and Admissible Expenses.

ANNEX A to
CHAPTER 11 of
JSP 751
GRAVES, HEADSTONES, BOOKS OF REMEMBRANCE, OAK CASKETS AND URN MARKERS

General

363. The provision of a grave and headstone and its subsequent maintenance or of an entry in a crematorium Book of Remembrance, or the provision military pattern urn marker and an oak casket, if required, are included in the arrangements of the funeral of a service person at public expense.  They are the responsibility of the NOK if they opt for a private funeral.

Burials

364. Where the burial is carried out at public expense, whether in UK or overseas, MOD pattern headstones are to be erected if the NOK request it or if the burial is in a military cemetery.  The graves are maintained at public expense, including graves purchased at public expense in civilian cemeteries.  However, the deeds of such graves must be registered in the name of the Secretary of State for Defence (c/o HD JCCC) and sent to the JCCC.
365. MOD pattern headstones may be erected on a family grave at public expense but the maintenance will be the responsibility of the NOK.

Engraving of Headstones

366. The headstone will be provided by JCCC through a MoD contractor.  The NOK will be sent, via the VO, a form asking them exactly what they would like to have engraved on the headstone, including possibly a Service or Regimental crest a religious symbol and a personal dedication should they wish.   JCCC will then ensure the headstone is correctly engraved. 

Cremation

367. Where cremation is carried out at public expense, whether in UK or overseas, the NOK can choose to have interment of the ashes, in a military / civil cemetery with the site marked by a military pattern urn plot marker.  Alternatively, a casket may be provided and the ashes delivered to the NOK home address or scattered in a garden of remembrance.  In such circumstances, an entry may also be paid for in a Book of Remembrance

Book of Remembrance

368. In the event of a cremation, the authority responsible for the funeral must ensure that, where appropriate, the crematorium superintendent is warned that he may receive details for an entry in the Book of Remembrance in due course.  This will be of two or five lines depending on whether a Service or regimental crest is incorporated. 

369. If the NOK choose to have an entry made this will be initiated by JCCC on receipt of the Cremation Report.  Detailed instructions and a specimen of the 'Application for an Entry' will be sent to the NOK via the VO, for them to complete.  The JCCC will then liaise with the Crematorium superintendent to ensure the entry is made correctly. 

Oak Caskets

370. Oak caskets are not made to any military specification and are provided by the funeral director.

Headstones for Dependants 

371. The form of application for a dependant’s headstone is at Appendix 1.  It is to be submitted to the JCCC through the Service person’s unit.

Urn Plot Markers in United Kingdom Support Command (Germany) (UKSC(G)) Military Cemeteries

372. The ashes of cremated service personnel, United Kingdom Based Civilians (UKBCs) and dependants may be buried in UKSC(G) military cemeteries in urn plots set aside for the purpose.  Urn markers of a standard type approved by the MOD will be provided and placed over urn pots at public expense for deceased service personnel.  In the case of dependants and UKBCs similar memorials will be obligatory but must be provided at the expense of the NOK.

373. The JCCC is not involved in the provision of the urn plot markers for UKSC(G).  These are ordered as an automatic procedure by the HQ administering the cemetery as soon as the urns have been buried. Units are not required to submit applications for markers for deceased service personnel.  Applications
 are needed, however, when the deceased is a dependant or a civilian

Urn Markers in UK Military Cemeteries

374. Urn markers are of a standard type approved by MOD.  JCCC will send to the NOK, via the VO, an engraving schedule to be completed by them and returned to the JCCC.  JCCC will then order the urn marker.  Applications for the interment of ashes in a UK military cemetery are to be made by the NOK to the authority administering the cemetery, (see Annex D to this chapter).  All costs of interment including provision of the urn marker are included in the arrangements of a funeral at public expense. In either type of private funeral, these costs are the responsibility of the NOK.

Maintenance

375. The maintenance of military cemeteries is the responsibility of the MOD.  The Department will normally only maintain graves in civilian cemeteries provided the grave spaces were purchased from public funds after 31 December 1947. 

376. A charge
 is levied for the maintenance of a dependant's grave in perpetuity.

Appendices:

377. Service Pattern Headstone Engraving Scheme.
378. Dependants Service Pattern Headstone Engraving Schedule.
379. Application for an Entry in a Crematorium Book of Remembrance.

APPENDIX 1 to 
ANNEX A to

CHAPTER 11 of

JSP 751
SERVICE PATTERN HEADSTONE ENGRAVING SCHEME

General

380. This Proforma is used by the MoD when requisitioning a Service Pattern Headstone.
381. Please check very carefully that all the details are correct 

Details of the Deceased

Surname:




Forename(s) (Christian Name(s) 

or Initials as appropriate):






Rank/Rating (Acting rank to be inserted 

if this was held at the time of death):
Service Number:






Honours and Decorations:
   
Ship/Unit/Service/Regiment/Corps:

  

Date of Death:



Age:

Name and Location of burial Ground:

Plot Details: 





         Drawing Number:

To be completed by the next of kin

382. Would you like a Ministry of Defence Headstone to be erected?

Please tick one box


Yes

No

The headstone will include the Royal Crest; Royal Marine Crest; Army Regimental, Corps or Service Cap Badge or Royal Air Force Crest as appropriate.

The space available on the headstone for engraving the deceased's name and any honours or decorations is limited to about 20 letters and spaces including punctuation marks. If the full forenames and surname, plus honours and decorations, exceed this limit, only one forename (normally the first) and the surname will be engraved in full and all the other forenames will be shown by initials. Please show in the space provided how you would like the name engraved:


383. Would you like a religious emblem on the headstone?

Please tick one box


Yes

No

384. If you have answered “Yes” please indicate which religious emblem you wish to be engraved by ticking the appropriate box below:

zh. The Cross (Christian Sign)

zi. The Star of David (Jewish Sign)



zj. The Moslem Emblem


zk. Other Religious Emblem



(Please specify your requirements below)


385. Would you also like to have a personal inscription or text on the headstone?

Please tick one box


Yes

No

386. If you have answered "yes" please write the proposed inscription clearly in BLOCK CAPITALS in the space below. Your inscription should not normally exceed 60 letters in length and should be limited to 4 lines with no more than 28 symbols or spaces per line.

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽
387. ̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽When you have completed the appropriate boxes above, please fill in the following particulars:

zl. Your full Name:  


zm. Your full address
























































zn. Your relationship to the deceased
































Usual Signature ……………………………    Date …………………


388. Please either give the completed form to your Visiting Officer or send it to:  SO3 Memorials & Graves, JCCC, SPVA Innsworth Station, Gloucester GL3 1HW 

APPENDIX 2 to
ANNEX A to
CHAPTER 11 of
JSP 751
DEPENDANTS SERVICE PATTERN HEADSTONE ENGRAVING SCHEDULE

General

389. This Proforma is used by the MoD when requisitioning a Service Pattern Headstone.

390. Please check very carefully that all the details are correct 

Details of the Deceased

Surname:



Forename(s) (Christian Name(s) 

or Initials as appropriate)








Date of Death


Age

 

Name and Location of burial Ground


Plot Details 








Inscription Required

391. Do you wish to have the figure of an angel engraved on the headstone?
Yes

No

392. Would you like a religious emblem on the headstone?

Please tick one box



Yes

No

393. If you have answered “Yes” please indicate which religious emblem you wish to be engraved by ticking the appropriate box below:

The Cross (Christian Sign)




The Star of David (Jewish Sign)



The Moslem Emblem






Other Religious Emblem



(Please specify your requirements below)


394. Would you also like to have a personal inscription or text on the headstone?

Please tick one box



Yes

No

395. If you have answered "yes" please write the proposed inscription clearly in BLOCK CAPITALS in the space below. Your inscription should not normally exceed 60 letters in length and should be limited to 4 lines with no more than 28 symbols or spaces per line.

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽

̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽̽
396. When you have completed the appropriate boxes above, please fill in the following particulars:

       
 Full Name:  

     
Service Number



Rank/Rating

Address

























































Relationship to the deceased





























I would like a Dependants Service Pattern Headstone engraved as described above, to be provided and erected by the Ministry of Defence.  I agree to pay all expenses including any lump sum maintenance charge.

Usual Signature ……………………………    Date …………………

Please return completed form to:  


SO3 Memorials & Graves, JCCC, SPVA Innsworth Station.

APPENDIX 3 to
ANNEX A to
CHAPTER 11 of
JSP 751
APPLICATION FOR AN ENTRY IN A CREMATORIUM BOOK OF REMEMBRANCE

General

397. A Serviceman whose cremation takes place at public expense is entitled to be recorded in the Book of Remembrance.  If you wish this to be done, please complete this form.

Details of the Deceased

Surname:





Forename(s) (Christian Name(s) 

 






or Initials as appropriate)


Rank/Rating (Acting rank to be inserted 

if this was held at the time of death)

Service Number:






Honours and Decorations


Ship/Unit/Service/Regiment/Corps:

  

Date of Death




Age

 

Name and Address of Crematorium


To be completed by the next of kin

398. Do you wish to have an entry made in the Book of Remembrance? 

Please tick one box


Yes

No

The space available on the headstone for engraving the deceased's name and any honours or decorations is limited to about 20 letters and spaces including punctuation marks. If the full forenames and surname, plus honours and decorations, exceed this limit, only one forename (normally the first) and the surname will be engraved in full and all the other forenames will be shown by initials. Please show in the space provided how you would like the name engraved:


399. Do you wish to have short text added? If so, please print below. The text should be kept as short as possible as the total entry, including name and Service details is limited to 2 lines (not more than 60 letters) in the Remembrance book, or 5 lines (not more than 60 letters) when a Service Crest is included.


400. Do you wish to include the Royal Crest; Royal Marine Crest; Army Regimental, Corps or Service Cap Badge or Royal Air Force Crest as appropriate.  But please see the note below.

Please tick one box


Yes

No

401. When you have completed the appropriate boxes above, please fill in the following particulars:

zo. Your full Name:  

zp. Your full address


zq. Your relationship to the deceased

Usual Signature ……………………………    Date …………………


Please either give the completed form to your Visiting Officer or send it to:  SO3 Memorials & Graves, JCCC, SPVA Innsworth Station

ANNEX B to 

CHAPTER 11 of
JSP 751
FAMILY ATTENDANCE AT FUNERALS OVERSEAS

402. Persons Entitled to Visit.  Two people are entitled to travel and accommodation at public expense to attend the funeral overseas of a Service person.  At least one of the two must be a member of the casualty’s close family
.  The other person may be a suitable companion. 
403. Authorisation.  Family attendance at public expense at a funeral overseas must be authorised by JCCC on advice from the Visiting Officer (VO) and following a request from the NOK. 
404. Action by JCCC. 

zr. Travel Arrangements.  Once authorised, JCCC will arrange travel.  All surface travel is to be second class. Air travel, where necessary, will be in the class dictated by current Service air travel regulations.  When a person attending is a member of one of the three Services and is serving in the UK, JCCC will liaise with the Service person, their parent unit and DSCOM (if appropriate) regarding travel arrangements.
zs. Passports, Visas and Vaccination Certificates.  All visitors must carry a valid passport and the necessary visa and vaccination certificates appropriate to the country where the funeral is to be held.  Where the person travelling does not hold a passport/visa, JCCC will contact DSCOM for passport and visa advice.
zt. Promulgation of Flight Details.  JCCC will signal the destination and estimated time of arrival of the visitors to the unit arranging the funeral, commanding headquarters, parent unit and any other involved party to enable reception arrangements to be put in place. 

405. Reception and Accommodation of Visitors.   The unit responsible for the deceased is also responsible for arranging the reception, subsistence, accommodation and transport of the visitors from the time of arrival, and is to make the necessary arrangements for the return journey to the UK after the funeral by the most economical route.  The departure details are to be notified to JCCC. 

406. Duration of Visit.   The duration of the visit should be whatever is reasonably necessary to attend the funeral and should not exceed seven days.  If a visitor wishes to extend their visit the cost of accommodation and subsistence is to be at their own expense.  The return journey at public expense may be arranged, as far as possible, to meet the wishes of the visitor.

407. Accommodation Overseas.  The responsible unit is to arrange accommodation as economically as possible at public expense.  It is to be:

zu. Public Accommodation.  The actual cost of meals and accommodation, if charged, may be paid; or 
zv. Accommodation with a Service Family.  The Service person providing the overnight accommodation can claim night subsistence allowance at one third of the Privately Arranged Rate for each person accommodated for the authorised duration of their visit; or
zw. Hotel Accommodation.  Where possible all hotel accommodation is to be booked through the Central Hotel Booking Service (CHBS).  The actual costs for bed, breakfast, evening meal, service charges and taxes may be paid (or refunded) for the authorised duration of visit.  Other incidental costs such as telephone calls, extra food, alcohol, room service, laundry and film rental are not refundable from public funds and fall to the visitors.
zx. Private Arrangements.  Where the visitors prefer to make their own arrangements, no assistance from public funds is admissible.

408. Travel Costs.  All the major costs of a funeral visit overseas will be met from public funds.  This includes transport, accommodation and food.  Other costs including passports, visas and inoculations may also be met from public funds with authority from JCCC.

ANNEX C to 

CHAPTER 11 of
JSP 751
BURIAL/CREMATION REPORT

To be raised by Visiting Officer/Funeral Officer within 3 working days of burial or cremation.
Service Number:




Rank/Grade:

Full Name:





Unit/ship:

Decorations: 





Date of Death:

Complete Sections 1 & 4 for Service Funerals or Sections 2 (or 3) and 4 for privately funded funeral.  (JSP 751 Chap 11 and Annexes refers)

-----------------------------------------------------------------------------------------------------------------------

SECTION 1

Service Funeral/Cremation (please delete as appropriate)
(Where the arrangements and costs were the responsibility of the military authorities)

zy. Title of Churchyard/Cemetery/Crematorium: (please delete as appropriate)
zz. Date of burial/cremation: 
aaa. Name and address undertaker:
aab. Location of grave (Grave Number, Plot and Row):
aac. Details of urn plot marker or where ashes were scattered:
For overseas cremations only:
aad. Reference of entry in crematorium register:
aae. Ashes were/were not repatriated:
-----------------------------------------------------------------------------------------------------------------------

SECTION 2

Private Funeral/Cremation – MoD supplied Coffin/Casket
(Body was coffined and conveyed to the NOK’s nominated undertaker at public expense for a funeral at private expense)

aaf. Title of Churchyard/Cemetery/Crematorium  (if known):  (please delete as appropriate)
aag. Date of burial/cremation (if known): 
aah. Name, address and telephone number of undertaker coffining and despatching the body:
aai. Name, address and telephone number of undertaker to whom body was despatched(if different):
aaj. Name, address and relationship of NOK claiming the body:

-----------------------------------------------------------------------------------------------------------------------

SECTION 3

Private Funeral/Cremation – Privately supplied Coffin
(Where all arrangements and expenses, including purchase of the coffin, were the responsibility of the NOK)

aak. Title of Churchyard/Cemetery/Crematorium (if known):
aal. Date of burial/cremation (if known):
aam. Name, address and tel no of undertaker who claimed the body:
-----------------------------------------------------------------------------------------------------------------------

SECTION 4

Name and address of individual to whom funeral grant is to be paid:  (Where a private funeral has been held – please enclose receipted copy of undertaker/funeral directors bill)

	Form Completed by:
	Rank:
	Name:

	
	Appointment:
	

	
	Ship/Unit/Stn:
	

	
	Contact Tel No.:
	


Return completed form to:
Service Personnel & Veterans Agency

JCCC (Deceased Estates)

Room 43, Building 182,

Innsworth Station, Gloucester GL3 1HW

Fax No: 
ANNEX D to 

CHAPTER 11 of
JSP 751
MILITARY CEMETERIES 

Eligibility

409. The following are eligible to be buried in military cemeteries, unless the deed of dedication provides otherwise:

aan. Service personnel who die while on full pay.
aao. Dependents of Service personnel on full pay residing in the vicinity of a military cemetery.
aap. Ex-Service personnel who are in receipt of a government pension for military Service and who reside in the vicinity of a military cemetery.
aaq. Other retired ex-Service personnel in special circumstances when authorised by JCCC and the authority responsible for the cemetery.
aar. The spouses/civil partners of deceased Service personnel and eligible deceased ex-Service personnel when interred in a double grave.
aas. Cases where there is some doubt should be raised to the JCCC for a decision. 

Note:
 Of these it is only Service personnel (sub-para “a”) who may be buried in a military cemetery at public expense.  The remainder must be completely at private expense.

Conditions

410. Burial of ashes is not permissible, except where an urn plot is provided, but ashes may be scattered in the Garden of Remembrance at a military cemetery, or in the case of spouses/civil partnerss, interred in the graves of deceased Service or ex-Service personnel.

411. A MOD pattern headstone is to be erected in all cases of burial in a military cemetery.  Similarly, where an urn plot is provided, individual plots are to be marked by the appropriate MOD standard urn marker.

412. Private monuments or tombstones are not to be erected. Private monuments erected before 1 January 1948 cannot be maintained at public expense and may be removed if allowed to fall into disrepair.

413. Stone markers to MOD specifications may be provided at private expense for spouses/civil partners who are buried in double graves or whose ashes are buried in single graves. 

Burial of Spouses/civil partners in Military Cemeteries

414. The spouses/civil partners of deceased Service personnel and eligible deceased ex-Service personnel are to be allowed burial in military cemeteries subject to the conditions given below.  The concession will apply to all military cemeteries in the United Kingdom unless the deeds of dedication provide otherwise, and to those military cemeteries overseas where local regulations and conditions permit them.  The conditions are:

aat. Double depth graves are to be dug at the time that the request for burial is made.  This will normally occur when the Service person/ex-Service person dies, but exceptionally when authorised by JCCC, the spouse/civil partner who predeceases the eligible ex-Service person will be allowed to be buried first in the double grave.
aau. The spouse/civil partners concerned will be responsible for the additional costs for the preparation of double graves and the future costs of their own interment in those graves.
aav. MOD patterned headstones, inscribed solely to the deceased Service person/ex-Service person, must be erected on the double graves at private expense (except for a Service funeral).  No other headstones will be allowed.
aaw. Stone markers to MOD specifications may be placed on the double graves at the time of the spouse/civil partners’ deaths at private expense.  These will be inscribed with the spouse/civil partners’ names, relationship to the Service person, date of death and age at death.

415. Alternative Arrangements.  Spouse/civil partners who bury Service personnel in single graves are to be allowed to have their ashes buried at private expense in the deceased’s grave.  The stone markers specified above may also be permitted for spouse/civil partners under these arrangements.

416. Applications.   Spouse/civil partners who wish to be buried in a military cemetery should be briefed on the conditions above by VOs in cases of deceased Service personnel and garrison or cemetery authorities in cases of ex-Service personnel.  Spouse/civil partners should apply initially to the authority responsible for the cemetery (see below) and are to be invited to complete the application form at Appendix 1 to ensure that the extent of the concession is recorded and understood.  Copies of the completed form are to be held by the authority responsible for the cemetery and by JCCC.

Military Cemeteries Available for Burials

417. Naval Cemeteries.  The cemeteries currently available for Naval burials are shown below.  They may be used for burials of other Service personnel but only in exceptional circumstances following authorisation from JCCC.

	Ser
	Cemetery
	Remarks

	1
	Haslar Naval Cemetery 

Clayhall Road, Gosport, Hants
	South East Region

	2
	Corporation New Cemetery

Woodlands Road, Gillingham, Kent
	South East Region

	3
	Plymouth Corporation Cemetery (Weston Mill) Plymouth, Devon
	South West Region

	4
	RN Cemetery Yeovilton

Nr Yeovil, Somerset
	South West Region

	5
	Helston Cemetery

Helston, Cornwall
	South West Region

	6
	Portland Royal Naval Cemetery

Portland, Dorset
	Southern Region

	7
	St Mary’s Churchyard

Shotley, Nr Ipswich, Suffolk
	Eastern Region

	8
	Corporation New Cemetery

Caister, Yarmouth, Norfolk
	Eastern Region

	9
	All Saints, Honington, Suffolk
	Eastern Region

	10
	St Mary’s Henlow, Beds
	Eastern Region

	11
	All Saints Wittering

Peterborough, Northants
	Eastern Region

	12
	Arbroath Public Cemetery

Arbroath, Angus
	Scotland

	13
	Faslane Cemetery

Rhu, Dunbartonshire
	Scotland


418. Army Cemeteries.  The following Army cemeteries in UK are managed by the local Army Garrison.  All are available for burials of RN, RM and RAF personnel as well as Army but only with permission from the Responsible Authority. 

	Ser
	Cemeteries
	Responsible Authority

	1
	Aldershot Military Cemetery
	HQ Aldershot Garrison

Arnhem Barracks

Aldershot

Hants.     GU11  2AU.    

	2
	Beachley Military Cemetery
	HQ 160 (W) Brigade

The Barracks

Brecon

Powys.      LD3  7EA.

	3
	Bordon Military Cemetery
	HQ Bordon Garrison

Budds Lane

Bordon

Hants.     GU35  0JE.

	4
	Fulford Military Cemetery
	H5Q 15 (NE) Brigade

Imphal Barracks

Fulford Road

York.    YO10  4HD.

	5
	Catterick (Hipswell) Military Cemetery
	Catterick Garrison Support Unit

Piave Lines

Catterick Garrison

North Yorkshire.     DL9  3LR

	6
	Shorncliffe Military Cemetery
	HQ 2 (SE) Brigade

Somerset House

Sir John Moore Barracks

Shorncliffe

Folkestone

Kent.     CT20  3HJ.

	7
	Fort Pitt Military Cemetery
	HQ Chatham Garrison

Brompton Barracks

Chatham

Kent.     ME4  4UG.



	8
	Tidworth Military Cemetery
	HQ Tidworth Garrison

Building 57, Delhi Barracks

Tidworth

Hants.     SP9  7DX.



	9
	Colchester Mersea Road Cemetery (military plots in the civilian cemetery)
	HQ Colchester Garrison

Ypres Road

Colchester

Essex.     CO2  7NL.



	10
	Deepcut Military Cemetery
	HQ Deepcut Garrison

Princess Royal Barracks

Deepcut 

Camberley

Surrey.     GU16  6RW.



	11
	Brookwood Military Cemetery
	HQ Commonwealth War Graves Commission (CWGC)

2 Marlow road

Maidenhead

Berks.  SL6 7DX

	12
	Sandhurst Military Cemetery
	Royal Military Academy

Sandhurst

Camberley

Surrey.    GU15  4PQ.

	13
	Watchfield Military Cemetery
	HQ RMCS

RMCS Shrivenham

Swindon

Wilts.     SN6  8LA.


419. Overseas Military Cemeteries.  The following overseas cemeteries are available for burials of Service personnel, attached authorised civilians and their dependants but, with the exception of Dhekalia, not for ex-Service personnel.  Further details are available from the appropriate Responsible Authorities.

	Ser
	Cemeteries
	Responsible Authority

	1
	Rheindahlen Military Cemetery
	HQ UKSC(G)

	2
	Hanover (Limmer) Military Cemetery
	HQ UKSC(G)

	3
	Dhekalia Military Cemetery Cyprus
	HQ Dhekelia Garrison

	4
	Gibraltar (North Front) Cemetery
	PJHQ J8 (Estates)

	6
	Falklands Islands (San Carlos) Cemetery
	PJHQ J8 (Estates)


Appendix:

420. Application by a Spouse/civil partner to be Buried in a Military Cemetery.

APPENDIX 1 to
ANNEX D to
CHAPTER 11 of
JSP 751
APPLICATION BY A SPOUSE/CIVIL PARTNER TO BE BURIED IN A MILITARY CEMETERY

Name……………………………………………………………………………

Spouse/civil partner of: 

Number…………..Rank………….Name………..…………Unit…………..

Date of death………………Cemetery………………………Grave…..……….

Declaration by Applicant

421. I wish to be buried/have my ashes buried in my spouse/civil partner’s grave*.
422. I understand that permission for me to be buried in a military cemetery does not confer entitlement on any other member of my family to be buried in the same cemetery or in any other military cemetery.

423. I agree to bear the cost of any additional expenses incurred and appreciate that a standard pattern headstone commemorating my spouse/civil partner and a stone marked to MOD specifications for myself are the only memorials allowed.

Signature of applicant……………………………………….Date…………………

Agreement is hereby given that, on his/her death, the applicant may be buried with his/her spouse/civil partner in the above cemetery/have his/her ashes buried in the grave*.

Signed……………………………………..Garrison Adjutant

* delete as applicable

ANNEX E to 

CHAPTER 11 of
JSP 751

FUNERAL GRANTS AND ADMISSIBLE EXPENSES

Funeral Grants  

424. Rates.  The rates of grant payable towards the cost of funerals are reviewed and published annually by MOD SP Pol Allowances in their Annual Allowances Directed Letter.  The rates (as at 07 June 07) are:

aax. Funeral at Public Expense
See paragraph  2
aay. Private Funeral (Higher Rate)
Burial

£2760.00
Cremation 
£2700.00
aaz. Private Funeral (Lower Rate)
Burial

£2220.00
Cremation 
£2190.00
425. Funeral Expenses Grant.  A Funeral Expenses Grant of £500 is to be paid to the EC/NoK or Legal Executor of the deceased estate
 of personnel who die whilst in Service where a Service Funeral has taken place.  The Grant is tax-free, paid at a flat rate NoK do not have to account for it by way of receipts.  The purpose of the Gant is to assist an EC/NoK/Executor with personal expenses as a result of their loss.  Payment of the Grant will be arranged by JCCC, who will charge the cost to single Service budgets for the RN and RAF and to the SPVA budget for the Army
.  Please refer to paragraph 9 below for costs this Grant is intended to help cover.
426. Payment.  The grants are only payable by JCCC, who will liaise with the NOK, through the VO, following receipt of the completed burial/cremation report.  They should not be paid by any other account holder.

Admissible Expenses

427. Service Funeral. When a funeral is held at public expense in accordance with paragraph 1105 the following items (if required) are regarded as admissible expenses:

aba. Repatriation of the body (in accordance with chapter 9) if the death occurred overseas.
abb. Preparation of the body, provision and delivery of the coffin (including metallic lining and/or absorbent filling where required), the cost of the shroud.  A standard coffin for all ranks is provided under these arrangements.  Where the NOK prefer a more expensive non-standard or special type of coffin, the difference in cost is the responsibility of the NOK.
abc. Personal attendance, coffining the body and supervision of the funeral, bearers and motorised hearse.
abd. One funeral car for relatives.
abe. Burial or cremation fees, Church fees (including Rector's Clerk's and Organist’s fees).
abf. Provision of a military pattern headstone and subsequent maintenance of the grave.
abg. A limited entry in the Crematorium Book of Remembrance and provision for an oak casket for the ashes and its despatch to a home address if required, or scattering of the ashes in a Garden of Remembrance  
Or
abh. Interment of cremated remains in a casket in a military or civil cemetery and provision of an urn plot marker.

428. Private Expense Funeral (Lower Grant).   When a private funeral (lower funeral grant) takes place, in accordance with paragraph 1108a the following items (if required) are regarded as admissible expenses:

abi. Preparation of the body, provision and delivery of the coffin (including metallic lining and/or absorbent filling where required), the cost of the shroud. A standard coffin for all ranks is provided under these arrangements.  Where the NOK prefer a more expensive non-standard or special type of coffin, the difference in cost is the responsibility of the NOK.
abj. Repatriation of the body (in accordance with Chapter 9) if the death occurred overseas.

429. Private Expense Funeral (Higher Grant).  When a private funeral (higher funeral grant) takes place, in accordance with paragraph 1108b, the NOK arrange and pay for all expenses.  However they are entitled to reclaim the cost of conveying the body to an undertaker up to an amount not exceeding the cost of conveyance under official arrangements.  There is no entitlement to reimbursement of a privately arranged repatriation. 

430. Wreaths.   Payment for wreaths is normally the responsibility of the NOK but if the family cannot be present at a public expense funeral (usually in overseas cases) the unit will arrange for a wreath to be laid on their behalf at unit expense.
431. Change of Coffin after Repatriation.  When a death occurs overseas and NOK opt for repatriation at public expense, a standard coffin will be provided.  Other than for damage or unsuitability for a UK funeral, any change of coffin is the responsibility of the NOK.
432. Non-Admissible Expenses.   The following are examples of non-admissible expenses:

abk. Provision of funeral service sheets/orders of service.
abl. Additional vehicles (a hearse and one vehicle only allowed at public expense).
abm. Flowers.
abn. The cost of a wake or other similar function before or after the funeral.
abo. Newspaper announcements.

433. Other Expenses.  Any requests to meet costs falling outside the entitlement, and not specifically excluded by paragraph 9 above, arising from exceptional or unusual circumstances, are to be referred to HD JCCC for consideration before any commitment to meet such expenditure is given.

CHAPTER 13 -  DISPOSAL OF EFFECTS

SECTION 1 - Outline

1201. This Chapter deals with the disposal of the effects of deceased Service personnel.  It includes the actions to be taken by the Unit, Service Police/SIB Committees of Adjustment and the release of personal effects to the next of kin (NOK).

SECTION 2 - General

1202. A deceased Service person’s effects will fall into 2 categories, public property and personal effects.  Public property is to be collected and returned to store where it is to be accounted for and disposed of in accordance with current regulations.  Personal effects are the private property of the deceased.  A responsible authority is to be appointed to collect and secure all the personal effects found on Service premises (except in Service Family Accommodation (SFA)).  A complete inventory is to be sent to the Deceased Estates Section of the Joint Casualty and Compassionate Centre (JCCC).  Deceased Estates will authorise the release of personal effects to the NOK or other beneficiaries after the appropriate legal procedures have been completed. 

SECTION 3 - Regimental Debts Act

1203. The Regimental Debts Act 1893
 is primary legislation that applies to Army and RAF units, but not RN or RM.  It covers the appointment of a Committee of Adjustment that is responsible for securing the effects of deceased Army or RAF personnel and the payment of certain preferential charges.  Further details of Committees of Adjustment for the Army are in Annex B and for the RAF at Annex C.

SECTION 4 - Actions by the Unit

1204. General.  Immediately following a death, the Commanding Officer (CO) of the deceased’s unit is to appoint an officer to be responsible for the collection of all the deceased’s effects found on MoD property.  This includes personal items such as civilian clothing, private vehicles and jewellery.  However, it does not include effects in SFA occupied by the deceased’s widow or widower, these effect are deemed to be in the widow or widower’s possession.  The CO is also to ensure that suitable arrangements are made to secure the effects safely until instructions are received as to their disposal. See Annex D to this chapter for actions in cases where Service Police/SIB seize or recover effects as part of their investigations.
1205. Inventory.  The responsible officer is to make a complete and full inventory of all the effects and forward it to the Deceased Estates Section of the JCCC.

1206. Service Differences.  The different circumstances of each Service and the fact that the Regimental Debts Act only applies to Army and RAF units has led to different procedures for dealing with the personal effects of deceased personnel in each Service.  These are described in full for RN and RM units in Annex A, Army units in Annex B and RAF units in Annex C.  These procedures apply to the unit and the effects of (for example) deceased RN personnel attached to an RAF unit are to be dealt with in accordance with the RAF procedures (Annex C).  For Joint units the Commanding Officer is to decide which procedure is most appropriate for that unit.

SECTION 5 - Role of JCCC

1207. The JCCC (primarily the Deceased Estates Section) are responsible for: 

abp. Ascertaining if the deceased had made a Service will and contacting executors.
abq. Informing the Veterans Agency of the death.
abr. Writing to the NOK (via the VO) to inform them what is happening with regard to financial assets (any balance of pay owing) and personal effects.
abs. Ascertaining (via the VO) if the NOK has a solicitor dealing with the estate.
abt. Carrying out the financial assessment of money owed by the MoD to the deceased’s estate.  
abu. Informing NOK and beneficiaries and/or their solicitors.
abv. Once probate is granted, or a Form of Declaration completed, authorising the release of funds to the deceased’s estate.
abw. Authorising the release of the deceased’s personal effects.
abx. Deal with the NOK’s and other beneficiaries’ solicitors on behalf of MoD on matters to do with the deceased’s estate. 

Annexes:
CI. Disposal of Effects in RN and RM Units.
CJ. Disposal of Effects in Army Units.

Appendix 1 – Report by Committee of Adjustment

Appendix 2 – Draft Form of Indemnity for Release of Personal Effects of a Missing Officer or Soldier

Appendix 3 – Lists of Arms and Corps Depot to which Effects are to be Forwarded

CK. Disposal of Effects in RAF Units.

Appendix 1 – Notes for Guidance for Effects Officers – Preparation of Inventories

Appendix 2 – Specimen Letter from Effects Officer

Appendix 3 – Specimen Letter from Commanding Officer
D.
Service Police Investigations

ANNEX A to
CHAPTER 12 of
JSP 751
DISPOSAL OF EFFECTS IN RN & RM UNITS

The term ‘person entitled’ means the person who is entitled by law to receive the deceased’s naval assets and effects, and to administer his estate.

434. General.  Effects are not to be sold or given direct to the next of kin, except for small items of a personal or sentimental nature which may be passed to the widow provided that:
aby. It is established that she was his legal wife.
abz. There is no will directing otherwise.
aca. The prior approval of the JCCC (Deceased Estates) is obtained.
acb. A receipt is obtained.
acc. Such items are entered on the inventory and annotated accordingly.

435. Accounting Actions for the Proceeds of the Sales of Effects of a Deceased
When the deceased effects are sold, only the proceeds of the initial sale automatically pass to the estate.  Once purchased by an individual, should they wish to resell the articles and donate the funds to the NOK or dependants, this money may be given direct to such nominees.  As a result, the following accounting actions are necessary:


acd. Legacy System
(1) First Sale.  Carry out the initial sale, recoding details of each lot including the purchaser and amount paid.  Payment method is to be by cash or cheque only.  Record the details on the S46 and take money on charge against ZZZG81L 900 (JCCC Deceased Estates Control Account).  Any money found amongst the effects is to be recorded and taken on charge in the same way.  The S46 and supporting documentation is to be copied to:
i. JCCC (Deceased Estates)
ii. SPVA Finance (Attention of Assistant SAA), Meteor Block, Innsworth Station.
(2) Second and Subsequent Sales.  
i. Carry out second and subsequent sales of effects; recording details of each lot including purchaser; amount paid and payment method (cash, cheque or pay account).  Raise a manual Form C13 (or local equivalent) for those paying through the pay account.
ii. On completion of the sale, input each entry on Form C13 on to PAS, printing four copies of the PAS C13 (original and duplicate cash account, auditable in doc log and S46).
iii. Confirm total of PAC C13s equals the total amount raised at the sale utilising pay account payment.
iv. Enter on SPA against ZZZG86F 605, the total of the PAS C13 entries (this should be the same as the total amount raised through the pay account at the sale).
v. Photocopy the S46, attach a copy of the manual Form C13 and PAS C13s, and forward under a brief note of explanation to SPVA(C) for the attention of the Legacy Control Accounts Team.
vi. Raise a cheque in favour of the beneficiary for the total amount of the money raised from the second and subsequent sales only (cash, cheques and pay list) and action on SPA as ‘Selling a Cheque’.
ace. JPA
(1) First Sale.  Carry out the initial sale, recording details of each lot including the purchaser and amount paid.  Payment method is to be by cash or cheque only.  Record the details on the S46 and take money on charge against ZZZG81L 900 (JCCCC Deceased Estates Control Account).  Any money found amongst the effects is to be recorded and taken on charge in the same way.  The S46 and supporting documentation is to be copied to;
i. JCCC (Deceased Estates)
ii. SPVA Finance (Attention of Assistant SAA), Meteor Block, Innsworth Station.
(2) Second and Subsequent Sales
i. Carry out second and subsequent sales of effects, recording details of each lot including purchaser, amount paid and payment method (Cash or cheque only).
ii. Raise a cheque in favour of the beneficiary for the total amount of the money raised from the second and subsequent sales only (cash and cheques) and action on SPA as ‘Selling a Cheque’.

436. Collection of Effects – Immediate Action
acf. Effects on MoD Property.  Immediately following the death of Naval personnel, the Commanding Officer is to ensure that all the clothes and other effects of the deceased are collected by a responsible person and delivered to the Supply Officer/Imprest holder.  Where there is no Supply Officer/Imprest holder, the Commanding Officer is to make an inventory and forward it with the effects to the Supply Officer/Imprest holder holding the deceased’s account.  Where the pay account is not carried locally, the effects and the inventory are to be delivered to and dealt with by the Supply Officer/Imprest holder of the nearest base or ship carrying their own accounts.  The Supply Officer/Imprest holder is to report their receipt by signal to the ship or establishment carrying the pay account of the deceased.
acg. Effects not on MoD Property.  No action is required in respect of personal effects belonging to the deceased which are not on MOD property, or are in an occupied married quarter or official hiring, as these are regarded as being in the custody of the widow or occupier.

437. Inventory of Effects

ach. The Supply Officer/Imprest holder concerned is to immediately prepare an inventory in quintuplicate (sextuplicatet for RMs) on Form S46 (Accounts of Officers and Men Discharged to Shore – Missing, Dead or Run) of all effects and valuables, taking care to ensure that no money is left in clothing pockets or wallets etc.  See paragraph 2 above for accounting procedures.
aci. Where delay is likely to occur before the unreserved effects of deceased ratings can be sold (see paragraph 4), Form S46 should be rendered at once at SPVA/NPP(Accs)1, Centurion Building for cash amongst effects, etc.  A note should be made on the back of Form S46 when for any reason unreserved effects have not been sold before the form is rendered.  When there are effects, but none for sale, the circumstances should be stated.
acj. Inventory Details.  The following instructions are to be observed in preparing the inventory of effects which is to be signed by the following:
(1) Officers – two or more fellow officers.
(2) Ratings – An officer, preferably of the man’s own branch and the senior rating of the regulating branch.
(3) Royal Marines – A commissioned and non-commissioned officer of the RM.
Where there are no effects, these persons are to give a certificate to that effect on Form S46. 

ack. Service Effects.  Any Service effects e.g. official documents, flying clothing, naval stores, etc, found with the effects should be taken on charge by the Supply Officer/Imprest holder.  For disposal of flying log books see JSP 318, Military Flying Regulations.
acl. Firearms and Ammunition.  Any firearms or ammunition found amongst the effects which can be clearly identified as Service property are to be returned to store.  Private firearms are to be dealt with as reserved effects and are to be packed separately but all live ammunition is to be handed over to the local Armament Supply Officer for destruction.
acm. Private Books, Papers and Articles.  Private books, paper, and private articles of value, ie cheque books, National Savings Certificates, watches, cameras, jewellery, etc are to be shown on a separate list on Form S46.  The list should include the Service number and amounts of any certificates, policies, cheques etc as well as the name and address of the bank.  The Supply Officer/Imprest holder and other persons preparing the inventory are to certify this list and see the effects sealed up in their presence.  The effects are to be retained by the Supply Officer/Imprest holder for safe custody pending disposal.
acn. Items of a Potentially Compromising/Upsetting Nature.  Any items of a potentially distressing or compromising nature are to be separated from other effects and the following actions taken.  (A list of items removed/retained is to be passed to JCCC (Deceased Estates)).
(1) Communication and digital devices such as Computers, laptops, mobile phones (with cameras), digital and disposable cameras are to be checked by qualified personnel prior to dispatch from Unit to ensure unsuitable images/items will not be unwittingly viewed by the NOK.  Any such items should not be deleted without the authority of appropriate personnel, but if possible stored. downloaded to portable media that can be held separately to allow it to be passed to NOK or destroyed on request.  Where the use of passwords prevents the checking of such items, this should be explained to the recipient prior to the items release.
(2) Any DVDs, Videos, magazines meeting the above criteria must be held in safe storage pending advice over their disposal.
(3) Any personal letters or photographs to/from third parties are to be forwarded by recorded delivery, inside a separate sealed envelope, to JCCC (Deceased Estates) with an explanation as to the content.  The JCCC will attempt to trace the individual concerned and ascertain if they wish the item returned or destroyed, unless a specific instruction has been received from the executor to pass all such items to them.
aco. Suicide Letters and Notes.  Where a death is apparently due to suicide, any final letter or note found becomes the property of the Coroner holding the inquest.  Any ship or unit finding a suicide letter or note should not send it to the NOK, but should forward it direct to JCCC for onward transmission to the Coroner.  After the Coroner has completed his inquest, it will be for the NOK to approach him to request any correspondence addressed to them.
acp. Undelivered Letters.  Undelivered letters should be dealt with in accordance with BR 1981, Naval Mail Regulations.
acq. Passports.  A passport should be sent for cancellation without delay, by recorded delivery to: The Identity & Passport Service, London Office, Globe House, 89 Eccleston Square, London SW1V 1PN.  It should not be shown in the inventory.
acr. Soiled Clothing.  All soiled clothing included in the effects should be cleaned before it is packed.  This is particularly important where the clothing is likely to be a considerable time in transit.
acs. The inventory on Form S46 is to record all effects including uniforms or unreserved effects, but excluding the arms, musical instruments and equipment of Royal Marines.  These articles remain Crown property and are to be collected and brought on charge as stock in the appropriate store account.
act. Forwarding Action.  The inventory is to be forwarded as follows:
(1) Officers 
- the original to SPVA/NPP  (Accs) 1, Centurion Building
- the duplicate to JCCC (Deceased Estates),Bld 182, SPVA, Innsworth Station, Gloucester GL3 1HW.
- the triplicate is to be kept with the effects
- the quadruplicate is sent under separate cover as the advance advice that effects have been dispatched to the holding establishment
- the quintuplicate is to be retained by the Supply Officer/Imprest holder
Note for RM only; the sextuplicate is sent to Director Royal Marines (DRM) Corps Casualty Officer (CCO) for use with the RM Tercentenary Fund.
(2) Ratings/RM ORs – as above, except that the original inventory is to be retained until after the sale of unreserved effects has been carried out.
On no account are inventories of effects to be forwarded to relatives by ships and establishments other than Service hospitals and home establishments referred to in paragraph 10.1.

438. Decorations and Medals.  Subject to any specific directions in the Statutes or Warrants governing the various orders, decorations and medals, these are to be sent to the JCCC (Deceased Estates) by Recorded Delivery / Registered Post.  JCCC staff will forward to the MoD Medal Office for mounting / addition of any outstanding medals and liaise with Medal Office over who is entitled to receive the medals, (In the absence of contrary advice in any Will, this is usually the NOK).  The medals will then either be returned to the Visiting Officer to present to the NOK or forwarded by the JCCC to the executor of the estate.

439. Sale of Effects

acu. Officers.  If the deceased is an officer, none of his effects is to be sold by Service auction.
acv. Ratings or Royal Marines other ranks.  Everything except medals and such civilian articles as the Commanding Officer decides to treat as reserved effects to be preserved for the person entitled, are to be sold by auction as soon after death as convenient.
acw. Supervision of Auction.  The auction is to be supervised by the Supply Officer/Imprest holder in the presence of both another Supply Department officer and a non-Supply Department officer.
acx. No person is to be permitted to make purchases if this would bring him into debt and if a purchaser does not belong to the ship he is to pay for his purchases in cash.
acy. Sale by Auction Unprofitable or Inappropriate.  When in the opinion of the Commanding Officer, a sale by auction would be unprofitable or inappropriate, he has discretion to inform the legal representative (whose name should be obtained from the JCCC (Deceased Estates) of the list of unreserved effects, with some note of their conditions and request his wishes, within 30 days, whether they should be sent to him or destroyed.  Unreserved effects which are to be sent to the legal representative in these circumstances are to be dealt with as in paragraph 9.
acz. Completion of Form S46 following Auction.  Particulars of the effects sold and the price obtained are to be inserted in all copies of Form S46 (clearly marking the articles reserved from sale) with a view to the proceeds being included in the estate.  Proceeds of re-sale and subscriptions should not be included.
ada. Re-sale.  Where it is the intention of the deceased’s shipmates or Service colleagues to assist his dependants, the effects are sometimes put back one or more times for re-sale.  The proceeds of the subsequent sales belong to and are at the disposal of the respective purchasers who put them back for re-sale and may be paid over by SPVA/NPP(Accs)1, Centurion Building, to their nominee without the delay occasioned by legal formalities.
adb. Completion of Form S46 following Re-sale.  All re-sale purchases are to be reported on Form S46, but the proceeds of the original sale are to be totalled separately and this figure only is to be carried to the account on the front of the form.  Re-sales are to be totalled separately and a note made against their total signed by the Supply Officer/Imprest holder.
A note ‘Additional re-sales as shown on the other side’ is to be added to the certificate on the front of the form.

440. Articles not Sold.  After reasonable efforts have been made without success to obtain bids for obviously unattractive articles, these articles are to be withdrawn from the sale and listed separately on Form S46 under the heading Offered for sale, but no bids obtained.  To be destroyed.  This list is to be certified correct by the officer witnessing the sale.  Reference is to be made on Form S46 to the debit voucher(s) for cash re-sales to the Dispatch Number of INDOC(s) C24 for charges made against pay accounts.

441. Subscriptions. Subscriptions are not being reported on Form S46 but should be paid at once to the person for whom they are intended by the method provided in BR 1950, Naval Pay Regulations.  Payment to the nominee will be made by SPVA/NPP(Accs)1, Centurion Building on receipt of Form S46.

442. Sale of Effects – War Procedure

adc. Credit in Lieu of Sale.  During hostilities the above instructions may be MoDified where the Commanding Officer considers that, owing to the number of kits to be sold for other reasons, it will not be in the interests of the person entitled for the unreserved effects to be sold by auction.
add. He may, on foreign stations, give permission for a credit to be granted and for the articles to be taken on charge in lieu of sale.  The prior approval of the administrative authority should be obtained if practicable.  Similar arrangements may be made in ships and unit establishments at home, but permission must first be obtained from the administrative authority.
ade. Assessment of Amount of Credit.  For the purpose of assessing the amount of credit to be granted, articles which are considered to be fit for issue to survivors from units/establishments which have sustained heavy losses or of ships which have been lost pending re-kitting, or suitable to be offered for re-sale, are to be valued at two-thirds of the current issuing price.  The proceeds are to be included with other credits due to the estate shown on Form S46, being described as ‘Credit in respect of clothing – JSP 751 Chapter 12 Annex A paragraph 7’ Details of the clothing in respect of which this credit is due are to be kept in the cash clothing account, and offered for sale at the best price obtainable, or transferred by arrangement to the nearest convenient base to be taken on charge in the loan clothing account for issue to survivors.  No credit is to be given for items having an assessed value of less than half the full current issuing price, which should be placed to salvage.

443. Deserters and Absentees. For the differences from the above provisions in the conditions of the sale of the effects of deserters and absentees, see BR 2, QRRN, Chapter 40.

444. Packing and Shipment of Effects

adf. Security of Packaging – General.  Officers mustering effects are personally to supervise the packing and to satisfy themselves of the security of the packages, bearing in mind that these may be transhipped several times before reaching their destination.  At each stage the authority handling over the effects should ensure that an unqualified receipt is obtained to show that the cases are externally sound and bear no signs of having been tampered with.
adg. Security of Packaging – Detailed Procedure.  In order to lessen the risk of pilferage, parcels, attaché cases, suitcases and kitbags are to be securely tied and/or locked and also sealed.  The name, rank or rating and Service number of the late owner, together with the particulars of his fate, e.g. ‘Deceased’ are to be marked clearly on each package, which should also bear the appropriate address as in paragraph 10.
adh. As far as possible new cases, or at least sound cases with new lids, should be used since the existence old nail holes makes the detection of tampering more difficult.  The cases should also be securely wire-banded.  Several packages may be included in one case but the effects of one person should be kept together.
adi. If Service supply and transport facilities are available overseas it may be more convenient for casing and shipment to be undertaken by that facility.  Where effects have already been cased when handed over for shipment, the facility should be informed of nature of the contents as well as the name of the owner.
adj. Valuable Private Documents.  Special care is to be taken with private papers of value, as indicated in paragraph 7.  In no circumstances are such articles to be dispatched with articles of clothing, etc.  They are to be packed separately and sent by registered post if practicable, or boxed and sent by cabin freight or such other means as would ensure a reasonable security against pilferage.  When a fairly large quantity of valuables is involved they should normally be packed in wooden cases, nailed down, battened and wire-banded.  A stout attaché case or suitcase may be used for valuables sent by registered post, provided that it can be securely locked and sealed, but several packages of valuables dispatched to the same consignee should always be sent in a wooden box, nailed down, battened and wire-banded.  On no account are reserved effects to be sent in unlocked suitcases or attaché cases unless they are contained in secure outer boxes.
adk. Despatch Advice.  A separate communication, advising the dispatched of reserved effects or valuables, is to be sent to the consignee, enclosing the quadruplicate copy of the inventory and requesting the consignee to acknowledge receipt of the consignment.  This communication is to be accompanied by the keys of locked receptacles sent by registered post, etc but if shipment is involved, the keys should be handed to the supply and transport facility with the Customs Declaration Forms C3.
adl. Effects Held Abroad.  When effects held in ships, units and establishments abroad are ready for dispatch to one of the establishments mentioned at paragraph 10, a Customs Form C3, in duplicate, should be completed by the Supply Officer/Imprest holder and, together with keys of locked items, handed to the agent or Service facility undertaking shipment.  In all cases a signal should be made to FSL (Shipping), as appropriate, stating:
(1) The name, rank/rate and service number.
(2) To whom the effects have been transferred for shipment.
(3) The numbers and markings on the package(s).
In case of uncertainty, advice may be obtained from FSL (Shipping) Customer Services by telephoning HM Naval Base, Portsmouth, extension (9380) 27892/BT 02392 727892.
adm. Ships and Establishments at Home – Notification.  Ships, units and establishments at home are to notify the JCCC, (Deceased Estates) as soon as the effects of deceased persons are dispatched to the authorities mentioned in paragraph 10.
adn. Death Abroad without Reserved Effects – Notification.  If a naval rating or Royal Marine dies abroad, and there are no reserved effects, the JCCC, (Deceased Estates) should be so informed.  In such a case, if, for any reason, the unreserved effects cannot be disposed of by the base at which they are deposited, information as to their whereabouts is to be specially reported to the JCCC, (Deceased Estates) by air mail or other quick method.  Form S46 should be sent to the same address at once with a copy to SPVA/NPP(Accs)1, Centurion Building.

445. Retention of Effects Pending Final Disposal

All effects of officers and the reserved effects of naval ratings and Royal Marines, wherever death occurs are, pending JCCC, (Deceased Estates) instructions as to their final disposal, to be disposed of as follows:
ado. Ships and establishments abroad:
(1) When next of kin is resident in the UK:
i. Officers’ effects are to be forwarded to CXP, HMS Nelson, Portsmouth.
ii. Ratings’ reserved effects are to be forwarded to the BVO for the deceased’s welfare authority.
(2) When next of kin’s permanent place of residence is not the UK, ships and establishments are to retain the effects.
adp. Ships and establishments at home:
(1) From ships at home, effects are to be forwarded to the most convenient shore establishment carrying its own accounts.
(2) Establishments at home carrying their own accounts are to retain the effects.
(3) From establishments at home not carrying their own accounts, effects are to be forwarded to the nearest shore establishment carrying its own accounts.
adq. RNR officers:
Where death occurs whilst on training or duty in an RN ship or establishment.
(1) Attached officers.  Effects are to be forwarded to the parent RNR unit.
(2) Unattached officers.  Effects are to be forwarded to CXP, HMS Nelson informing JCCC (Deceased Estates).
adr. RNR ratings.  Effects are to be forwarded to the Commanding Officer of the RNR division to which they are attached or affiliated.
ads. Royal Marines officers and other ranks.  All effects will remain the responsibility of the parent unit, who are to ensure secure storage until disposal instructions are received.

446. Receipt of Effects and Inventory Action

adt. RN/RM Personnel.  The receipt of the effects at establishments is to be notified at once to the JCCC (Deceased Estates).
adu. Inventory Statement.  The inventory is to be accompanied by a statement certifying that the contents are personal effects only.
adv. Inventory Action
(1) Original – SPVA/NPP(Accs)1, Centurion Building.  (In accordance with para 3m).
(2) Duplicate – JCCC, (Deceased Estates).  (In accordance with para 3m).
(3) Triplicate – enclosed with effects.
(4) Quadruplicate – to establishment (under separate cover) to which effects consigned.
(5) Quintuplicate – retained by forwarding authority, ie Supply Officer/Imprest holder.
(6) Sextuplicate RM only – is sent to DRM CRCO for use with the RM Tercentenary Fund.
adw. Receiving Establishment Checks.  The receiving establishment should check that the containers are unbroken and do not appear to have been tampered with.

447. Release or Disposal of Effects

adx. MOD Authority.  None of the effects of a deceased officer or of the reserved effects of a deceased naval rating or Royal Marine is on any account to be handed over or sent to any person until specific authority for such action is received from the JCCC (Deceased Estates).  No payment is ever to be made locally, without specific approval in respect of any debt owing by the deceased or due from his estate.  Such debts are entirely a matter for the person entitled to the estate, with whom the JCCC (Deceased Estates) will communicate as necessary.
ady. Commanding Officer’s Responsibility – Security.  Before any diaries, books or photographs or Service interest which may be found in the effects, are dispatched to the person entitled, the Commanding Officer is to ensure that they contain no information contrary to security regulations.  In the case of doubt MOD Director of Naval Security should be consulted.  For disposal of flying log books see JSP 318, Military Flying Regulations.
adz. Action following MoD Authority.  When instructions for the release of effects are given, a copy of the inventory, on Form S549 adapted as necessary or on plain paper, is to be prepared:
(1) In duplicate if the cases of effects have not been opened since they were packed at the ship or establishment in which death occurred;
(2) In triplicate if the cases of effects have been opened (e.g. by the Customs or to extract special items).  In this case, only the articles actually forwarded to the person entitled are to be listed.
Two copies of the inventory are to be sent to the consignee.  For a. one copy will have been enclosed with the effects and one copy should be sent under separate cover.  For b. the copy originally enclosed with the effects should be removed and two copies of the final list sent under separate cover.  A letter is to be sent with the inventory advising dispatch and requesting that one copy of the inventory be receipted and returned; this copy is to be sent to the JCCC, (Deceased Estates) the third copy is to be retained by the forward authority.
aea. Private Firearms.  Private firearms cannot be released until the necessary Firearms Certificate has been produced by the person entitled, who is to be given the necessary particulars, e.g. maker’s name, number, bore) to enable the certificate to be obtained if possession of the weapon is desired (see BR 2, QRRN, Chapter 36).
aeb. Irish Republic – Special Instructions.  Effects dispatched to the Irish Republic must be accompanied by a statement showing:
(1) That the consignee is a relative or friend of a deceased member of the British forces.
(2) List of contents.
(3) Certificate of disinfection.
Omission of any of these particulars will lead to considerable delay in delivery.  Clothing and effects received from overseas are generally disinfected at the port of entry in the UK.  Where a certificate of this having been done is available, further disinfection before dispatch is not necessary.

448. Personal Property of Single Officers and Ratings Serving Overseas

The reserved effects of a single officer, rating or Royal Marine (including those in Marital Categories 3 and 4) who has died overseas but has no suitable place in the UK to which personal property could ultimately be sent, should be dealt with in accordance with the provisions of the chapter.  In the event of larger items, e.g. furniture, car etc advice should be sought from the deceased’s welfare authority or the establishment, ship or unit assuming responsibility for holding the effects until instructions are received from the JCCC (Deceased Estates).

449. Unidentified Persons

The effects of any deceased person who is unidentifiable but believed to be a member of the RN/RM reported as missing, e.g. bodies washed ashore or recovered from the sea, are to be sent to CXP, HMS Nelson, Portsmouth.  Any moneys found are to be taken on charge by the Supply Officer and all available particulars concerning the place and time the body was discovered, together with any details which might later lead to identification, are to be noted on the relevant cash account voucher.  The effects will be retained for a period of five years and, if still unclaimed, will then be sold for the benefit of Greenwich Hospital.

450. Deaths in Hospital

When an officer or man dies in hospital, action is to be taken as follows:

aec. Inventory.  An inventory of his effects is to be prepared in accordance with paragraph 3 by the Supply Officer or, if none is borne, by the Medical Officer-in-Charge.
aed. Unreserved effects of ratings.  The unreserved effects of a naval rating or Royal Marine are to be sent to his ship, unit or establishment, to be dealt with in accordance with paragraph 4.  If the ship is absent, these effects are to be sent to such other ship or establishment as the senior officer present may direct.  The discretion allowed in paragraph 4 may be exercised.
aee. Officer’s effects and rating’s reserved effects.  All effects of officers and the reserved effects of naval ratings and Royal Marines are to be disposed of in accordance with paragraphs 9 and 10.
aef. Forwarding action.  When an inventory on Form S46 is forwarded from a hospital direct to the JCCC (Deceased Estates), separate Forms S46 showing the balance of pay on the ship’s/unit’s ledger and any other assets and effects on board the deceased’s ship/unit, are to be forwarded as directed in paragraphs 2 and 3 by the Supply Officer/Imprest holder of the ship/unit bearing the pay account.
aeg. Subsequent action.  When JCCC (Deceased Estates) instructions are received for the release of effects held at a home hospital, action is to be taken in accordance with paragraph 12.
aeh. Death of other patients in hospital.  The action to be taken when other patients die in RN hospitals is given in BR 1991, Instructions for the RN Medical Services.

451. Army Personnel

Detailed Procedure.  The following procedure is to be adopted in dealing with the personal effects, etc of commissioned officers and other ranks of the Army who die whilst serving with the Royal Navy or Royal Marines, or as patients in naval hospitals:

aei. Inventory.  An inventory of the personal effects is to be prepared in quadruplicate and the following action taken:
(1) Items such as insurance policies, bank books, premium bonds, and any military documents are to be forwarded by registered post to the JCCC (Deceased Estates).
(2) All other personal effects (except bulky items such as motor cars) are to be dispatched to the appropriate regimental depot.  The addresses of which are listed at Appendix 3 to Annex B to Chapter 12 of this publication.  If in doubt please speak to JCCC Deceased Estates staff.
(3) Passports are to be forwarded by registered post to the Chief Passport Officer, Passport Office, Clive House, Petty France, London SW1H 9HD.
(4) One copy of the inventory is to be included with the effects, one is to be sent under separate cover to the authority to whom the effects are forwarded, one is to be retained for reference, and the fourth copy is to be forwarded to the deceased’s unit with the report required by sub-paragraph c.
aej. Money found.  Any money found among the personal effects may be applied to defray preferential debts under the Regimental Debts Act 1893, e.g. mess bills.
aek. Reports.  A report indicating the action taken is to be forwarded to the deceased’s unit for the attention of the Committee of Adjustment.  The report is to be accompanied by:
(1) A copy of the inventory showing to which depot or Manning and Record Office the personal effects have been dispatched.
(2) A statement of any debts, paid or unpaid.
(3) The balance of cash remaining (if any) after payment of the preferential debts.
(4) A request for disposal instructions in respect of any bulky items, such as motor cars, which cannot be transported at public expense.

452. Royal Air Force Personnel

Detailed Procedure.  The following procedure is to be adopted in dealing with the personal effects, etc of officers and airmen of the RAF who die while serving with the RN and away from their parent RAF unit:

ael. Inventory.  The effects are to be mustered and an inventory prepared, following as far as applicable the instructions given in paragraph 2 and 3.
aem. Forwarding action.  The personal effects and kit of officers and airmen, together with detailed inventories, are to be forwarded to The President, RAF Standing Committee of Adjustment, RAF High Wycombe, Walters Ash, High Wycombe, Bucks. HP14 4UE.
aen. Valuable documents.  Valuable documents, e.g. securities, insurance policies, savings certificates, bank pass books, National Savings Bank book, etc should be sent by registered post to the JCCC (Deceased Estates).
aeo. Bulky items.  Bulky items, such as motor cars etc are to be noted on the inventory but retained pending receipt of JCCC (Deceased Estates).
aep. Notice of dispatch.  Notice of dispatch of the effects and a copy of the inventories should be sent to the parent RAF unit.
aeq. Money found.  Money found among the effects of officers and airmen may be applied to defray any preferential debts under the Regimental Debts Act, e.g. mess bills, but no other claims are to be met in this manner.  An account of this money, supported by vouchers, and certified where practicable by two officers, together with any claims against the estate, should be forwarded to the parent RAF unit.
aer. Balance of money found.  Any balance of this money remaining after payment of the above named debts is to be taken on charge and credited by the Supply Officer/Imprest holder to Effects Army/RAF Suspense Accounts of the financial year in which death occurred.  The Supply Officer should send a copy of the voucher direct to the JCCC (Deceased Estates).
aes. Additional information affecting legal entitlement.  Any additional available information which is revealed in the personal effects and which affect legal entitlement should be furnished to the JCCC (Deceased Estates).

453. Foreign and Commonwealth Personnel

If the deceased is a member of a foreign or Commonwealth force, the foregoing instructions are to be MoDified to the extent that the original inventory is to be forwarded to the appropriate foreign or Commonwealth authority in the UK with a request for disposal instructions, copies being sent to the JCCC (Deceased Estates) for all personnel.  The effects are to be retained until the wishes of the foreign or Commonwealth authority are known, but if any will or document of a testamentary nature is found, it is to be sent with the original inventory and a certified copy retained on board.

454. Release of Reserved Effects of Persons Reported ‘Missing’

aet. When the death has been officially presumed the arrangements for the release and dispatch of reserved effects are as laid down in paragraph 12 except that the receipt obtained from the consignee is to be attached to the original copy of the inventory on Form S46 and forwarded to the JCCC (Deceased Estates) compromising documents are to be dealt with as in paragraph 3g.
aeu. In exceptional cases the JCCC may give specific approval for the release of reserved effects before official presumption of death.  If this is done, any documents of value, as in paragraph 3f are to be excluded from the effects released and retained in naval custody.

455. Effects of Deceased Prisoners of War or Internees. 
When notification is received of the death of a prisoner of war or internee, and action has not already been taken as in paragraph 19 the procedure for release of effects is as in paragraph 12.  If release of effects has already been made, the authority holding the receipts and original inventory (see paragraph 19) is to send these documents to the JCCC (Deceased Estates).

456. Effects of Ratings Invalided for Insanity. 
Details are given in BR 2, QRRN, Chapter 55.

457. Effects of Personnel Missing, Prisoner of War or Interned in a Neutral Country. 
Details are given in BR 2, QRRN, Chapter 55.

ANNEX B to

CHAPTER 12 of

JSP 751
DISPOSAL OF EFFECTS IN ARMY UNITS

General

458. This Annex deals with the procedure for the disposal of the effects of deceased officers and soldiers, including those of TA personnel who die on duty and mobilised reservists.  The effects fall into two categories, public property and personal effects.  Public property is to be checked and returned to store where it will be accounted for and disposed of in accordance with current regulations.  Personal effects are the private property of the deceased and include all those articles in possession of the deceased person such as civilian clothing, private vehicles and jewellery. Action required to dispose of personal effects is given in the ensuing paragraphs.

459. Every possible precaution is to be taken to prevent loss or damage to effects, and to ensure that all items are properly accounted for and recorded.  All personal effects are to be kept under lock and key pending correct disposal.

Committees of Adjustment

460. Immediately on the death of an officer or soldier, a Committee of Adjustment is to be appointed under the authority of the Regimental Debts Act 1893 (see Manual of Military Law, Part II, Section XI) as follows:

aev. If the Deceased Dies while Serving with his/her Unit.  By the Officer Commanding the unit.
aew. If the Deceased is not Serving with his/her Unit at Time of Death.  By the officer in immediate command (e.g. where death occurs in a military hospital by the Officer Commanding the hospital). If the deceased died in UK while temporarily absent from his/her overseas duty station, the Committee shall be appointed by the officer who would have appointed the Committee had the deceased not been so temporarily absent.
aex. If the Deceased Dies Outside the UK while Temporarily Absent from the Country in which he/she was Stationed.  A local Committee may also be appointed by the officer in command of the unit or station from which the deceased was absent to deal with his affairs in the country of death - see paragraph 5 below. 

461. The Committee of Adjustment is to comprise three officers, a President and two members. The President is to be minimum rank of Major when the deceased is an officer and Captain when an Other Rank. In the event of a mass casualty incident, the formation Headquarters may co-opt units to assist the affected unit with the task of managing the personal effects of their casualties.

462. Operational Committees of Adjustment.  Prior to deployment a Standing Committee of Adjustment is to be convened by the Commanding Officer for the duration of the deployment.  The President and one permanent member is to be nominated from the unit rear party. The third member is to be an officer appointed within the operational deployment of the unit to deal with the personal effects of any soldier at the time of death.  He/she is to act as a member of the Standing Committee of Adjustment for that specific case.  He/she is to liaise and work with the permanent president.

463. Death in Hospital.  When personnel die in military hospitals, it is the intention that a Committee of Adjustment appointed by the individual’s unit will normally deal with local affairs, the exception being when an individual has been a patient for a long period and debts have accrued which are chargeable to his estate. Liaison between the unit and the medical unit will decide where the responsibility for dealing with the individual’s effects lies.  Where death occurs in a civilian hospital a Committee of Adjustment will be appointed by the parent unit of the deceased. 

General Outline of Responsibilities 

464. As soon as possible after a death, the Committee of Adjustment must assemble, secure and record all personal effects and assets of the deceased which are situated within camp, on his person or in transit, bearing in mind the following:
aey. In cases where the deceased was in occupation of a married quarter or official hiring, the Committee is not required to take any action in relation to personal effects, which are deemed to be in the possession of the widow, widower, or civil partner. (Hereinafter any reference to widow will also apply to widower/civil partner).
aez. If the deceased's widow is living locally, the Committee of Adjustment should request permission from JCCC Deceased Estates to return any personal effects stored/kept on camp.  This will seldom be refused, and will include items held by the SIB, which are not further required by them for evidence. 
afa. If there is a police investigation (civilian or RMP) taking place following the death, the Committee must not touch or remove any items from the scene of crime or investigation until permission has been given by the police.
afb. If the police remove any items belonging to the deceased, including items retained by the SIB after operational deaths, the unit (Committee of Adjustment) is to obtain a list.  
afc. If the death is on operations, the deployed member of the Committee is to ensure that the deceased's effects, together with a list of items retained by the SIB, is forwarded as soon as possible to the President copy to the JCCC Deceased Estates.  
afd. The Committee is to ascertain whether the deceased had any effects in transit - see paragraph 10 below.
afe. The committee is to determine if the deceased had any outstanding debts.  
aff. The President of the Committee is to maintain a Diary of Events which is to be retained until the effects have been accepted by the family and no issues are outstanding. At this point the diary is to be sent to JCCC Deceased Estates for retention with the case records.
afg. The President of the Committee is to make contact with the appointed Visiting Officer for the family, and keep him informed of any potential problems or sensitive issues.  Advice can always be sought from JCCC Deceased Estates, or from the Army Inquiries and Aftercare Support Cell (AIASC) 
afh. Having returned to stores all public property, whether or not this is on formal issue to the deceased, and assembled and recorded all the personal effects found, application should be made by the Committee to JCCC Deceased Estates for authority to hand them over to the beneficiary.  JCCC Deceased Estates remains the authority for return of personal effects, and they will only authorise release when they are satisfied that no doubt exists as to the entitlement of the recipient.  In the case of widows this is normally a straightforward process, but can be quite complex in the case of single soldiers.

Detailed Procedures

465. The following paragraphs provide guidance and instructions on the detailed handling of a deceased's personal effects.  The basic principle is that nothing should be destroyed unless it is a health risk; and the Committee should be reminded that bereaved families will never react in a predictable way, either regarding the condition of returned effects or to the reasons why items (in their view) are missing.  This applies to basics such as aerosol cans, lighters (flints and fuel), other inflammable materials and partially used toilet requisites, which should not be destroyed.  If in doubt consult JCCC Deceased Estates or the AIASC. 

466. The Committee of Adjustment is to extract from the personal effects any important papers including Wills, passports, insurance policies, hire purchase agreements, cheque books, savings books, birth and marriage certificates, vehicles registration books, cash, etc.  Guidance on the handling of items is below.  All effects, except as specified below,  are to be prepared for ultimate despatch to the family or executor through the VO as directed and authorised by Deceased Estates at JCCC.  Authority for the release of personal effects will be granted by JCCC Deceased Estates to the legally entitled individual through the VO. On no account are effects (including cash) to be handed to the NOK without authority from JCCC Deceased Estates.

afi. Bulky Items - Storage.   Until notified by JCCC, bulky articles (e.g., motor vehicles, caravans, boats) are to be stored at the unit under arrangements made by the Committee, and in conditions which will safeguard them against loss and damage and, as far as possible, from deterioration. All articles are to be carefully inspected and their condition noted. Accessories and movable items are to be listed on the inventory. 
afj. Wills.  To be forwarded immediately to JCCC Deceased Estates by registered post. Wills must not be pinned to any other document or marked in any way otherwise their validity may be impaired. 
afk. Passports.  All valid passports are to be sent via recorded delivery to: The Identity & Passport Service, London Office, Globe House, 89 Eccleston Square, London SW1V 1PN, for cancellation with a request they return the cancelled passport to you/JCCC (Deceased Estates) for forwarding to the NOK.  (If unit is unable to action direct forward passport to Deceased Estates Office to arrange cancellation). 

afl. Hire Purchase Agreements.  These and related documents, together with information regarding location of the item, are to be sent to the JCCC. 
afm. Letters and Postal Packets.  All letters of any kind, including unposted and addressed letters (open or sealed) which are found among the effects of a deceased person are to be forwarded to JCCC Deceased Estates. Letters and postal packets received after the death has occurred are also to be sent to JCCC Deceased Estates. Exceptionally, when it is apparent that a parcel contains perishable food, it is to be disposed of locally at the discretion of the Committee, but noted in the diary of events.
afn. Documents.  
(1) Marriage and birth certificates, insurance policies, cheque books, savings books, vehicle registration books, are to be sent to JCCC Deceased Estates. In certain cases overseas, the forwarding of a vehicle registration book will significantly delay the ultimate disposal of the vehicle and advice should be sought if this situation could occur. 
(2) Any other documents not mentioned in this paragraph should be listed and advice regarding their disposal requested from JCCC Deceased Estates. (See paragraph 27 for advice on disposal of personal files/records).
afo. Cash on Body or in Personal Effects. This is to be immediately paid into the unit Imprest Account, transferred to JCCC Control Account and recorded on the Certificate of Personal Effects & Inventory at Appendix 1. Unit Imprest account holders are to transfer these funds (confirming action taken in writing to JCCC Deceased Estates) to the JCCC Control Account (ZZZ81L900, RAC GEA001), this amount will be credited to the estate by JCCC Deceased Estates. In overseas cases, cash found on the body or in the personal effects together with the proceeds from the sale of effects or uplifted bank balances, may be used for the payment of preferential charges (see Regimental Debts Act 1893, Section 2). Any balance from these sources will be paid into the unit Imprest Account and recorded on the inventory certificate; this balance will be credited to the estate by Deceased Estates JCCC.
afp. Orders, Decoration and Medals.  Subject to any specific directions in the Statutes or Warrants governing the various orders, decorations and medals, these are to be sent to the JCCC Deceased Estates, for presentation mounting by Recorded Delivery / Registered Post.  JCCC staff will then forward to the MoD Medal Office for mounting / addition of any outstanding medals and liaise with the Medal Office over who is entitled to receive the medals (In the absence of instructions in a Will, this is usually the NOK).  The medals will then either be returned to Visiting Officer to present to the NOK, or forwarded by the JCCC to the executor of the estate.
afq. Outstanding Debts.  Committees of Adjustment are not to settle any outstanding debts, preferential or otherwise.  Any debts relating to the individuals Service/mess bills etc are to be resolved by local admin action on the unit concerned.  Whilst any claims/correspondence on the estate from non MoD sources (eg: bills, bank loans/Hire Purchase) should be forwarded/redirected in the first instance to JCCC Deceased Estates who will liaise with the executor over such matters.
afr. Items of a Potentially Compromising / Upsetting Nature.  Any items of a potentially distressing or compromising nature are to be separated from other effects, and the following actions taken. An inventory of items removed / retained is to be passed to JCCC Deceased Estates 
(1) Communication and digital devices such as Computers, laptops mobile phones with cameras, digital and disposable cameras are to be checked by qualified personnel prior to dispatch from the Unit to ensure unsuitable images / items are not unwittingly passed to the NOK.  Any such items should not be permanently deleted without the authority of the JCCC Deceased Estates, but where possible transferred to portable media, that can be held separately, thereby allowing material to be retained, destroyed or passed to NOK on request. Where the use of personal passwords prevents the checking of such items, this fact should be explained to the JCCC Deceased Estates.
(2) Any DVD’s, videos, magazines meeting the above criteria must be separated from the other effects and held for safe storage pending advice over their disposal, as the NOK may be aware of their existence.  
(3) Any personal letters or photographs to / from third parties are to be forwarded by recorded delivery, inside a separate sealed envelope, to JCCC Deceased Estates, with a brief explanation as to the content. The JCCC will attempt to trace the individual concerned and ascertain if they wish it returned or destroyed. Unless a specific request has been received from the Executor to forward all such items to them.
afs. Laundering of Personal Effects.  Where the effects of a deceased officer or soldier contain articles of private clothing, bedding or towels, which need laundering or cleaning, the family are to be consulted, through JCCC, before any action is taken.  If they agree, then this is to be undertaken at public expense before despatch from the unit. When individuals are known to have died of, or to have been suffering from an infectious disease, all public and Service property and personal effects which were in their possession, are to be thoroughly disinfected before despatch from the unit, unless there is a continuing health risk. A certificate that this has been done will be attached to each copy of the inventory.
aft. Items in Transit.  If any items of the deceased's effects were in transit at the time of death, they are to be returned to the original unit.  The Committee of Adjustment is to contact the family through JCCC Deceased Estates to see if they wish to be present when they are opened, providing this is in the UK or Germany.  

Sale of Personal Effects

467. No personal effects will be sold without the approval of the legal representative of the deceased, who will probably be the executor. When seeking approval, the Committee of Adjustment should stress that bulky items are not to be conveyed at public expense. In overseas cases it must be pointed out to the legal representative that the proceeds from the sale of effects will be used for the payment of preferential and private debts, and that the balance will be handled by JCCC Deceased Estates.

Inventories and Packing

468. An inventory is to be prepared by the Committee of Adjustment of all the personal effects in the possession of the deceased at the time of death.  All effects should be listed on the inventory at Appendix 1 in a logical sequence (see below), although a separate sheet will be required for the contents of each box when they are despatched. In no circumstances is a copy of the inventory to be sent to the NOK or any other person by the unit or Committee of Adjustment ;without the authority of the JCCC.  Inventories are to indicate clearly the details of damage to any items, and should indicate that electrical and similar equipment (TV, Computer, Hi-fi etc.) was/was not in working order when packed. 

afu. Clothing and items retrieved from the deceased during and following the incident (Note: Record items and their condition, held as evidence by the police).
afv. Uniform and Service clothing not returned to Service stock.
afw. Other clothing.
afx. Linen towels.
afy. Hobbies or sports materials.
afz. Books, records.
aga. Personal papers, mementoes, ornaments and jewellery.
agb. Miscellaneous Papers, e.g. circulars, brochures, expired used tickets, etc.  

469. Items at laundry should be listed in bulk, e.g. ten shirts, and bulky Items retained at the unit location should be listed with a description of the item's condition.

470. Public Clothing.  List those items returned to store on a separate sheet.

471. Clothing.   It is not necessary to list individual items of clothing, bulk terms will suffice e.g. shirts various ten; T-shirts/sweat shirts eight. Should any item be damaged this must be clearly stated on the inventory.

472. Valuables.  Small items of intrinsic or sentimental value such as watches, cameras, cigarette cases, lighters and rings are to be separately and carefully packed to safeguard them against damage, e.g. scratching. Articles of particular value are to be fully described, and when possible the following details are to be given:

agc. Make and trade description.
agd. Number.
age. Condition of article.
agf. Any other particulars which would help to identify it if it became detached from the other effects.

473. Items which may Distress NOK.  These must be listed on a separate sheet and packed separately.  The assessed degree of potential distress should be entered on the inventory form as a guide for JCCC in their decision to either explain the nature of them to the family, or wait to see if they indicate knowledge of their existence, which might be communicated either to the JCCC or the VO.   JCCC Deceased Estates will advise on their disposal, but advice from both the Army and Defence Widows Associations suggests that it would be naïve to believe widows and parents were always unaware of the existence of such items.  The only truly upsetting matter might therefore be letters from a married individual to a third party, and each case should be viewed with sensitivity and commonsense must be applied.  

474. Packing.  When the Inventory Proforma has been completed all the effects, including such items as suitcases, etc, are to be packed in clean tri-wall packing cases.  Fragile or delicate items liable to damage in transit are to be packed with extreme care and the cartons/cases, clearly labelled outside with 'Fragile - Handle with Care'.  Wood shavings and straw type materials are not to be used for packing and cellulose wrapping is recommended.  All items should be carefully and neatly packed, with small items being placed in polythene bags and the contents clearly labelled.  Boxes are to be numbered boldly and consecutively; and all space is to be utilised, with packing materials if necessary, to avoid movement of the contents during transit.  Each box is to contain a list of contents, and the original copy of the Inventory Proforma is to be placed on the top of the contents of box number one so that it can be readily traced. The number of boxes is to be entered on the Inventory Proforma.

Storage, Release and Despatch Of Effects

475. Storage.  All personal effects are to be stored securely in unit lines until JCCC gives authority for their release to the family.  In exceptional circumstances (arms plot overseas, disbandment, amalgamation, long term family dispute over who should be the beneficiary ), or when the deceased was serving with a joint unit, the RN or RAF, the personal effects should be forwarded to the appropriate phase 2 training regiment of the deceased's Arm or Corps.  These are listed at Appendix 2, and that unit is to take on the duties of the Committee of Adjustment with regard to release and despatch to the family.

476. Release.   JCCC Deceased Estates will usually authorise release of the deceased's personal effects to the family within six months of the death.  The Committee of Adjustment will then contact the VO to advise on how and when the effects will be despatched, and he/she will inform the family.  If the number and size of the boxes can be  delivered personally by the VO, this should be done, but if they have to be transported by freight, the VO must discuss with the family whether they want them delivered direct to the house, or to the VO's unit so they can be personally delivered in military transport.    

477. Despatch.   In the UK, effects are normally to be handled as road freight and copies of manifests are to be retained by the consignor, a copy of the manifest should accompany the second copy of the inventory when despatched to the VO.  Small parcels can be sent by Parcel Force Standard Compensation Fee Parcel Service.  It is imperative that the deceased's' boxes are clearly marked, so that there is no confusion as to the nature of the boxes.  Each container/box is therefore to be clearly marked as 'Personal effects of the Late [No, Rank, First Name, Surname].  Packages are to be numbered boldly and consecutively before being despatched, and a record of the number of packages is to be recorded on the Inventory Proforma.  If being sent from overseas, the outside of all boxes/packages must be clearly marked, for customs purposes, as deceased officer’s/soldier’s personal effects (see paragraph 23 below).  Copies of the inventory are to be sent as follows:

agg. Top copy to be included in the first box of personal effects.
agh. Second copy to be sent under separate cover to the VO.  
agi. Third copy to be sent to JCCC Deceased Estates.
agj. Fourth copy to be retained by the unit for reference. On the copy will be recorded details of despatch to permit speedy tracing of any articles that may be lost in transit.
agk. Fifth copy - for Customs purposes - see para 23.

Customs Examination

478. The used personal effects of deceased Service personnel will, generally, be exempt from normal customs examination on arrival in the UK, subject to the following:

agl. That the personal effects are accompanied by the fifth copy of the inventory, signed by an officer; and
agm. That the inventory is endorsed ‘The personal effects listed are those of a deceased officer/soldier and are being imported into the UK on behalf of the legal beneficiary who is resident in the UK’; the endorsement being signed by an officer.

479. The Customs authorities, however, reserve the right to examine items to confirm that they have been used.  To ensure that the personal effects of deceased personnel are readily identifiable by Customs authorities they will be marked as deceased officer’s/soldier’s personal effects on packing cases (see para  21) and in shipping or other documents.  Failure to observe this procedure may result in personal effects being detained by the Customs authorities, causing delay and inconvenience.

Property and Effects of Sick Personnel

480. When admitted to a hospital or medical unit, individuals are permitted to take sufficient Service property and personal effects for their needs while a patient. Officers Commanding units are responsible for making arrangements for the safe custody of all other public and Service property and personal effects left behind by the person concerned.

481. If there is no likelihood of the individual returning to his unit, the individual is responsible for informing his late Commanding Officer how those personal effects left in the unit should be disposed of.  If for any reason the individual is unable to do this, the CO should catalogue all his/her personal possessions and seek disposal instructions through the Chain of Command or MCM Div.

Property and Effects of Missing Personnel

482. When an individual is missing, but his/her death has not been presumed, an inventory is to be made of his/her personal effects, which are to be retained until the individual's return is considered unlikely.  They may then be handed over, on the authority of JCCC Deceased Estates, to the recorded NOK or to an interested person or persons, on production of satisfactory evidence of entitlement.  The recipient must give an indemnity in the form shown at Appendix 3.

Service Documentation

483. Personal files and other official documents (not referred to above) on deceased service personnel, raised or held at Unit/HQ level are not to be sent to the JCCC.  ln the absence of local instructions on disposal, all such records should be sent to the Document Holding Centre (MP 490) at the APC in Glasgow.

Reports

484. As soon as the deceased's personal effects have been despatched either to the family or the VO, the President of the Committee of Adjustment is to send a report to JCCC Deceased Estates and to the AIASC.  A format for this report is at Appendix 4, and it is to be accompanied by a copy of the Certificate of Personal Effects and Inventory (Appendix1).

Appendices:

485. Certificate of Personal Effects and Inventory
486. List of Arm and Corps Phase 2 Training Regiments.  
487. Draft Form of Indemnity for Release of Personal Effects of a Missing Officer or    Soldier.
488. Report by Committee of Adjustment.

APPENDIX 1 to
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JSP 751
Certificate of Personal Effects & Inventory

(For clarity, this form must be printed and not hand written)
	Full instructions regarding the disposal of personal effects, public property or service property of casualties are contained in Chapter 12 of JSP 751

	This inventory may include public property and service property where appropriate.
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CHAPTER 12 of

JSP 751
LIST OF ARM OR CORPS UNITS TO WHICH EFFECTS ARE TO BE FORWARDED UNDER COVER OF Paragraph 19 of Annex B

	Ser
	Arm/Service
	Depot
	Telephone

	1
	Household Cavalry
	Household Cavalry Mounted Regiment

Hyde Park Barracks Knightsbridge

London SW7 1SE
	

	2
	Royal Horse Artillery and Royal Regiment of Artillery
	FAO SO1 Garrison Management Team

Artillery Centre

Stirling Barracks
Larkhill

Salisbury SP4 8QT
	

	3
	Royal Armoured Corps


	Bovington Support Unit

 RAC Centre

 Wareham

 Dorset BH20 6JA


	

	4
	Corps of Royal Engineers
	 QM Dept

 RSME 

 Brompton Barracks

 Chatham

 Kent ME4 4UG


	

	5
	Royal Corps of Signals
	QM (T) Dept

BGSU

 Blandford Camp

 Blandford Forum

 Dorset  DT11 8RH


	

	6
	Footguards and Infantry; incl Parachute Regiment


	Infantry Training Centre

Vimy Barracks

Scotton Road

Catterick Garrison

North Yorkshire DL9 3PS


	

	7
	Royal Irish Regiment


	The Depot

The Royal Irish Regiment

St Patrick’s Barracks

BFPO 808


	

	8
	Brigade of Gurkhas


	British Gurkhas Depot Nepal

Kathmandu

BFPO 4
	

	9
	Special Air Service Regiment
	Credonhill 

Hereford HR4 7DD


	

	10
	Army Air Corps


	2 (Training) Regiment AAC

Middle Wallop

Stockbridge

Hants SP20 8DY 


	

	11
	Royal Army Chaplains Department


	MOD Chaplains Army Building 183

Trenchard Lines

Upavon

Pewsey

Wilts SN9 6BE


	

	12
	Royal Logistic Corps
	25 Trg Support Regt RLC Princess Royal Barracks Deepcut

Camberley

Surrey GU16 6RW

This includes:

Postal and Courier Depot RLC

 (For personal effects of former RE Postal and Courier personnel)
	

	13
	Royal Army Medical Corps

Queen Alexandra’s Royal Army Nursing Corps

&

Royal Army Dental Corps


	AMD Sp Unit

FASC

Slim Road

Camberley

Surrey GU15 4NP 
	

	14
	Corps of Royal Electrical and Mechanical Engineers


	The Depot, REME Hazebrouck Barracks

Isaac Newton Road

Arborfield

Reading

Berks RG2 9NH

	

	15
	Adjutant General’s Corps

MPS Only

Royal Military Police Only
	Regimental Headquarters

Adjutant General’s Corps Gould House

Worthy Down Station

Winchester

Hants SO21 2RG

Military Corrective Training Centre

Berechurch Hall Camp

Colchester

Essex CO2 9NU

Defence College of Policing & Guarding.

Southwick Park

NR FAREHAM

PO17 6EP
	

	16
	Royal Army Veterinary Corps
	Defence Animal Centre Welby Lane Camp

Melton Mowbray

Leics LE13 0SL 


	

	17
	Small Arms School Corps


	HQ Small Arms School Corps

Land Warfare Centre

Warminster

Wilts BA12 0DJ
	

	18
	Intelligence Corps
	HQ DISC

Chicksands

Shefford

Beds

SG17 5PR
	

	19
	Army Physical Training Corps


	HQ and Depot APTC

Queens Avenue

Aldershot

Hants GU11 2LB


	

	20
	General Service Corps
	APC Glasgow


	

	21
	Corps of Army Music


	HQ Army Music

Kneller Hall

Twickenham

Middlesex TW2 7DU


	


APPENDIX 3 to

ANNEX B to 

CHAPTER 12 of

JSP 751
DRAFT FORM OF INDEMNITY FOR RELEASE OF PERSONAL EFFECTS OF A MISSING OFFICER OR SOLDIER

To Her Majesty’s Permanent Under-Secretary of State.

In consideration of your handing over to me the package and articles the property of ……………………………………………………………………………………………....

......................................................................................................................................

as shown on the reverse, I agree that I and my executors and administrators will indemnify the Crown, its Servants and agents against all claims by the said ……………. ……………………………………………………………………………
……………………………………..…………………………………………………….……

his executors, administrators and assigns in respect of the articles so handed over. 

Signed.................................................

Date................................
           Address ……………………………………..







    ……………………………………..







    ……………………………………..







    ……………………………………..

APPENDIX 4 to

ANNEX B to 

CHAPTER 12 of

JSP 751
REPORT BY COMMITTEE OF ADJUSTMENT
489. Brief details of the action by the Committee.
490. The location of the personal effects. 
491. A statement as to whether any Will has come to the notice of the Committee.
492. A statement of receipts and payments as follows:

agn. Receipts: 
(1) Cash found among personal effects or on body

£ ……..
(2) Sale of personal effects




£….…..
Overseas
(3) Uplifting of local bank balance



£….….
ago. Payments:
(1) By cash paid by Committee for preferential charges
To ………………………… 




£ ….....     
To ………………………… 




£ ….....
To ………………………… 




£ ….....
Overseas
(2) By cash for payment of local debts (ie non-preferential charges)
To ………………………… 




£ …....     
To ………………………… 




£ …....
To ………………………… 




£ …....
agp. Balance 
(1) Paid into Imprest Account No…………………

£ ….…
agq. Unpaid Preferential Charges.
(1) The following preferential charges remain unpaid:
To ………………………… 




£ ……     
To ………………………… 




£ ……
To ………………………… 




£……

5.
So far as I am aware the deceased has no outstanding debts which have not been passed to the JCCC Deceased Estates, and was/was not* responsible for an imprest account.

* Delete whichever is inapplicable and insert imprest account (if any) for which individual was responsible. 

Signed…………………………………………………………….

Date ……….

Name and Rank…………………………….……………………………………………..

President, Committee of Adjustment

ANNEX C to 

CHAPTER 12 of

JSP 751
DISPOSAL OF EFFECTS AT RAF UNITS

Introduction

493. This Annex deals with the procedure for the disposal of the effects for serving members of the RAF, PMRAFNS, the Reserve and Auxiliary Air Force, Commonwealth and foreign air force attached to the RAF, and RAFVR(T) officers, who die or become missing or seriously mentally ill. 

494. Standing Committee of Adjustment (RAF SCA).  The Standing Committee of Adjustment (RAF SCA), RAF High Wycombe  is responsible for taking action under the Regimental Debts Act 1893 for the Service estates of personnel referred to in paragraph 1 above. The address of the RAF SCA is:

The President
Royal Air Force Standing Committee of Adjustment
RAF High Wycombe
Walters Ash
High Wycombe
HP14 4UE

495.    Disposal of Effects - Fatal Flying Accident.  When a Board of Inquiry is required to investigate a fatal aircraft accident, the duties of the Effects Officer packing and dispatching the deceased's effects to the RAF SCA are to be delayed until permission to release them has been granted by the President of that Board. The flying clothing from deceased or injured aircrew must be retained for assessment by the Board.

Action To Be Taken At Unit Level

496. Effects held at a Previous Unit.  When some of the effects have been left at an officer's or airman's previous unit, the Commanding Officer of that unit, on becoming aware of the casualty, is to send these effects to the RAF SCA, with a list of the effects in duplicate. An additional list is to be sent to the parent unit. No further action is to be taken at the previous unit. The RAF SCA is to receipt one copy of the list received by them and return it to the unit sending the effects.

497.  Effects Despatched to the United Kingdom Prior to Death. In all cases of death abroad, the parent unit is to ascertain whether any personal belongings of the deceased were already en route to the UK immediately prior to death. If so the appropriate movement unit or airfield at the point of entry into the UK is to be advised of the death by signal and requested to obtain a waiver of any impending customs dues. The signal is to be repeated to the RAF SCA, who will arrange for the items to be redirected to them for disposal under the normal procedure.

6.        Effects Officer.  Immediately a casualty of the nature stated in paragraph 1 occurs, an officer is to be appointed as Effects Officer by the Commanding Officer of the casualty's parent unit.  If the casualty was serving on a Joint Service Unit, where possible an RAF officer is to be appointed.  When a casualty was in transit on assignment or attachment, or on the attached strength of a unit, the RAF SCA are to be asked to advise on the procedure. The Effects Officer is to take the preliminary action described in this chapter and Appendix 1, and is to be personally responsible for:

         a.    Writing to the NOK via the Visiting Officer (VO) giving a brief outline of the Effects Officer's responsibilities (a specimen letter is at Appendix 2). He is to avoid any reference to effects when there are none at the unit.

b.   Assembling all the effects which are on the parent unit, at a hospital or at any other RAF station, but excluding effects in Service Families Accommodation  or official hiring occupied by the casualty at the time of the occurrence. Effects not on MOD property and effects in occupied Service Families Accommodation or official hiring are to be regarded as being in the custody of the NOK.

c.   Informing JCCC Deceased Estates Section and the RAF SCA of any bulky items retained at the unit excluding those in Service Families Accommodation or an official hiring making clear which items are known to be the subject of a hire-purchase agreement. See also paragraph 9.

7.
Effects Not to be Sold or Given to NOK.  Except in the circumstances stated below, effects are not to be sold, nor are they to be given direct to the recorded NOK.  Small items of a personal or sentimental nature may be passed to the NOK provided that:

agr. It is established that they are the officer's/airmen's legal beneficiary.

ags. There is no will directing otherwise.

agt. The prior approval of JCCC Deceased Estates Section is obtained.

agu. A receipt is obtained.

agv. Such items are entered on the inventory and annotated accordingly.

8.
When a unit receives a request for an item of Service property held by the deceased, this request is to be passed on to the RAF SCA who will seek a decision from higher authority.  The item of Service property in question is not to be handed into Supply Flt, but is to be forwarded to the RAF SCA along with the deceased's personal effects.

9.
Hire-Purchase Agreements.  Hire-purchase agreements and related documents, together with any information regarding the location of the item, are to be sent to JCCC Deceased Estates Section.

10.
Bulky Items - Storage.   Until notified by JCCC or the RAF SCA, bulky articles (e.g., motor vehicles, caravans, boats) are to be stored at the unit by OC Supply Flt under conditions which will safeguard them against loss and damage and, as far as possible, from deterioration. All articles are to be carefully inspected and their condition noted. Accessories and movable items are to be listed on the inventory. Particulars of such articles are to be shown on RAF Form 1644, paragraph 1.

11.
Soiled Clothing and Uniform.  Soiled clothing or uniform is to be washed or dry-cleaned at public expense (but see paragraph 3 in the case of fatal flying accidents).  This must be done before dispatch to the RAF SCA.  If necessary these articles are to be sent separately by registered post, with the casualty's full personal details clearly indicated on the parcel with the case numbers of the packages previously sent.  The dispatch of the remainder of the effects is not to be delayed on this account.  The clothing is to be thoroughly checked to ensure that all pockets are emptied.  Any item of clothing damaged in any way as a result of an accident is to be destroyed locally on the unit (but see paragraph 3 in the case of fatal flying accidents).

12.
Clearance Certificates.  Clearance certificates (JS Form JPA M001 or equivalent) are to be raised for all casualties, and completed on their behalf.  All Service items held on charge are to be returned to the appropriate Service authority.  The value of any credits or deficiencies is to be recorded on Form 894 and must be supported by the necessary explanation and vouchers.

13.
Public Clothing, Flying Clothing and RAF Equipment.  All public clothing, flying clothing, or RAF equipment on loan to, or in the custody of the individual at time of his becoming a casualty, is to be listed on the inventory and returned to store, and a clearance certificate obtained.  Deficiencies are to be dealt with as stated in JSP 886, Vol 13, Lft AD 8/7.   Care is to be taken to ensure that articles of uniform or clothing, which are the personal property of the individual, are not returned to store but are returned with the individual's personal effects.

14.
Service Clothing (Airmen and Airwomen).  Service clothing and necessaries within the approved scale of an airman or airwoman are to be returned to store and any surplus items are to be forwarded with other effects to the RAF SCA.  Any aircrew badges or medal ribbons to which the casualty is entitled are to be detached from the Service jacket and included in the personal effects.  

15.
Decorations and Medals.  Subject to any specific directions in the Statutes or Warrants governing the various orders, decorations and medals, these are to be sent to the JCCC (Deceased Estates) by Recorded Delivery / Registered Post. JCCC staff will then forward to the MoD Medal Office for mounting & the addition of any outstanding medals, liaising with the Medal Office over who is entitled to receive the medals (In the absence of instructions in a Will, this is usually the NOK).  The medals will then either be returned to Visiting Officer to present to the NOK or forwarded, by the JCCC, to the executor of the estate. 

16.
Firearms.  Any firearms found in the effects are to be carefully examined to determine whether they are government or private property.  If the firearms are government property they are to be returned to the Station Armament Officer and accounted for in the usual way.  Firearms which are the private property of the individual are to be listed on the inventory and held in the station armoury pending disposal instructions being given by JCCC or RAF SCA. (See also paragraph 10 above.)

17.
Letters and Postal Packets.  All letter and postal packets (open or sealed, posted or unposted, and whether endorsed with instructions for disposal or not) which are found amongst the effects of a deceased or missing person are to be sent to the RAF SCA.  Letters and parcels received after the casualty has occurred are to be forwarded to the RAF SCA for disposal.  Exceptionally, when it is apparent that a parcel contains perishable food, it may be disposed of in the manner stated in paragraph 23.  (See also paragraph 6 to Appendix 1.)

18.
Cash, Cash Boxes and Foreign Currency.  Any sterling cash, or foreign currency if the casualty occurred in that foreign country, found in the effects is to be paid to the Station Accountant Officer (SAO) on the Forms 1680A and 894, but see paragraph 19 for personnel responsible for custody of public or non-public cash.  The inventory is to be annotated 'Cash amounting to £ ............ was found among the effects (state where found, e.g., wallet or jacket), handed to the SAO, and a receipt obtained'.  If no cash is found that fact should be stated.  The SAO is responsible for arranging a transfer of all such funds in JCCC Deceased Estates Control Account 81L9000 RAC GEA001. Foreign currency not acceptable to the SAO and any locked savings banks or cash boxes are to be sent intact direct to JCCC Deceased Estates Section by insured parcel post.  No attempt is to be made to open locked cash boxes.  Souvenir coins are to be included in the effects sent to the RAF SCA.

19.
Personnel Responsible for Custody of Public or Non-Public Cash.  If the individual was responsible for the custody of public or non-public cash at the time of the casualty, the following steps are to be taken to establish the ownership of any cash found in the effects:

a.   Appoint a successor to assume responsibility for the public and non-public cash.

b.   Complete with the successor, a check of the public and/or non-public cash for which the deceased was responsible, reconciling the cash with the cash records.

c.   Report any deficiency in the total cash held against the cash records to the Station Commander and, for public cash, to JPAC PACC and the Command Accountant.

20.
Outstanding Debts.  Unit commanders are not to settle any outstanding debts, preferential or otherwise.  Debts which are preferential, including the recovery to the Public Account of any Service pay that has been overpaid, are described in the Regimental Debts Act 1893, Section 2, as given in the Manual of Air Force Law Volume II.  The particulars of such debts are to be entered on Form 1644 in accordance with the instructions on the form.  Any non-preferential debts, eg newsagent’s accounts, garage bills, etc, are to be referred to the NOK.  In cases where the Unit is doubtful whether a debt is preferential or non-preferential, the matter is to be referred to JCCC Deceased Estates Section.

21.
Effects not in RAF Custody.  MOD accepts no responsibility for possessions left on premises which are not RAF property, e.g. effects of personnel living in private accommodation, motor vehicles left in civilian garages and golf clubs at club premises.  The settlement of all matters relating to such possessions is the responsibility of the legal personal representative of the individual, and the proprietor of the premises concerned.  The Commanding Officer of the Unit is, however, to notify the NOK (through the VO) as soon as possible if the whereabouts of such items is known.

22.
RAF and other Savings.  If the deceased was a participant in RAF or other savings schemes, the relevant bank books or certificates should be forwarded to JCCC Deceased Estates Section.  Should the relevant bank books or certificates not be found in the effects, the Commanding Officer is to notify the NOK giving particulars as are available.  The NOK should write to the Head Office of the savings organisation for further information.  Copies of correspondence to the NOK are to be forwarded to JCCC Deceased Estates Section.

23.
Consumable Articles.  Consumable articles are normally to be included in the personal effects sent to the RAF SCA.  Items of perishable food found with the effects are, if in sound condition, to be given to the station medical centre; otherwise they are to be destroyed.

24.
Inventories.  When effects are assembled, inventories are to be prepared in quadruplicate on A4 paper.  Two copies are to be forwarded with RAF Form 1644 to the RAF SCA, one copy is to be placed on the top of the contents of package No 1 of the personnel effects.  The remaining copy is to be retained by the Unit. Inventories are to be divided into four sections as follows:

agw. Personal property.

agx. Items retained for laundering.

agy. Bulky etc, items retained at the Unit.

agz. Public clothing (including flying clothing) and RAF equipment returned to store.

Stocks of RAF Forms 1644 are held by the RAF SCA and will be forwarded to the parent unit by the RAF SCA on being notified of the casualty.

25.
Notes for Guidance.  Notes for the guidance of Effects Officers in the preparation of inventories are included in Appendix 1 to this Annex.

26.
Wills.  When officers or airmen have died or are reported missing, a thorough search is to be made at the unit for a will or any other document appearing to be of a testamentary character.  If a will is found, it is to be copied and the original document sent at once by registered post to JCCC Deceased Estates Section. One certified true copy is to be retained at the unit.  The contents of the will are not to be divulged to any other person.  Great care is to be taken not to make pinholes or clip-marks or to write on original wills.  If the will is contained in a paper or book, the will is not to be torn out or interfered with, but is to be sent intact.  When, however, a will is contained in a sealed envelope, it is to be opened by the unit so that the necessary copies may be made.

27.
Intestacy.  In all cases  if a will is not found, JCCC Deceased Estates Section is to be notified immediately.

28.
Disposal of Miscellaneous Documents

a.   Flying logbooks and instrument rating cards are to be sent direct to the RAF SCA.

b.   Identity cards (RAF Form 1250, RAF Police Warrant Cards etc) are to be disposed of in accordance with AP 3392, Vol 2, Lft 1422/1429

c.   All Service publications, documents, course notes, etc, are to be returned and a receipt obtained.  No classified material is to be included in the effects sent to the RAF SCA.

d.   Passports are to be sent by recorded delivery for cancellation to: The Identity & Passport Service, London Office, Globe House, 89 Eccleston Square, London SW1V 1PN, with a request they return the cancelled passport to RAF SCA/JCCC (Deceased Estates) for forwarding to the NOK.

e.   All other important documents (e.g., legal, marriage certificate, registration books, cheque books, credit cards, etc), found amongst the personal effects are to sent direct to the JCCC Deceased Estates Section by registered post. A record of the documents is to be retained locally.

f.   A check is to be made of all insurance policies and they are to be sent immediately to JCCC Deceased Estates Section.  Some policies contain time-lapse clauses within which a claim has to be made.  A covering letter pointing this out should accompany such a policy sent to JCCC Deceased Estates Section.

29.  
Packing and Despatch.  When the inventory has been completed, all the effects, including all items of sentimental or intrinsic value, but excluding bulky items as described in paragraphs 10 and 16 are to be packed and sent to the RAF SCA, within 14 days of the date of the casualty.  Effects are to be packed under the supervision of the Effects Officer with the aid of a specialist member of the Supply Squadron.  If this is not possible the effects are to be packed in the Supply Squadron and in this case OC Supply Squadron is to ensure the effects are checked against the inventory whilst being packed.  Advice on packing is given in the notes for guidance at Appendix 1 to this Annex.

30.
Correspondence with the NOK.  All correspondence with the NOK is to be made through the VO.  The recorded NOK is to be informed that the Service estate of the deceased is administered by JCCC Deceased Estates Section, to whom all enquiries on the matter are to be addressed.  The recorded NOK is not necessarily the legal beneficiary to the estate and care is therefore to be exercised in dealing with enquiries from persons who may not have any legal claim to the estate.  A copy of the inventory is not to be sent to the recorded NOK or to any other person who may ask for it.  Any such requests are to be referred to the RAF SCA.  On completion of unit action in dealing with the estate, the Commanding Officer is to send a letter to the recorded NOK based on the example at Appendix 3.  Copies of all correspondence with the NOK are to be sent to the RAF SCA.  However, for casualties amongst Foreign and Commonwealth personnel on attachment to the RAF, the unit is not to communicate with the NOK about the Service estate of a casualty; any communication from an interested party is to be acknowledged.  The writer is to be informed that the matter has been referred to the RAF SCA, quoting the address at paragraph 2 above.

31.
Release of Effects Held on Stations

a.   In the event of death, authority to release the effects is sent by JCCC Deceased Estates Section to the RAF SCA who, on receipt of such authority, is to arrange for the unit to release any bulky etc, items retained by them.

b.   When personnel are missing or in certain circumstances when detained under The Mental Health Act, MOD authority has been delegated to the RAF SCA to authorise the release of bulky and other effects on receipt of an indemnity form signed by the NOK.

c.   The cost of the carriage of bulky articles other than bicycles is to be the responsibility of the NOK.

d.   Units are to comply as far as possible with the wishes of the legal personal representative. On delivery, appropriate receipts are to be obtained, and sent to the RAF SCA for inclusion in the Committee's report.

32.
Report to the Standing Committee of Adjustment.  A report on Form 1644, together with the necessary supporting documents, prepared in duplicate unless otherwise indicated, is to be sent with as little delay as possible to the RAF SCA. Under  no circumstances  are more than one casualty to be dealt with under a single reference.

Action By The Standing Committee Of Adjustment

33.
Check of Inventories.  On receipt of the effects, the RAF SCA is to check the items received against the inventory.  The RAF SCA is to enquire whether any personal property of the deceased is stored at the RAF Central Depository.  If so, the Central Depository is to be informed of the name and address of the person to whom the property is to be sent when authority for the release of the personal effects is given by JCCC Deceased Estates Section. A copy of the RAF SCA instructions to the Central Depository is to be sent to JCCC Deceased Estates Section.

34.
Correspondence with NOK.  Should any enquiries be received from interested persons concerning effects, they are to be informed that the effects are retained in safe custody until authority is received from MOD to release them to the legal beneficiary.  If the enquiries concern financial matters they are to be informed that JCCC Deceased Estates Section is responsible for the administration of the Service estate and for disposing of any balance due to the legal beneficiary.

35.
Correspondence with NOK of Commonwealth or Foreign Air Force Personnel.  Enquiries and correspondence received in respect of Commonwealth personnel or personnel of foreign air forces on attachment to the RAF are to be referred to the appropriate Commonwealth Headquarters or, for foreign nationals, the Air/Defence Attaché.

36.
Report by the Standing Committee of Adjustment.  When all the information referred to in paragraph 30 above has been received from the station, the RAF SCA is to prepare a report in duplicate, one copy of which is to be sent to JCCC Deceased Estates Section. The under-mentioned documents are to be sent with the report:

aha. Station report on Form 1644.

ahb. One copy of the inventory of effects belonging to the deceased.

ahc. Receipt of any items disposed of by the unit under specific authority from MOD.

ahd. Copies of correspondence between the NOK and the unit.

e.  Copies of correspondence between the NOK and the RAF SCA, and in the case of dispute, correspondence between the unit and the RAF SCA.

f.   A list of preferential debts.

g.  RAF Form 894.

h.  Receipt for cash handed to the accountant officer, or imprest holder.

i.   Any other receipt.

37.
Release and Despatch. The RAF SCA is to make the following arrangements for the release and dispatch of effects:

ahe. Death

(1)   The RAF SCA is to arrange for the disposal of the personal effects in accordance with the instructions of JCCC Deceased Estates Section.

(2)   Effects are to be sent by the most economical means or, in the case of small packets, by registered post.

      (3)   A list in duplicate of the articles dispatched is to be sent to the consignee     with the request that one copy be receipted and returned to the RAF SCA.

(4)   On receipt of JCCC Deceased Estates Section authority to release any bulky etc, items retained at the unit, the RAF SCA is to authorise the unit concerned to comply as far as possible with the wishes of the legal personal representative. The unit is to be requested to send appropriate receipts for these articles to the RAF SCA.

ahf. Missing Personnel.

(1)   When personnel are missing, the RAF SCA is to explain in writing to the recorded NOK that the effects may be released two months after the date the individual was reported missing.

      (2)   A form of indemnity for completion by the recorded NOK and an inventory of the effects are to be enclosed with the letter.

      (3)   When any effects (except those in Service Families Accommodation or an official hiring) are known to be the subject of a hire-purchase agreement they are not to be released without the approval of JCCC Deceased Estates Section.

      (4)   On receipt of the signed and witnessed indemnity the RAF SCA is to exercise the authority delegated by MOD to release the effects. The signed indemnity is to be sent to JCCC Deceased Estates Section.

c.   Personnel detained under The Mental Health Act.   In certain circumstances it may be necessary to forward the personal effects of those detained under The Mental Health Act to the RAF SCA.  Advice is to be sought from the RAF SCA prior to any action being taken.  Any personal effects, which are received by the RAF SCA are to be released to the recorded NOK on completion of a form of indemnity.

Losses or Damage in Transit – Compensation

38.
Losses or damage in transit, either between the unit and the RAF SCA, or en route to the NOK, are to be investigated immediately.  It is not usually practicable to check the contents of packages in the presence of the carrier's representative at the time of delivery.  The person accepting delivery should be advised to endorse the receipt note 'not examined', and to report immediately any loss or damage subsequently discovered.

39.
If (in the case of losses) the carriers are unable to prove delivery, a report is to be sent to MOD (Movs 3(RAF)), copied for information to JPAC PACC with details of the missing items.  In cases of damage regarded as having occurred in transit, the report is to be similarly forwarded.  MOD (Movs 3(RAF)) will negotiate any claims for compensation.

40.
When forwarding the effects, the RAF SCA is to send a letter to the NOK giving full instructions as to the action to be taken on receipt of the effects, with particular reference to loss or damage in transit.

41.
Insurance is not normally to be arranged on effects in transit but any private insurance in operation when the casualty occurred, or effected afterwards through directions previously given by the casualty, is to be observed.

42.
If it is possible and considered advisable to insure articles of special value whilst in transit, the consent of the relatives must first be obtained to the bearing by them or by the estate of any insurance charges and special transport charges that may be incurred (JSP 800).

Personnel of the Reserve, Auxiliary and Cadet Forces

43.
The provisions of this chapter apply to members of the Reserve and Auxiliary Air Forces (including RAFVRT officers) who become casualties while on duty with RAF.  Warrant officers and cadets of the Air Training Corps and RAF Sections of the Combined Cadet Force who are to be dealt with as civilians (see MOD Manual 11 Non Industrial Civilian Regulations).

Royal Navy, Royal Marines and Army Personnel

44.
When personnel of the RN, Royal Marines or Army die while attached to or serving with the RAF the following action is to be taken by the RAF units concerned:

a.   An inventory, in quadruplicate, of the effects and valuables duly certified by two officers, and a statement whether a will or other testamentary documents was found among the effects is to be sent, together with the personal effects to:

      (1)   RN/RM.  Addressees as directed at JSP 751 Annex A to Chapter 12 (paragraph 12).

      (2)
   Army.  Personal effects to be forwarded to the appropriate regimental depot.   See Appendix 2 to Annex B to Chapter 12 of JSP 751.Any queries may be directed to JCCC (Deceased Estates).

b.   If a will is found it is to be forwarded to JCCC (Deceased Estates) by registered/recorded post delivery, a certified copy of the will being retained by the RAF unit concerned.

c.   Any cash found among the effects of deceased RN, Royal Marines or Army personnel is to be handed to the accountant officer, who is to bring it to account and arrange for the transfer of money.  If, however, personnel of the RN, Marines or Army die while attached to the RAF in the field, cash found among the effects is to be brought to account by the RAF imprest holder and subsequent action taken by the Unit Accountant Officer.

d.   Any outstanding accounts against the deceased, e.g., mess bills, are to be written off/recovered in accordance with Service instructions.

e.   If the deceased has in his possession any public clothing and equipment issued from Service stocks, it should, if the issue was made from RAF sources, be retained at the RAF unit and brought on charge.  Otherwise it is to be forwarded with the other effects to appropriate RN/Army stores as directed at JSP 751, Chapter 12,  Annex A or B.

Commonwealth and Foreign Service Personnel Attached to the RAF

45.
JCCC Deceased Estates Section has no dealings with the effects of Commonwealth and foreign personnel.

46.
The procedures outlined in this chapter are to be carried out as far as possible for Commonwealth personnel and personnel of foreign air forces, except that all documents normally sent to the RAF SCA are to be in quadruplicate.

47.
The RAF SCA is to forward all personal property (i.e. uniform, watches, etc), together with three copies of the RAF SCA proceedings to the London headquarters of the appropriate Commonwealth country or, for foreign nations, to the Air/Defence Attaché.

48.
The procedure for the disposal of cash outlined in paragraph 18 should be closely followed.

Visits to the Standing Committee of Adjustment

49.
In order to help units complete the preliminary action in accordance with these instructions, authority is given for one officer of each unit to visit the RAF SCA periodically.  Arrangements for these visits are to be made direct with the RAF SCA. 

Appendices:

498. Notes for Guidance of Effects Officer.

499. Specimen Letter from Effects Officer.

500. Specimen Letter from Commanding Officer.

APPENDIX 1 to
ANNEX C to 

CHAPTER 12 of
JSP 751
NOTES FOR GUIDANCE FOR EFFECTS OFFICERS -

PREPARATION OF INVENTORIES
501. Listing.   The effects should be listed in the inventory in a logical sequence, within the sections listed at paragraph 0923, e.g.:

ahg. Personal Property
(1) Uniform and Service clothing not returned to Supply Squadron.
(2) Other clothing.
(3) Linen, towels.
(4) Hobbies or sports materials.
(5) Books, records.
(6) Personal papers, mementoes, ornaments and jewellery.
(7) Miscellaneous.
(8) Papers of no interest, e.g., circulars, brochures, expired used tickets, etc, are to be destroyed.
ahh. Items at Laundry.  Items should be listed in bulk, e.g., ten shirts.
ahi. Bulky Items Retained at Station.  The description should include a statement of the item's condition.
ahj. Public Clothing.  List those items returned to store. Those items surplus to issue or scale and included in the effects should be listed under paragraph 1a.

502. Clothing.   It is not necessary to list individual items of clothing, bulk terms will suffice e.g., shirts various ten; T-shirts/sweat shirts eight. Should any item be damaged this must be clearly stated on the inventory.
503. Description.   Articles of particular value are to be fully described, and when possible the following details are to be given:

ahk. Make and trade description.
ahl. Number.
ahm. Condition of article.
ahn. Any other particulars which would help to identify it if it became detached from the other effects.

504. Valuables.   
aho. Small items of intrinsic or sentimental value such as watches,  cameras, cigarette cases, lighters and rings are to be separately and carefully packed to safeguard them against damage, e.g., scratching. 
ahp. Any Medals & Decorations awarded to the deceased found on the casualty, or on Service property (excluding SFA), are to be recorded and the medals sent by Registered mail / recorded delivery to JCCC (Deceased Estates).  
ahq. When personnel become seriously mentally ill, items of personal clothing, toilet requisites and other small personal effects of little material value should, wherever possible, accompany the patient to the hospital.  When it would be unwise to leave items in the possession of the patient, they are to be sent to the RAF SCA, for release to the recorded NOK on completion of a form of indemnity.  In no circumstances is a copy of the inventory to be sent to the NOK or to any other person. 

505. Items which may Distress NOK.  
ahr. When checking the effects before despatch to the RAF SCA, the Effects Officer must use his judgement over any items, particularly letters and books, which may affect or distress the NOK.  Any items which may come under this category should be separately packed in the effects and the attention of the RAF SCA drawn to this package, unless it is felt necessary to report their contents to the Unit Security Officer.
ahs. Communication and digital devices such as Computers, laptops, mobile phones (with cameras), digital and disposable cameras are to be checked by qualified personnel prior to dispatch from the Unit to ensure unsuitable images/items are not unwittingly passed to the NOK.  The discovery of any such material should be reported to the RAF SCA.  No action to delete such items is to be taken without their authority.  Wherever, possible arrangements will be made to transfer to portable media that can be held separately, allowing the material to be retained destroyed or passed to NOK on request.  Where the use of personal passwords prevents the checking of such items, this fact should be explained to the RAF SCA.
aht. Any personal letters or photographs to/from third parties are to be forwarded by recorded delivery, inside a separate sealed envelope, to JCCC (Deceased Estate) with a brief explanation as to the content.  The JCCC will attempt to trace the individual concerned and ascertain if they wish it returned or destroyed, unless a specific instruction has been received from the executor to pass all such items to them.

506. In-use toiletries.  Opened items of personal toiletries e.g., toilet soap, cosmetics, perfumery items etc, used by the casualty are to be sent to the RAF SCA.  Care must be taken in the packing of these items (see paragraph 7).

Packing And Despatch Of Effects

507. The effects, including such items as suitcases, etc, are to be packed in clean tri-wall packing cases.  Fragile or delicate items liable to damage in transit are to be packed with extreme care and the packing case clearly labelled outside with Form 532A (Fragile - Handle with Care).  However, wood shavings and straw type materials are not to be used for packing. Cellulose wrapping is recommended.  All items should be carefully and neatly packed, small items being placed in polythene bags and the contents clearly labelled.  Many small items, although of no great monetary value, have an intrinsic and sentimental significance to the NOK.  It is essential that these items are clearly marked.
508. When there is more than one casualty, it is most important that the effects are packed in separate containers.  In no circumstances are the effects of more than one casualty to be packed in the same container.  Abroad, effects are to be sent by the first shipping opportunity.  Available space in aircraft returning to the UK may also be used.  A case number is to be given to the packages sent to the RAF SCA, and this number is to be quoted on the consignment notes (F1910) and the copy of the inventory sent in accordance with paragraph 0928.

509. It is imperative that casualties kit is clearly marked as such, so as to ensure that effects are dealt with immediately they are received by the RAF SCA.  Each casualties kit is therefore to be clearly marked:

Personal effects of: 

No ……………………………

Rank..........................................................
Name.........................................................
and large letter 'C' is to be painted on the outside of the container.   Packages are to be numbered boldly and consecutively before being sent to the RAF SCA and a record of the number of packages is to be recorded on the inventory.  A copy of the inventory is to be placed on the top of the contents of package number one so that it can be readily traced.  Private motor vehicles, which form part of the estate of a casualty, may be imported into the UK free of duty.  Customs Notice 368 gives details of the regulations. When suitcases are included in personal effects, they should be fully packed and the inventory annotated. 'A ................................. suitcase containing the following items'.  This format eases checking and ensures that all items are accounted for. 
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SPECIMEN LETTER FROM EFFECTS OFFICER

Note: The paragraph in italics is to be repeated verbatim and no further mention made of disposal of estate.

Dear...........................................................
I have been appointed by my Station Commander to look after your (relationship's) effects, and I am writing to explain exactly what will happen.

After his belongings have been collected and listed by me, they will be sent (apart from any bulky items which will remain here for the time being) to the Standing Committee of Adjustment at RAF High Wycombe where they will be checked against my list and properly stored until the Ministry of Defence is able to authorise release.

Matters relating to the Service estate of your (relationship) are being dealt with by:

Joint Casualty & Compassionate Centre
Innsworth Station
Gloucester
GL3 1HW
and, in the meantime any important papers of a financial nature will be sent to that department for safe custody until it is possible to authorise release of the effects to the person of persons legally entitled to the Service estate.

If I can help you in any way please do not hesitate to write to me.

May I take this opportunity of offering you my deepest sympathy in your bereavement.

Yours sincerely,                               
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SPECIMEN LETTER FROM COMMANDING OFFICER

Dear...............................................
I understand that Flying Officer...................................... whom I appointed to look after your (relationship's) effects has already explained to you that these have to be sent to the Royal Air Force Standing Committee of Adjustment at RAF High Wycombe for final checking and storage pending authority from the Ministry of Defence for their release.  They were sent on......................................
As your late (relationship's) Commanding Officer, I am, of course, taking a personal interest in the matter and wish to satisfy myself that you are receiving all the advice and help that you need.

Joint Casualty & Compassionate Centre
Innsworth Station
Gloucester
GL3 1HW 

is responsible for dealing with the cash and personal belongings in your (relationship's) Service estate.  I can assure you that they will do everything they can to help you, so please do not hesitate to write to them if you think it necessary, as I know that your problems will be given their prompt attention.  Your Visiting Officer will, of course, be more than happy to help you with this or any other matter of concern.

Yours sincerely,
ANNEX D to 
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SERVICE POLICE INVESTIGATIONS 
General
510. Where the death of Service Personnel occurs whilst on(and sometimes off) duty the Service Police represent the Coroner’s Officer in the collation of evidence to support any inquest to be held in the United Kingdom.  Service Police are also responsible for the recovery of evidence in support of criminal investigations (whether the investigation is undertaken by the Service or other Police force).

511. The appointed Service Police Commander is responsible for the collection, recording and distribution of ALL items which are identified as personal effects of deceased victims and/or survivors.
512. The released of personal effects after all judicial procedures have been completed may only be authorised by the JCCC – Deceased Estates Section, who establish who is the rightful beneficiary.

Retention of Property

513. It is the duty of the Service Police to retain all property until the conclusion of any criminal proceedings or Coroner’s Inquest.  However, there may be circumstances where the early release of some property can be facilitated if that property is not a criminal exhibit and the relevant release authority is obtained from the judicial authorities.
514. The decision on whether property should be retained for criminal proceedings will always remain with the Service Police.  The relevant Service Police Commander is to provide a written explanation to the Standing/Unit Committee of Adjustment so that they can manage the expectations of the family through the VO.
515. Where evidence is collected for a Coroner’s Inquest and no criminal proceedings are ongoing, the Coroner’s Officer will decide in the first instance what property must be retained until proceedings are completed.  In this event, the Service Police Commander is to provide a written explanation to the Standing/Unit Committee of Adjustment so that they can manage the expectations of the family through the VO.

516. Where criminal proceedings have occurred, criminal property can not be released until the relevant inquest or appeals process is complete, this may be many months or even years after the event.  The Service Police Commander is to ensure that the JCCC Deceased Estates  are informed of the items involved and their location so that long term records can be maintained enabling the return of the item once release is agreed. 

517. It must be borne in mind that the sensitivity of some criminal investigations may prevent the Service Police from releasing a written statement of property held.  In these instances the Service Police Commander will discuss the matter with the President of the Standing/Unit Committee of Adjustment and JCCC Deceased Estates, they in turn will advise the VO.

Return of Property

518. There will be occasions when property may be released early by the Service Police with the appropriate authority, such as; Personal Jewellery, Personal Watches, Glasses, Identification Discs, Family Photographs, Financial Records – cheque books, bank cards, Personal Letters and Postal Packets.

519. in each case the Service Police Commander will review all personal effects and property and provide to the JCCC Deceased Estates and the President of the Committee of Adjustment a list of personal property held which could be returned to the family with the appropriate authority. The list should be provided on the relevant Service forms and should include description, quantity and condition.

520. Where there is a question over the ownership of the personal effects or property, liaison will established with JCCC and the President of the Standing/Unit Committee of Adjustment.  The Service Police will retain such property until the question of ownership has been resolved and authority to release has been granted by the JCCC Deceased Estates. 

521. Where property has been held for an extended period of time and the Committee of Adjustment is no longer in operation, all property should be returned by the Service Police under the direction of the appropriate Single Service Lead Authority and JCCC Deceased Estates Section.
522. The actual return of personal effects is to be undertaken by the relevant Service Police Commander through the Unit’s Committee of Adjustment and on through the VO to the beneficiary.

523. A Family Liaison Officer may or not be appointed by the Service police, under direction of the Service Police Commander, will work in coordination with the VO in respect of the return of personal effects.

524. Where Civil Police retain jurisdiction in investigations the responsibility for the retention and return of property will remain with them.  The VO should contact the investigating officer and co-ordinate the release of any personal effects.

Summary
In summary, authority to release property relevant to an investigation remains in the first instance with the Service Police.  Once given, judicial authority may then be sought to release property to beneficiaries, but the final authorisation for the release of property to beneficiaries comes from JCCC Deceased Estates.
CHAPTER 14 -  PRISONERS OF WAR

Reference:

CL. The Geneva Conventions of August 12 1949.

SECTION 1 - Outline

1301. This Chapter covers the reporting, notification and monitoring of UK Prisoners of War (PW)
.  It will also cover the reporting of casualties to Enemy PW (EPW) in the custody of UK forces and the policy for contact with Red Cross organisations.

SECTION 2 - Prisoner of War Information Bureau (PWIB)  

1302. Article 122 of the Third Geneva Convention stipulates that all parties in a conflict open an Official Information Bureau for PWs who are in their custody (Reference A sets out the detail required by the International Committee of the Red Cross (ICRC)).  The UK PWIB is run by SP Pol (Ops) in the MOD.

SECTION 3 - British Red Cross (BRC)

1303. The role of the BRC is to collate the names of UK civilians and Service personnel who have been detained and initiate tracing action with the Central Tracing Agency of the ICRC.  Its Headquarters is in London.

SECTION 4 - International Committee of the Red Cross (ICRC)

1304. The ICRC is based in Geneva, Switzerland and is the sponsor for the original Geneva Convention for the protection of wounded military personnel, and of the humanitarian Conventions which supplement it.    The Central Tracing Agency
 collects all information obtainable through official or private channels in respect of PW/detainees and transmits this as quickly as possible to their country of origin or to the Power on which they depend.

SECTION 5 - UK Prisoners of War and Detainees

1305. Notifiable casualties
 who have become PW, or otherwise deprived of their freedom, are initially to be reported as Missing
 using the normal NOTICAS system described in Chapter 2.   The JCCC is immediately to inform MoD DNews and SP Pol (Ops) and appoint a Notifying Authority
 (NA).  The NA is to appoint a Casualty Notification Officer (CNO) who will notify the casualty’s EC(s) as laid down in Chapter 4. 

1306. The NA is to appoint a VO for each EC.  In cases where PWs have not nominated their next of kin (NOK), unless there are convincing reasons not to do so, the JCCC will also arrange the appointment of an additional VO for the NOK after consultation with the individual’s own Service.

1307. The JCCC is to report the possibility of capture to the JPAC who will in turn notify the BRC.  The BRC will act as a link for the MOD and families to the ICRC and the prisoner.  Notification of capture should be reported by the belligerent PWIB to the ICRC who should be able to confirm location and state of health to the BRC.

1308. It is likely that the detention of a UK Service person or attached civilian will have considerable media and ministerial interest. The responsibilities for briefing ministers and dealing with the media are laid down in Chapter 1. 

SECTION 6 - Enemy Prisoners of War (EPW)
 

1309. To follow. 

13010. Aeromedical Evacuation. To follow.  

13011. Contact with EPW NOK.  To follow. 

SECTION 7 - Contact Telephone Numbers

13012. Contact details are:
ahu. SP Pol (Ops): Level 7, Zone M, MOD Main Building, Whitehall, London, SW1A 2HB.  
ahv. BRC.  To follow
ahw. ICRC Central Tracing Agency.  19, Avenue de la Paix, 1202, Geneva, Switzerland.  

13013. Summary.   A diagram summarising the reporting relationships for PW and EPW will be attached at Annex A.

Annex:
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PW & EPW REPORTING MATRIX

















CHAPTER 15 -  BOARDS OF INQUIRY AND INQUESTS

SECTION 1 - Outline

1401. This Chapter covers the release to Next of Kin (NOK) the findings of Boards of Inquiry (BOIs) and similar investigations into the deaths of Service personnel and the allowances available to support family members who attend inquests into the deaths of Service personnel.  It does not deal with the investigation procedures themselves. 

SECTION 2 - Boards of Inquiry (BOIs)

1402. General Policy.  It is MoD policy to hold a BOI or Unit Inquiry into unnatural deaths or accidents that cause serious injury or death.  This includes those occurring on operations unless judged by a higher authority to be unnecessary, such as for a combat death resulting from direct enemy action.  A BOI might also be deemed unnecessary when the facts of the incident were perfectly clear and no useful purpose would be served, such as a straightforward road traffic accident. 

1403. Disclosure Policy.  The definitive MoD policy document that covers disclosures is JSP 400, Chapter 7.  This paragraph should be read in conjunction with that JSP. 
ahx. As soon as it is decided to hold a Service investigation into a death, the NOK are to be informed by the Visiting Officer (VO) that an Inquiry has been convened.  The VO is to make no promises over the duration of the investigation but should inform the NOK they may have sight of the completed report if they request it. The NOK are to be briefed that the BOI is an internal investigation that apportions no blame and does not follow recognised judicial procedures.  Its purpose is to ascertain the facts and to make recommendations aimed at preventing a recurrence of the circumstances leading to the death or serious injury.  Interim information that would not compromise the inquiry may also be released to NOK.
ahy. Normally all communications with NOK on BOI will be routed through the VO.  However, in certain circumstances a specialist briefing officer, with knowledge of the issues being considered, will explain the findings to the NOK. (For instance an officer from the RAF Flight Safety Branch is responsible for briefing the NOK following aircraft accidents).
ahz. Current policy
 is to release the full BOI Report to NOK, including any annexed material less material classified restricted or above and personal information relating to third parties.   Graphic or harsh details of personal injury should also be ‘sanitised’ to protect NOK sensitivities.  With the NOK agreement, this material may be withheld from them; otherwise the sensitive material should be passed to the NOK in a sealed envelope under cover of a letter detailing the contents.
aia. BOIs remain privileged documents and there is usually no formal public release, but it is accepted that there is an inherent risk that families may decide to release the document into the public domain.  Single Service Secretariats and Defence Press office staff, therefore, needs to be informed of their impending release and provided with appropriate information to prepare briefing material. It is MoD policy to provide declassified copies of BOI reports to HM Coroners to assist them in the preparation for inquests, but not to be brought into evidence, by helping them identify which witnesses to call and to give a better understanding of technical aspects of an incident. 
aib. The preferred method of release of a BOI to the NOK is via a pre-arranged visit, to the NOK home address.  Where more than one family is involved the Services should take action to co-ordinate the release.

1404. Responsibilities.
aic. Single Services.  The Single Services are responsible for all aspects of conducting BOIs including briefing ministers.  They are also responsible for keeping the NOK informed of progress through the VO/Briefing Officer.  Following discussion with the VO, Single Services are to declassify and sanitise the final report (unless requested not to) and arrange for the final version to be given to the NOK.  The Single Services will also be responsible for staffing responses to any questions received from the NOK following release, consulting Service Legal and other staffs as appropriate.
aid. JCCC.  Defence Inquest Unit (DIU) is to monitor the release of information to the NOK and, where 2 or more Service’s casualties are involved, provide a link between the Service holding the BOI and the VOs from the other Services.  JCCC staff will also arrange the release of the completed BOI to the Coroner (Procurator Fiscal) and ensure appropriate authorities and individuals are aware of the Inquest arrangements. 

SECTION 3 - Inquests

1405. A Coroner (or procurator fiscal in Scotland) will normally hold an inquest into the unnatural death of any Service person in the UK.  The Coroner may also hold an inquest into the death of a Service person who died overseas whose body has been repatriated to the UK (as described in Chapter 9).   For uncontentious deaths, the Inquest is likely to be held and completed in the days immediately after a death.  However, in complex or unusual cases, the Coroner usually opens and adjourns the Inquest as soon as they have satisfied themselves as to the identity of the deceased. This allows the body to be released for disposal to the NOK.  The Inquest is then reconvened at a later date to consider the cause and circumstances of death. It is MoD policy to provide travel and subsistence for the NOK to attend the inquest, irrespective of when the hearing is held.  Travel and subsistence to support the family attendance at an inquest into the death of a Service individual is normally payable only if the inquest is into a death that has been attributed to Service; see JSP 752 Chapter 04.1165.  MoD will not, however, meet any legal costs incurred by the family. 

1406. On occasions a Coroner may hold a Pre-Inquest hearing in advance of the reconvened Inquest to establish the framework of the full Inquest; clarify potentially sensitive evidence in-Camera; clarify the final witness list and hear submissions from interested parties.  Coroners are generally responsible for informing the NOK and family members of the timing of both an Inquest and Pre-Inquest hearing.  Approval of entitlement and eligibility for allowances to attend Pre-Inquest Hearings is to be sought through DIU to MoD (SP Pol Allowances 1) for consideration before and travel and subsistence is authorised.  (See paragraph 1410 for entitlement and eligibility for allowances to attend an inquest). 

1407. When an Inquest is convened, the Coroner is the responsible authority for requesting the attendance of witnesses.  The Coroner may liaise with the DIU to ensure that appropriate Service personnel are notified that they are required as witnesses (but note paragraph 1409 below), and that the NOK are informed of the location, date and time of the hearing. 

1408. The Commanding Officer of the deceased’s unit is responsible for ensuring that an officer acquainted with the case attends the Inquest as an observer and is to task them to provide a report on the proceedings, including details of verdict and whether NOK attended. This role should not be confused with that of the VO who is there to support the family.  This information is to be passed by telephone to the Defence Inquest Unit (DIU) as soon as possible after the completion of proceedings and confirmed in a brief written report within 3 days of the event.   

1409. The JCCC is responsible for disseminating the result of the Inquest, including the Coroners verdict and any comments made, to the appropriate single Service authority, including the Secretariat and Press Office (if verdict contentious) and DASA Health Stats.  The single Services will be responsible for any further upward briefing of the Chain of Command or Ministers.  The Army Inquiries & Aftercare Support Cell is responsible, in conjunction with the NA and DIU for the co-ordination and facilitation of all coroner’s inquiries in respect of Army cases.
14010. However, when MOD is legally represented at an inquest. DGLS-Sec 1 is the authority that authorises MoD representation and instructs Treasury Solicitor and Counsel on the MoD’s position and acts as the MoD’s point of contact in all matters relating to the inquest for the Coroner, and between Treasury Solicitor and the Services.

14011. Entitlement and Eligibility for Allowances to Attend Inquests. 
aie. Travel and subsistence to support the family attendance at an inquest into the death of a Service individual is normally payable only if the inquest is into a death that has been attributed to service.  Where, at the time of the inquest, it has not been determined if the death is attributable or not, if the NOK wish to attend the inquest the VO is to make a case for support to the family and forward it through DIU to MOD (SP Pol Allowances) for consideration before any travel and subsistence is authorised.

aif. Two members of a family group living in the UK may travel at public expense to attend an inquest held in the UK and any subsequent journeys if the inquest is reconvened.  Travel is to be by standard class air or rail.  Motor mileage may be reimbursed at the private car rate.  On an exceptional basis, the number in the family group may be increased subject to prior authority by MOD (SP Pol Allowances). 
aig. One return family journey is authorised either from overseas to an inquest in the UK or to an overseas location if the inquest is held abroad.  This includes travel from an overseas location to a different overseas location where the inquest is being held.  On an exceptional basis, the number in the family group may be increased from 2 subject to prior MOD (SP Pol Allowances 1) authority.  Rail and/or ferry/Eurostar travel is to be by standard class.  Where air travel is used the extant rules pertaining to classes of travel apply.

Subsistence allowances for each authorised family group member may be paid for each night he or she is required to stay in hotel accommodation for the duration of the inquest.  Should this exceed a cumulative total of 3 nights per family member, MOD (SP Pol Allowances) authority is to be sought for continued public funding.  Refundable expenditure is the actual
 cost incurred for overnight accommodation, breakfast, lunch and dinner.  There is no entitlement to claim Incidental Expenses (IE) and additional items such as telephone calls, extra food, alcohol, room service, laundry, film rental and newspapers are the responsibility of the individual family group members.

14012. Bookings & Payment.  
aih. Hotel accommodation is to be booked by the VO on behalf of the family group using the Central Hotel Booking Service (CHBS) for accommodation in both the UK and, where possible, abroad.  If the VO is attending the Inquest, he or she should settle the bill on behalf of the family.  Otherwise the family should settle the bill themselves.  The family should then seek reimbursement under arrangements made by the VO.
aii. Where possible, the VO should arrange for the issue of standard class rail warrants.  Where this is not possible authorised family group members may produce receipted bills for any rail, ferry or Eurostar bookings for repayment.  Air travel should be arranged by the VO or, if this is not possible, the authorised family group members should present receipted bills for reimbursement.

14013. Payment of Claims.  Claims are to be submitted for payment on Annex A, supported by receipted bills where appropriate. VOs are to give sufficient assistance and guidance to authorised family group members to ensure speedy refund of all authorised expenses.  The cost of claims resulting from attendance at inquests are to be met by TLBs under arrangements promulgated by the single Services.  Charges may not be attributable to the Treasury Reserve.

Annex:
CN. Claim Form For Authorised Family Group Member Allowances Related To Their Attendance At Inquests Into Deaths Attributable To Service.
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CHAPTER 14 of
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CLAIM FORM FOR AUTHORISED FAMILY GROUP MEMBER ALLOWANCES RELATED TO THEIR ATTENDANCE AT INQUESTS INTO DEATHS ATTRIBUTABLE TO SERVICE

SERVICE PERSON’S DETAILS

Number____________ Rank________ Name_____________ Unit___________                                                          

CLAIMANT’S DETAILS      

525. Title: __________ Initials & Name: _______________________________                                           

Relationship to Service Person: _________________________________                   

526. Title: __________ Initials & Name: _______________________________ 
Relationship to Service Person: _________________________________                 

TRAVEL DETAILS (No entitlement for elements covered by MOD transport or issued warrants) 

Method(s) of Travel:  _____________________________ (e.g. Own car, train, flight)

Travelling from: _________________________ To: _______________________                       
Returning from:  ________________________ To:  _______________________                       

MOD Warrants Issued:  YES/NO* Details of warrants: 

From: ___________________________ To:  ______________________ (Return)*    

To be completed by Admin staff

MMA @ PCR
 
Total Mileage: ________ x ________ (rate) = £_________
Passenger Allowance 
Total Mileage: ________ x ________ (rate) x _____ 
Passengers* = £________________

Total Mileage: _______ x ________ (rate) x _____ Passengers* = £_________
*Passenger details (Use appropriate numbers against claimants from above (1 or 2).

Actual Rail fares incurred for which no warrants issued (Provide receipts) 


= £____________

Other actual expenses incurred (e.g. Taxi Fares) (Provide receipts where possible):
____________________________________________      = £______________

TOTAL (A) = £ _____________

 

HOTEL AND SUBSISTENCE DETAILS (Receipted bills to be attached)

Date: _______ and time _______of arrival.  Date ______ and time ______ of departure.

Hotel used: _____________________________ (name, location) and
Tariff: ______________ (Bed, Breakfast and Dinner)  

Cost per night: _______________     CHBS Reference: ______________ (If appropriate)

To be completed by Admin staff

Accommodation Allowance (Actuals/NRSA Rate) 
__________ x ________ (days) x _________ (Indivs)

=  £_______________
Subsistence Allowances (Actuals/DRSA Rate) 
__________ x ________ (days) x _________  (Indivs)
=  £ ______________






TOTAL (B)
  
= £ _______________

MISCELLANEOUS EXPENDITURE

Any other refundable expenses – Details: ________________________________ 

TOTAL (C)

= £______________ 

TOTAL REFUND (A + B + C)
 =       £ ______________ (D)

PAYMENT DETAILS

* The claimant intends to collect this claim in cash at the local unit administrative office. 

* The claimant wishes payment to be forwarded by cheques as follows:

Account Title: _______________________ Address: _______________________ 

____________________________
To be completed by Admin staff

Total payment Amount ____________ (D from above) Payment Method:  Cash/Chq*  

Date Paid: ________________ Payment Made By: ___________________ (Rank/Name)

Cheque Number:   _______________ (when applicable)  

Signature of recipient: ____________________________ (Cash payments only)

Name of Recipient: ______________________________ (Title, Initial, Surname)

VISITING OFFICER CONTACT DETAILS

Number: ___________ Rank: ________ Surname: ________________________ 

Unit____________        Telephone ________                       Signature ______________

* Delete as applicable

CHAPTER 16 -  COMPASSIONATE LEAVE TRAVEL AT PUBLIC EXPENSE - SERVICE PERSONNEL AND THEIR SPOUSE/CIVIL PARTNERS

Please see also JSP 752 Chapter 4 para 04.0116 (Compassionate Leave and Travel)

SECTION 1 - Compassionate Leave

2001. Compassionate leave is defined as an authorised period of absence granted to enable personnel to attend a domestic crisis.  A period of compassionate leave does not count against an individual’s annual leave entitlement.  The authorisation and duration of compassionate leave rests with the individual’s CO, who may authorise up to 4 full weeks.  In considering applications CO’s should treat each case individually on its merits by examining an individual’s need to resolve a domestic crisis.   However, 2 full weeks will normally be sufficient in the first instance.  Only in exceptional circumstances and following a re-examination of the circumstances should compassionate leave exceed 4 full weeks.  Repeated periods of compassionate leave should rarely be authorised; Service personnel are expected to resolve their personal affairs within a reasonable timescale.  Recurring problems should more appropriately be dealt with by applying for some other form of resolution through Single Service channels.

2002. This Chapter will deal, for the most part, with the compassionate leave travel of Service personnel from overseas to the UK or their home unit abroad. For the purposes of this Chapter, the UK mainland does not include Northern Ireland (NI). Similarly, ships at sea, outside UK Territorial waters (12 mile from coast line), are to be considered as overseas, for the purposes of authorising travel at public expense.  Authority for compassionate leave travel within the UK rests with the Service person’s CO.  This authority should be used only when circumstances are particularly distressing and a genuine need for travel at public (rather than personal) expense is identified.  The categories and entitlements for travel at public expense are defined at Annex A.
aij. RN.  The RN has a central vote against which all inter-UK compassionate travel costs should be allocated.
aik. Army and RAF.  Compassionate travel costs from one UK address (normally the parent unit) to another within the UK are to be met from unit travel and subsistence allocations.  

2003. Gurkha soldiers whether serving in formed Gurkha units or as individuals within the wider Army, and stationed in UK, Brunei and overseas are recruited and attested in Nepal.  Thus, for the purposes of compassionate travel, Nepal is regarded as their home and travel at public expense is authorised.  Travel arrangements to and from Nepal are booked, as for all other compassionate travel, on authority from JCCC and through Move Ops in Andover.

2004. No hard and fast regulations can be laid down for the granting of compassionate leave; each case requires individual, objective and sensitive assessment.  The authority for travel at public expense on compassionate leave (other than inter-UK travel – see paragraph 2002) rests entirely with the Joint Casualty and Compassionate Centre (JCCC) and will normally only be considered in cases involving relatives of all Service personnel, and/or accompanying spouse/civil partners of personnel serving overseas and providing the case concerns certain ‘IN SCOPE’ relatives.  These relatives are as follows:

ail. Parents including step parents and parents in law.
aim. Spouse/civil partner (including former relationships, if their condition affects the welfare of any children from that relationship).
ain. Children including stepchildren of current marriage or ‘entitled’ partnership.
aio. Children outside marriage providing they are the child of the serving person (not children by another relationship) and where the serving person provides permanent financial support and/or the permanence of the relationship can be supported by the CO of a unit.
aip. Siblings/step siblings and in laws
aiq. Legal Guardians or Grandparents who have acted in loco parentis, which means the legal responsibility of a person to act in place of a Parent and assume parental rights and duties for a minor, and where this can be shown to have been in effect for a significant period of time.
2005. Specific cases where compassionate travel at public expense will always be authorised will include the following:

air. When the spouse/civil partner or child of a serving person is very seriously ill or has died.
ais. When a serving person’s presence is the only means of preventing the break up of his or her immediate family.  Under these circumstances, a great deal of care should be taken and specialist assistance in assessing the need should be sought. For example, there may well be cases where the break up of the family is inevitable, has been an issue for some considerable time, or where the return of the individual to the family home will not contribute to the resolution of the problem.
ait. Where the care of young ‘In Scope’ children can only be provided satisfactorily by the serving person’s presence.
aiu. When the death of an ‘In Scope’ relative is imminent.  In these cases, every endeavour is to be made to enable the serving person (and his family if appropriate) to arrive before the death.
aiv. When an ‘In Scope relative (other than those already covered at sub-para a) is very seriously ill, provided that the serving person will be of practical help and that there is no other appropriate relative who is available to help.
aiw. On the death of an ‘in Scope’ relative (other than those already covered by sub-para a).  In these circumstances, every endeavour is to be made to enable the serving person to arrive in time for the funeral.

2006. There will be other occasions where COs and personnel staffs believe that compassionate travel at public expense is justifiable.  As a general guideline, cases for authority to travel at public expense will always be considered, regardless of the circumstances, by the JCCC, but travel at public expense will be granted only when those circumstances are more than usually distressing.

2007. Compassionate travel at public expense will not be granted for the death or serious illness of relatives falling ‘Out of Scope’.  Out of scope relatives include Grandparents, Aunts and Uncles.
2008. Travel from overseas on compassionate leave at public expense is only to be authorised by the JCCC (Compassionate Cell).  Authority has been delegated in the past to specialist cells in overseas locations (e.g. Cyprus, NI, BFG).  Whilst the JCCC will continue to rely a great deal on these cells in the investigation and administration stages of any compassionate case, the ultimate authority for authorising travel will rest with the JCCC.  In exceptional cases only, COs of overseas units may categorise within the guidelines at Annex A, provided they have full and reliable information and the delay in seeking the endorsement of the JCCC may result in the individual missing transport that may return him to the UK (or his parent unit overseas) sooner than if full JCCC liaison had taken place.  In all such cases, the full circumstances are to be reported to the JCCC without delay; COs who exercise this option must be fully prepared to justify their decision.
2009. The JCCC will receive applications or referrals for compassionate travel at public expense from a wide variety of sources.  These could include: a deployed unit; the individual’s parent unit in the UK or overseas; single service welfare agencies; or relatives of the serving person. Having investigated the circumstances of the case, and called for specialist assistance from single Service authorities (unit welfare staffs, NPFS/RM Welfare, AWS etc) where appropriate, the JCCC will categorise the case in accordance with the guidance at Annex A.
20010. Arrangements for travel will normally be coordinated by the JCCC in liaison with the Compassionate Travel Cell at Andover and the individual’s administering unit in the UK.      

SECTION 2 - Compassionate Travel at Public Expense to the UK from Overseas 

20011. The following paragraphs detail the administrative action to be taken when urgent and exceptional circumstances connected with family affairs or health of relations necessitates the temporary return to the UK of Service personnel and/or their families, if applicable, serving overseas.  Similarly, these paragraphs detail the action to be taken to effect the return of a serving person on an operational deployment to his parent unit or family address in the UK or overseas.

20012. The circumstances will be investigated by the Compassionate Cell within JCCC and a categorisation for leave travel at public expense, if appropriate, will be awarded in accordance with current MoD policy.  It is emphasised that categorisation of cases is normally the prerogative of the JCCC. 

20013. Personnel proceeding abroad on detachment/posting are issued with a Compassionate Leave/Travel from Overseas Card by their parent unit. The card contains instructions and 24-hour telephone numbers for relatives and friends wishing to report a family bereavement or serious illness. All potential compassionate cases should be reported to the JCCC.

20014. The person making the application should give his or her full name, address and telephone number and as much information as possible including:

aix. The rank, name, number and trade of the individual concerned and the unit abroad in which he/she is serving, plus his/her normal parent unit if he/she is detached abroad.
aiy. If notifying the serious illness or death of a member of the family:
(1) The name and address of the sick or deceased relative and the relationship to the individual or spouse/civil partner. 
(2) The gravity of the illness and the expectation of life if appropriate.
(3) The name, address and telephone number of the doctor attending the case, or, if appropriate, the address and telephone number of the hospital in which the patient is receiving or received treatment. 
(4) Details of other relatives available. 

20015. In the event of units in the UK being advised of circumstances that may give rise to compassionate leave travel at public expense for personnel serving abroad, details are to be notified as quickly as possible, preferably by telephone, to the JCCC. 
20016. The decision regarding duration of compassionate leave remains the prerogative of the Commanding Officer of the overseas unit. Long periods of compassionate leave should only be granted only in exceptional cases; as a guideline, 10 working days should be sufficient initially.
20017. In cases where there is no entitlement to travel at public expense the CO may at his/her discretion authorise a period of annual or compassionate leave to enable the individual to visit the UK at his/her own expense. In this connection the individual's attention should be drawn to the current regulations concerning indulgence or concession fare paying flights (JSP 800). 

SECTION 3 - Action by Overseas Unit

20018. When the decision is taken to return an individual or his/her spouse/civil partner to the UK for compassionate reasons the overseas unit is to dispatch an immediate signal.  When whole families return to the UK, or when only the spouse/civil partner is travelling, the signal is to be suitably amended. The signal is to be sent whether the journey is at public or private expense or by indulgence passage.  The signal must also include, wherever possible, the individual’s contact leave address and point of contact details in the administering unit.  It is to be addressed as follows: 

aiz. For action (PRECEDENCE IMMEDIATE):
(1) JCCC Innsworth
(2) Comp Cell Andover
(3) RAF destination airfield in UK - for personnel travelling by Service aircraft.
(4) Administering Unit (whilst on leave)
aja. For information (PRECEDENCE PRIORITY):
(1) Any other addressees which the dispatching unit consider appropriate.  (Dispatching units may wish to consider the individual’s parent unit, PJHQ (J1), and Divisional or Group HQs for Army and RAF personnel). Command and NPFS/RM Welfare are to be mandatory addressees for all RN/RM personnel proceeding on compassionate leave.  Indeed, NPFS/RM Welfare are to be informed of all compassionate cases referred to the JCCC whether leave and travel is granted or not, so that they may offer other appropriate follow-on support.

SECTION 4 - Travel within the UK by Parents, Parent-in-Law or Relatives of the Same Generation in Lieu of Compassionate Leave Travel to the UK by Individual. 

20019. The JCCC may authorise travel within the UK at public expense by second class rail for a parent, parent-in-law or relative of the same generation to visit a spouse/entitled partner whose Service partner is serving overseas, or where a single serving parent is admitted to hospital in the UK and when he/she requires the support which the parent, parent-in-law or relative of the same generation can give.  Authorisation of such travel is subject to the following conditions:

ajb. The individual would otherwise have been granted compassionate leave travel to the UK under the terms of these regulations.

ajc. The individual is not serving on a trooping/charter route.
ajd. It is confirmed that the parent, parent-in-law or relative of the same generation would be able to remain with the spouse/civil partner for as long as he/she requires assistance.
aje. Assistance to the parent, parent-in-law or relative of the same generation will be limited strictly to a second class return rail warrant from his/her home to the spouse/civil partner’s home, except that travel between NI and the mainland may be by civil air.  No other expenses or subsistence allowance will be payable. 

e.   The serving person is either Pstat Cat 1 or Pstat Cat 2 see JSP 752 Chapter 1 section 4 for 
SECTION 5 - Documentation and Briefing of Personnel before Departure

20020. It is important that personnel who return to the UK for compassionate reasons are properly documented and briefed by the overseas unit before departure. It is vital that all personnel proceeding on compassionate leave are given, preferably in writing, their points of contact in the UK.   Particular attention is to be paid to the following:

ajf. Documentation.  A leave pass is to be completed for all Service personnel. All personnel are to be given a return railway warrant to their home address; or two single warrants if points of disembarkation and embarkation are different.
ajg. Subsistence.  Subsistence allowances are available for compassionate leave journeys which necessarily take more than 24 hours to complete.  See JSP 752 Para 03.0144. 
ajh. Pay.  An advance of pay, if appropriate, is to be made, and/or currency exchanged into sterling before departure (subject to any local instructions issued). The effect on Local Overseas Allowance of the classification of the flight should be accounted for. If the serving person’s family/spouse/civil partner is remaining overseas, the individual should be advised to satisfy himself/herself that he/she will be properly funded in his/her absence. The appropriate form showing the current UK drawing rate and the date to which he/she has been paid is to be issued.  He/she is to be advised that if, exceptionally, he/she requires an advance of pay and allowances whilst in the UK, he/she should contact his administering unit in the UK, or if this proves to be difficult, the JCCC.
aji. Arrival at Airfield in the United Kingdom.  If compassionate leave is authorised under Category A of Annex A, onward travel arrangements to final destination will be made by Compassionate Travel Cell Andover.  Personnel who experience difficulty on arrival in the UK should contact their administering unit in the UK or the JCCC.
ajj. Return Passages.  The Compassionate Travel Cell Andover will note the individual's leave dates and treat the day following the last day of leave as the ‘ready to move’ date.  Should the circumstances dictate an extension of the leave, The Administering Unit will advise the overseas unit of the details by signal, and include JCCC and Compassionate Travel Cell Andover as information addressee, for a new ‘ready to move’ date to be established.  The individual’s CO will then make a further decision as the ‘authorising authority.  The individual’s administering unit, in liaison with the Compassionate Travel Cell Andover, will be responsible for advising the individual at his/her leave address and issue any necessary warrants for travel.  When the Compassionate Cell Andover is able to allocate an air passage, the flight details will be notified direct to the individual.  Indulgence applicants should not contact Compassionate Travel Cell Andover or JCCC regarding return indulgence passages. All inquiries regarding such passages are to be made to DPRC London. 
ajk. Request for Extension of Compassionate Leave.   If an individual considers that his/her circumstances justify remaining in the UK beyond his/her leave expiry date he/she is to contact his/her administering unit in the UK who will liaise with the JCCC if necessary.  Applications are, wherever possible, to be made before the initial period of compassionate leave expires.
SECTION 6 - Extended Compassionate Action
20021. If it appears likely that a case may develop from one involving compassionate leave to an application for compassionate posting/draft/appointment, or even for compassionate discharge, the individual’s parent unit is to take action in accordance with Single Service guidelines.  

20022. When the spouse/civil partner of an individual is repatriated on medical or administrative grounds, and the individual is granted compassionate leave so that he/she may accompany his/her family, the dispatching unit is to inform the JCCC and the individual’s parent unit (if applicable) whether or not any further administrative action will be taken in respect of the serving person.  

SECTION 7 - Time Off for Dependants

20023. The Employment Relations Act 1999 gave effect in UK law to the right to unpaid time off for urgent family reasons as published in DCI JS 154/01 and its successors.  It is envisaged that these unpaid entitlements will only be used in circumstances where, in the opinion of the Commanding Officer, there are insufficient grounds to grant paid compassionate leave. 

20024. Time off for dependants is unpaid and, therefore, is non-reckonable service and does not count towards seniority for promotion, completion of a commission or engagement or pension entitlements.  Furthermore there is no statutory right to extend service by the amount of time taken off for dependants to ensure that an engagement is fully completed.  The Services will, however, normally offer to extend an engagement unless there are exceptional circumstances.   

20025. A dependant is the spouse, civil partner, partner, child or parent of the individual or someone who lives in the same household as the individual.  A dependant can also be someone who reasonably relies on an individual to make arrangements for the provision of care for assistance should they fall ill or are injured or assaulted.  For example, this could include an elderly aunt or grandparent.  It does not include tenants or boarders living in the family home, or someone who lives in the household as an employee, for example a live-in housekeeper.

SECTION 8 - Gurkha Compassionate Travel

20026. The JCCC is the focus for all Gurkha compassionate travel, and is the sole authority for compassionate leave travel at public expense, and DSCOM Duty Movement Staff will be the sole booking authority as notified by JCCC.  This policy is based on the central principles that BG Nepal (BGN)/BG Kathmandu (BGK) have delegated authority for checking the veracity of requests for Gurkha soldiers to travel home to Nepal, and that the soldier’s CO retains the authority to approve and grant leave.

SECTION 9 - Compassionate Travel – MoD Civil Servants and Contractors

20027. The JCCC may, from time to time, be asked to assist in the return to the UK on compassionate grounds of MoD Civil Servants and contractors (CONDO, EFI/NAAFI, WRVS etc) who are working alongside UK Forces overseas:

ajl. MoD Civil Servants.  In accordance with the Statement of Civilian Personnel Policy – Healthcare ~Welfare and Compassionate Travel while Overseas, authorisation for civilians to travel at public expense on compassionate grounds is the responsibility of line management and/or nominated Command staff in the overseas location.  Associated travel arrangements for civilians and their dependants are made by line management and/or nominated Command staff through Defence Supply Chain Operations and Movements (DSCOM).  The People Pay and Pensions Agency Occupational Welfare Service (PPPA OWS) Helpline, based in Bath, much be informed of all requests for compassionate travel involving civilian staff.  All calls received by the JCCC in respect of MOD civil servants should be referred to:

(1) Working Hours – 93345 7047/0800 345 7074, (UK callers) or 9355 82424/00441225882424 (Overseas Callers).

(2) Silent hours – 0207 2186002 (MOD Resident Clerk who will contact the OWS Duty Officer)

ajm. The People Pay and Pensions Agency Occupational Welfare Service (PPPA OWS) Helpline, based in Bath, handles all compassionate matters involving civilian staff.  All calls received by the JCCC in respect of MoD civil servants should be referred to:
(1) Working Hours – 93345 7047/0800 345 7047, (UK Callers) or 9355 82424/00441225 882424 (Overseas Callers)
(2) Silent Hours – 0207 2186002.
ajn. For Teachers in SCEA Military Schools.  SCEA Compassionate Cell is based in Wegberg, Germany and is contactable on 0049 2160 908 2382 or by Mobile No – 0172 2015543.
ajo. Contractors.  The return to the UK on compassionate grounds of contractors is primarily the responsibility of the employer.  There will be occasions, however, when Service assistance may be requested to affect a rapid return from, say, an operational theatre.  JCCC staff should afford any support they are able to provide, if applicable, claims for repayment of the cost of travel will be made retrospectively and in accordance with extant Service Level Agreements.
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COMPASSIONATE LEAVE SCHEME
CRITERIA FOR CATEGORISATION FOR TRAVEL AT PUBLIC EXPENSE 
	
	Class A
	Class B
	Class C (Unclassified)

	Category
	An extremely compassionate case justifying travel at public expense by the fastest possible means.
	A compassionate case for justifying travel at public expense to reach the intended destination by a specified date.
	A weak case, travel at public expense not justified (indulgence).

	1.  Illness of spouse/civil partner
	(i)
	Spouse/civil partner is very seriously ill.
	(i)
	Spouse/civil partner is seriously ill.
	(i)
	Illness is not serious.

	
	(ii)
	Spouse/civil partner has become mentally unstable.
	(ii)
	Spouse/civil partner is ill and individual's presence is necessary to care for child or children under 16.
	(ii)
	Illness is chronic but spouse/civil partner was in that condition when serving person went abroad.

	
	(iii)
	Spouse/civil partner is seriously ill and child or children under 16 need care.
	
	
	
	

	2.  Confinement of spouse/civil partner
	Medical authorities anticipate complications when confinement due, which imminently endangers life of mother or child.
	Medical authorities anticipate complications when confinement due, which endangers life of mother or child.
	

	3.  Death of spouse/civil partner
	Death of spouse/civil partner.
	
	

	4a.  Illness of child 
	Child is very seriously ill.
	Child is seriously ill.
	(i)
	The illness is likely to be permanent or of long duration.

	
	
	
	(ii)
	Recurrent illness among weakly children or normal childhood complaints.

	4b.  Illness of child of a single parent Where support of a spouse, civil partner or other parent is not available
	Where child is VSI a close relative is entitled to travel to assist the parent
	Where child is SI a close relative is entitled to travel to assist the parent
	N/A

	5.  Death of child
	Death of child.  
	Death of child during pregnancy (post 24 weeks).  Also see Note 3.
	

	6,  Illness of Spouse/Civil /Partner or a Single Parent

Where support of a spouse, civil  partner or other parent is not available
	Where the person is either VSI or SI a close family member is entitled to travel to assist with the care of dependant children.
	Where the person is ill or admitted to hospital and requires support to care for dependant children.
	 

	7.  Illness of parent/parent in law  or other person in loco parentis
	Either parent is very VSI.
	Either parent is SI.
	Either parent is ill but not VSI or SI. 

	8.  Death of parent/parent in law or other person in loco parentis
	(i)
	The bereaved parent is destitute or aged and infirm, or prostrate with grief and no other suitable relative is available to render assistance.
	All other cases even where other relatives are available; however, should Class B travel not permit the individual to reach his or her destination in time for the funeral then the case is to be given Class A.
	Not applicable in cases of death of parents.

	
	(ii)
	No other suitable relative is available to make funeral arrangements.
	
	

	
	(iii)
	Travel under Class B would not permit the individual to reach his or her destination in time for the funeral.
	
	

	9.  Death or imminent death (VSI) of siblings, including stepsiblings.  Also applies to siblings and stepsiblings in law.
	Imminent death (VSI) of sibling, including stepsibling.
	Death of sibling or stepsibling.  Family travel includes the serviceperson, spouse/civil partner and any other dependant children aged 16 years and under, who are resident in theatre.  However, shall Class B travel not permit the family to reach their destination in time for the funeral then the case is to be given Class A.
	Sibling or stepsibling seriously ill.

	10.  Domestic Hardships.
	Serious criminal charges against spouse/civil partner and any case where child protection issues have been formally raised by social services or the statutory authority abroad.
	(i)
	The individual's presence is necessary to assist the spouse/civil partner in caring for the child/ children.
	(i)
	Childless couple desire children and wife is approaching the age when childbearing is likely to be difficult.

	
	
	(ii)
	Spouse/civil partner has been morally unstable and/or neglects children.
	
	

	
	
	(iii)
	Relations between the couple have deteriorated to such an extent that the presence of the spouse/civil partner is essential if there is to be any hope of saving the marriage.  (See para 2004 b).
	
	

	11. Circumstances that are more than usually distressing
	Commanding Officers consider that compassionate travel at public expense is justifiable (close liaison with the Welfare Worker/JCCC is required).


Definition of Terms for casualties:
See Chapter 2 paragraph 0204

Notes:

527. Children Accompanying Parents.  Children aged 16 years and under may accompany parents when they return to the UK on Compassionate Leave when there is no one in theatre to care for them (e.g. the Service person is absent on exercise or an operational tour). 

528. In the event of miscarriage prior to 24 week gestation each case will be judged on its merits with consideration given to medical advice.

Appendix 1 Example of a Compassionate Signal
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EXAMPLE OF A COMPASSIONATE SIGNAL
Precedence – Action



IMMEDICATE

DTG:






081422Z JAN 06

From:
        





JCCC Innsworth
To:






42 Cdo RM

SIC:






ABA/WHE/WHI

COMPASSIONATE – STAFF IN CONFIDENCE

CP. Rank, Name, Service, number, Unit
CQ. Free Text to include Subject, Injury Status, Where, etc
CR. Travel at Public Expense Authorised/Not Authorised
CS. Categorisation
CT. Admin for Unit
CU. PC JCCC

CHAPTER 17 -  COMPASSIONATE LEAVE TRAVEL TO COUNTRIES OTHER THAN THE UK AT PUBLIC EXPENSE

Personnel Registered for DOMCOL

SECTION 1 - DOMCOL

2101. DOMCOL is a leave scheme for single or unaccompanied married personnel who previously lived abroad but came to the UK at their own expense with the specific intention of joining the UK Armed Forces or are Gurkhas serving with BG or are Nepalese citizens serving in the wider Army.  While they are single or married unaccompanied they can be returned to their country of origin for compassionate leave under the criteria detailed in Chapter 20 provided:

ajp. Verification of the circumstances of the case has been undertaken by the British Embassy/High Commission in the overseas country of origin.
ajq. The Service person must have been accepted onto the DOMCOL scheme before the circumstances of the compassionate case have come to the attention of the JCCC.  See single Service guidelines for registration regulations.

2102. Where the relative has changed his or her country of domicile after recruitment, travel may be authorised to the new country of domicile, but the cost of the return passage to public funds is not to exceed the cost of the return passage to the original country in which the individual was recruited.
Personnel Not Registered for DOMCOL

2103. The rules governing travel to countries other than the UK for personnel not registered for DOMCOL are shown below.

SECTION 2 - COMECT

Personnel Registered for COMECT

2104. An older scheme than DOMCOL, married and single Service personnel who were recruited overseas in a Commonwealth country and brought to the UK at public expense on enlistment may be returned at public expense to the country where they were recruited under the circumstances outlined below.  This travel, applicable where compassionate leave is granted, is called COMECT (Commonwealth Enlisted Compassionate Travel) and may only be granted by the JCCC.

Conditions

2105. To be eligible for consideration of COMECT the individual must first:
ajr. Have registered for COMECT under single Service arrangements.
ajs. Have been recruited in the country abroad specifically to join the Armed Forces in the UK and have been conveyed to the UK at public expense.

2106. If currently registered for DOMCOL leave anticipated DOMCOL leave travel is applicable, and COMECT is not applicable.

2107. In every case where COMECT is taken, one leave travel warrant is to be forfeited.

2108. The spouse/civil partner of an individual who is eligible for COMECT may also be eligible provided he/she was married to the Service person at the time of recruitment and was brought to the UK at public expense (ie the spouse/civil partner would be eligible for travel at public expense to the country in which the spouse/civil partner was recruited).  Some travel may be authorised for any children under two years of age who accompany the spouse/civil partner.

2109. The compassionate circumstances in which COMECT may be authorised are:

ajt. The very serious illness, imminent death or death of a spouse/civil partner, child, step-child, parent, step parent or the recorded next-of-kin.
aju. Where the presence of the individual concerned is essential for urgent reasons of an exceptional or personal nature.

21010. Where an individual’s recorded next of kin has changed his/her country of domicile, either permanently or temporarily, after the Service person was recruited, COMECT may be authorised to the new country of domicile.  However, in these circumstances the cost of the return passage which may be borne by public funds is not to exceed the cost of a return passage to the original country in which the individual was recruited and, before travel is officially arranged, the individual is required to pre-pay into public funds any costs which may be in excess of the return fare from the duty station to the original country of domicile.

SECTION 3 - Application

21011. Any individual whose application for registration has been accepted by the MOD may apply for travel under COMECT rules. Provided the circumstances stated fall within those given in para 6 above, and the CO is satisfied that it appears to be a genuine case, the following action is to be taken:

ajv. If serving in the UK (including N Ireland) details of the case are to be telephoned direct to the JCCC.
ajw. If serving outside the UK, the normal procedure for compassionate leave travel is to be followed and in every case the application is to be forwarded to the JCCC.

21012. After investigation and verification of the case the JCCC will inform the unit either by signal or telephone (followed by a signal) stating whether or not COMECT is granted. In addition the Comp Travel Cell Andover and overseas Command will be informed as appropriate. Where travel is approved, compassionate leave may be granted under the normal compassionate rules.

SECTION 4 - Visits to Relatives Resident in Countries Other than the UK Under Neither DOMCOL or COMECT Arrangements

21013. Where a Service person’s relatives or his or her spouse’s/civil partner’s relatives reside in countries other than the UK, compassionate leave travel is normally his or her own responsibility.  However, financial assistance may be given in cases where the action of posting an individual overseas has increased the distance between the individual’s relatives or those of his or her spouse/civil partner. The service person will be liable for any costs in excess of the cost of a return journey from the overseas posted location to the UK.  In all cases where official assistance is requested in arranging travel and bearing any part of the cost of the journey to countries other than the UK, Servicemen and women should not be allowed to arrange their own return journey but official arrangements should be made for both journeys so that even if the use of civil air travel is justified for the outward journey, full advantage is taken of any available air trooping service for the return journey.  
SECTION 5 - Compassionate Leave Travel to Visit Relatives Absent from the UK

21014. Where the ‘In Scope’ relative concerned in a compassionate leave case is normally resident in the UK, but is temporarily absent from home at the time of becoming the subject of compassionate leave, e.g. while on holiday abroad, the rules regarding visits to relatives resident in countries other than the UK will apply. Thus only expenses incurred in excess of a return civil air journey from the UK to the country concerned will be met from public funds.

SECTION 6 - Compassionate Leave travel for Personnel Absent from their Overseas Post on Leave

21015. Where a Service person is absent on leave from his overseas duty station when granted compassionate leave travel to the UK or elsewhere, assistance must be limited to the cost of travel from his normal place of duty overseas. If the Serviceman travels direct from his leave centre to the UK or other country concerned, he will be required to bear the full amount by which the cost of that journey exceeds the cost of travel by the air trooping service from his normal duty station overseas, if this method of travel would have been utilised had he been at his normal duty station. Where the duty station is not on or near an air trooping route, or civil air travel would, in any case, have been authorised, the excess cost should be calculated against travel by the most economical method.

CHAPTER 18 -  GRAVES & HISTORIC CASEWORK

SECTION 1 - Outline

3001. This Chapter sets out the policy for the maintenance of Service graves  in the UK and overseas.  It covers the responsibilities of the Joint Casualty & Compassionate Centre (JCCC) as well as those of the MoD Veterans Policy Unit and describes the role and responsibilities of the Commonwealth War Graves Commission (CWGC) and how they interact with the MoD.  A brief explanation is also provided of the Department’s responsibilities for dealing with remains of missing Service personnel discovered world-wide, including those from the two world wars and the licensing of aviation archaeology under the Protection of Military Remains Act 1986. 

SECTION 2 - World War Graves and Non-World War Graves

3002. Members of the Armed Forces who lost their lives fighting in, or as a result of, either of the two World Wars, between 4 August 1914 to 31 August 1921, and 3 September 1939 to 31 December 1947 are buried in official world war graves
.  The graves of Service personnel who lost their lives outside the above dates are categorised as non-world war graves
.  The definition of a non-world war grave also encompasses the graves of those Service dependants who died overseas, while accompanying Service personnel, and are buried in military cemeteries.

3003. Many Service casualties are buried in official Military cemeteries in both the United Kingdom and overseas.  The remainder are usually buried in individual graves or specific plots within civilian cemeteries and churchyards.

SECTION 3 - Policy for Maintenance of Service Graves

3004. The MoD’s commitment to the maintenance of Service graves is largely determined by the age of the grave.  As a result of this the Department’s policy can be broken down into four distinct periods:
ajx. Pre-World War 1.  Before the First World War, the burying of the deceased was traditionally a function of the Ship or Regiment to which they belonged and was often a relatively hurried and casual affair.  No formal assistance was offered by the then Admiralty or War Office, and today only a limited number of such graves are maintained at MoD’s expense.  These may be in a military cemetery funded by the MoD where all graves are maintained automatically and failure to do so would detract from the overall appearance of the cemetery.  Alternatively, they may be of particular historic significance or interest as determined by the MoD (for example Boer War graves in South Africa), when failure to contribute maintenance funding could result in grave sites being lost and criticism of the MoD for lack of care.  Any future cases are to be judged on their individual merits.
ajy. World War 1 and 2.  The CWGC was set up and is funded to provide permanent burials for those who lost their lives in both World Wars and to ensure the maintenance of all war graves in perpetuity.  All enquiries on such graves should be sent to:

Commonwealth War Graves Commission
2 Marlow Road
Maidenhead 
Berkshire 
SL6 7DX 
Tel: +44 (0) 1628 634221 
Fax: +44 (0) 1628 771208  

ajz. The Inter-War Years.  Between 1 Sep 1921 and 2 Sep 1939, dependent on the Service, some casualties were provided with an official headstone and, in some instances, they received a Service (as distinct from a private) funeral.  These graves are maintained at public expense.
aka. Post War.  Since 1 Jan 1948, it has been the MoD’s policy that the next of kin (NOK) of Service personnel, who have died in the Armed Forces, are offered the opportunity of a Service funeral and official headstone, to be maintained in perpetuity at public expense.  From 1967 the NOK of those who died whilst serving overseas were given the option of having the remains interred locally or repatriated to the UK for burial.  Before that Servicemen were buried locally or repatriated at private expense for a private funeral.

SECTION 4 - Non-World War Graves

3005. The JCCC maintains a database of all known non-world war grave locations including the casualty’s name, rank, unit, Service, Service number and grave details.

3006. The MoD will maintain in perpetuity the graves of all personnel who had a Service funeral and headstone.  Where the NOK elected to have a private funeral, or choose a non-MoD pattern headstone, the graves are maintained privately.  However, occasionally,  single Service Casualty Branches have assumed responsibility for the continuing care of certain privately maintained non-world war graves, when complaints have been received from the public or Church Authority that the graves were not being maintained to an appropriate standard.  This has been particularly so for some pre-First World War graves.   Consequently the MoD has accepted that there are now too many precedents simply to refuse maintenance on principle. 

3007. There are a large number of Service personnel whose last resting place is a ship or aircraft on the seabed or a crash site on land.  These sites are accorded protected status to ensure that the wreckage of the vessel or aircraft in which their remains lie will, as with officially designated war-graves remain undisturbed.  This protection,  which applies in the UK and UK waters only, arises from the provisions of the Protection of Military Remains Act 1986 (See paragraph 3021).  There is no grave maintenance liability for such graves, although wrecks on the seabed may be buoyed or marked in some way for other reasons.

SECTION 5 - Non-World War Graves in the United Kingdom

3008. Where possible, ongoing maintenance of graves and cemeteries within the United Kingdom is to be undertaken under the terms of the relevant Regional Prime or PFI Contract, or extant arrangements with individual Service units, as tasked by the  JCCC and funded by the single Services.  Where, for whatever reason, the continuing maintenance of individual non-world war graves can no longer be undertaken by the MOD, responsibility should, wherever possible, be passed to the CWGC and funded centrally by DG SP Pol.  Guidance on the maintenance of Graves is provided at Annex A

3009. All future cases suggesting that the Department should take over the maintenance of private graves suffering from neglect are to be brought to the attention of the JCCC, who in consultation with the Veterans Policy Unit, DG SP Pol, will judge the requests on their individual merits, liaising wherever appropriate with any surviving relatives of the deceased.  In cases where it is decided that graves should be maintained at public expense, the JCCC will liaise with the relevant budget holder who will fund the maintenance work.  If there is no appropriate budget holder SP Pol Vets are to contact the CWGC to confirm if there are any reciprocal maintenance agreements to which the graves could be added. 

SECTION 6 - Non-World War Graves Overseas

30010. Wherever possible, the regular maintenance of non-world war graves and cemeteries overseas is to be undertaken by local Service units and stations and who are funded for this task through their works budget. If the maintenance can no longer be undertaken by a local Service unit and the graves are located near a cemetery or other burial site maintained by the CWGC, the Commission are to be asked by the Veterans Policy Unit to assume responsibility for the future maintenance on a repayment basis.  

30011. In a small number of cases, the maintenance of non-world war graves is undertaken on MOD’s behalf by the local civil authorities or religious organisations.  This occurs, for example, in Union of Myanmar (Burma) where a number of non-world war graves are maintained by the local Catholic priests.  Advice on such local arrangements is co-ordinated by SP Pol Vets.

30012. When neither the CWGC nor local authorities are able to undertake the task, the management and financial responsibility for the maintenance of non-world war graves rests with the Veterans Policy Unit.  They are responsible for the identification and allocation of sufficient funds and resources for the maintenance of non-world war graves to be undertaken to a suitable standard.  This is not a world-wide commitment, but is limited to the countries where the MOD maintained a garrison, which has since been withdrawn.  The Veterans Policy Unit will arrange for a contract to be placed with a local specialist company to undertake maintenance on behalf of the MOD.  Whilst such contracts are usually managed on a day to day basis by the local British Embassy or High Commission, the actual cost of such maintenance continues to be met by the MOD.  The Veterans Policy Unit is responsible for answering all enquiries concerning the maintenance of non-world war graves within their control.  Specific grave location enquiries are, however, to be referred to the JCCC.

SECTION 7 - Newly Identified Non-World War Graves World-Wide
 

30013. Whilst every effort is made to maintain complete and accurate records of all known non-world war graves world-wide, previously unrecorded graves may occasionally be identified.  When such graves are discovered the case should be referred to the JCCC for judgement against the maintenance eligibility criteria for that area.  If it is determined that the grave is eligible for continuing maintenance at public expense, the JCCC is to arrange for the grave to be added to an existing maintenance agreement, subject to the availability of funding and resources.  A matrix showing the graves for which the MoD has a maintenance commitment is at Annex B.

SECTION 8 - The Role and Responsibilities of the CWGC

30014. Under the terms of its Royal Charter of Incorporation dated 21 May 1917 and Supplemental Charter dated 8 June 1964, the duties of the CWGC are to acquire and maintain land for the creation of cemeteries in countries where members of the Armed Forces lost their lives in the two World Wars; to mark and maintain their graves; to build and maintain memorials to those who have no known grave; and to maintain records and registers of the Commonwealth war dead.

30015. Whilst war graves are typically associated with official war cemeteries owned and maintained by the CWGC, war graves can also be located in Military cemeteries, as well as Military plots and individual graves in churchyards and public cemeteries.  All war graves are maintained by the CWGC and are finished to a uniform standard regardless of where they are located.

30016. Under the terms of its Royal Charter, the CWGC are responsible for establishing their own maintenance standards.  Where possible, they attempt to maintain all their cemeteries to the standard of a classic English garden with lawns and flower beds, unless they are prevented from achieving this aim due to local climatic conditions.  Members of the public often see the CWGC as a benchmark against which the maintenance of all Service graves are judged.

30017. The CWGC maintains a Secretariat support team within their Headquarters in Maidenhead.  This team is responsible for answering official action letters from members of the Public, Parliamentary Enquiries from MPs, Petitions to The Queen and other members of The Royal Family, and letters to The Prime Minister, concerning war graves and their maintenance.  Consequently, any such queries received by the MOD concerning war graves should be forwarded to the CWGC for reply.

SECTION 9 - Discovery of the Remains of Servicemen
30018. Whenever the remains of a UK serviceman (or woman) are discovered either on a battlefield, in an emergency burial site, aircraft wreckage or washed ashore, the JCCC and appropriate civil authorities (Police and Coroner) are to be informed without delay.  

akb. When the remains of UK Service personnel are discovered overseas, the Defence Section of the British Embassy / High Commission in the country concerned are to be informed of the find to ensure liaison with the appropriate host Government / local authorities.  The Defence / Military Representative will be responsible for informing the JCCC / CWGC of the find and arranging a suitable location to store the remains until the necessary funeral arrangements can be made.  Where available, local CWGC staff can be approached to offer assistance.
akc. The JCCC will be responsible for co-ordinating subsequent attempts to identify the remains before arranging reinterment at an appropriate location.  This includes British casualties arising from World Wars I and II as well as other conflicts such as Korea, Malaya, Aden etc. 

30019. Identities can only be given to a “historic” casualty where this can be determined beyond all reasonable doubt.  Unfortunately, given the length of time that will have elapsed since the death occurred, in many cases this will not prove possible and the remains will therefore be re-interred as an unknown soldier, sailor or airman. However, the overriding objective is to use any identity disc, personal possessions or papers found with the remains, medical or dental evidence, information from the burial site or any wreckage in which the body was found and official records to identify the casualty if at all possible.  The necessary research will be carried out by the JCCC, in conjunction with single Services, CWGC, and other expert bodies, liaising with the Coroner as necessary. If an identity can be established, the JCCC will then attempt to trace any surviving relatives to notify them of the discovery and ascertain their wishes for disposal of the remains.  

30020. The remains will receive a Service funeral, with full military honours, unless this is contrary to the wish of the NOK. The JCCC is responsible for liaising with the relevant Service authorities and, where appropriate, the CWGC and MA/DA at an Embassy overseas, over the arrangements.    If the remains were discovered overseas and arise from a conflict that took place prior to the policy of repatriation of bodies, such as World War I and II or the Korean War, there is no entitlement to repatriation at public expense.  The remains will therefore be interned in the nearest CWGC (if appropriate) or a suitable military/civil cemetery in the country concerned.  However, wherever possible, depending on local circumstances, arrangements will be made to enable up to two relatives of the deceased to attend the funeral or commemorative service overseas at public expense.  Service headstones will also be provided by the CWGC.  
SECTION 10 - Claims As To The Identity of Unknown Soldiers

30021. Where a casualty was buried as an unknown soldier, sailor or airman immediately after their death, following re-interment at the end of a conflict, or after the discovery of remains on a historic battlefield or crash site, the JCCC historic Casualty Casework Team will consider subsequent claims as the casualties identity, but will only authorise the CWGC to replace the headstone with a memorial bearing an individuals name where the claim can be validated beyond all reasonable doubt using official records.

30022. Given the passage of time since the end of World War 2, the number of fatalities in the major conflicts who still have no known grave and the efforts made to identify bodies in the immediate aftermath of such conflicts, claims as to the identity of unknown combatants are very difficult to substantiate.  The burden of proof therefore lies with the applicant, who is required to undertake their own research of information already in the public domain (eg: National Archives) prior to making a case to JCCC (Historic Casework) or the CWGC.  Copies of any relevant documentary evidence obtained from public or other sources, wither in the UK or from overseas should be included.  (English language translations should be provided of any documents in a foreign language). Neither the MoD nor CWGC will agree to the disturbance/exhumation of a grave to help establish the occupants’ identity.
SECTION 11 - Licensing of Aviation Archaeology

30023. Any individual or group wishing to excavate the site of a crashed military aircraft in the UK must approach the JCCC (SO3 Historic Casework) to obtain a licence for such work
.  Excavations that take place without a licence are liable to prosecution under the Protection of Military Remains Act 1986 (POMRA 86).  Licences will not be issued if it is considered likely human remains or significant ordnance will be found at the site.  The JCCC will provide further advice on how to obtain a licence on request.

30024. Notwithstanding the restrictions referred to above, should human remains be discovered during an excavation the licensee is to report the discovery to the JCCC and the appropriate civil authorities (see paragraph 3018) without delay and all excavation work is to stop pending advice from the MoD/JCCC.  No attempt must be made to inform the NOK or the media of the discovery by anyone other than the MoD.

30025. Excavation of aircraft crash sites outside the UK, or UK territorial waters are subject to laws of the country concerned.  As recovery action would have been undertaken at the time of the crash, MoD policy is to discourage the disturbance of crash sites of British and Commonwealth aircraft that may still contain the remains of the crew, other than where necessary in respect of: Government approved land reclamation or building work, on health and safety grounds, or where further investigation is appropriate following the accidental disturbance of remains during a legitimate activity such as farming or road construction.   

SECTION 12 - War Memorials

30026. It is a longstanding policy of successive Governments that the cost of erecting memorials and associated projects should not be met from public funds, but funded by private donation or public subscription.  The MoD receives many requests each year from individuals, ex Servicemen’s groups and charitable organisations seeking financial assistance and as the vast majority have worthy goals, it would be divisive and open the Department to criticism if it were to pick and choose which project to support.

30027. Responsibility for the maintenance of official war memorials within the UK rests with the local authority in whose area the memorial is located.  Overseas, the individual regiments or formations that originally sponsored the memorial, such as the 2nd Division who erected the World War II memorial at Kohima in India, usually fund any necessary maintenance.  For other memorials dating back to the First World War, where regiments have been disbanded or the Division commemorated no longer exists, the British Government has undertaken to fund their maintenance through the CWGC.  Whilst additional memorials may be added to the CWGC maintenance agreement, the approval of the Veterans Policy Unit has to be obtained in advance.

SECTION 13 - Armed Forces Memorial Database

30028. The JCCC maintains the Armed Forces Memorial Database that contains details of all deaths in Service since 1948.  The JCCC can use these records to answer queries on any Service death in that period.  Whilst the  database will also  be used by the trustees of the Armed Forces Memorial Project to determine the names of those to be commemorated on the Armed Forces Memorial at the National Memorial Arboretum in Staffordshire, the JCCC has no say over which casualties will be included on the memorial. 

SECTION 14 - Armed Forces Memorial

30029. Details of the criteria for the inclusion of names on the Armed Forces Memorial are provided on the Armed Forces Memorial website: www.forcesmemorial.org.uk.  Confirmation of whether a name will be included on the Memorial and the relevant single Service roll of honour, may be obtained (usually within a year of the death), by searching for the casualty’s name (or Service number) on the Roll of Honour Database on the Website.  The site also offers individuals the opportunity to print a certificate showing the information held.
30030. Any queries over omissions of individuals from the database/Memorial should be directed in the first instance to the Armed Forces Memorial Trust using the link on the website or by writing to: The Armed Forces Memorial Trust, First Floor, Zone A, St Georges Court, 2-12 Bloomsbury Way, London WC1A 2SH.

SECTION 15 - General Enquiries Referring to Historic Casualty Casework

30031. Any enquiries from service personnel, their relatives or members of the public over historic casualty occurrences are to be answered in accordance with departmental policy and relevant legislation such as the Data Protection and Freedom of Information Act.  Anyone receiving such correspondence, who is unable to answer the issues raised, is to acknowledge receipt and forward it to an appropriate authority.  Guidance on relevant contacts is provided at Annex C

Annexes:

CV. Guidance for Officers Inspecting Military Graves.
CW. Military Graves Maintenance Commitments.
CX. Organisations Involved in Historic Casualty Casework. 

ANNEX A to

CHAPTER 30 of

JSP 751
GUIDANCE FOR OFFICIALS INSPECTING MILITARY GRAVES

529. The graves to be inspected are, for the most part, those of personnel who have died since 1 January 1948. These are usually referred to as 'post-war' graves, and will normally have a headstone of Service pattern erected over them although there are some cases where NOK have preferred to erect a private headstone or kerb surround whilst wishing the Service to be responsible for the maintenance of the grave.
530. For those post-war graves over which a Service headstone is to be erected, interim maintenance, which consists of keeping the grave tidy, is arranged until the headstone is erected, usually about six months after interment. After erection of the headstone, the grave is levelled and either turfed or seeded with grass. Subsequent maintenance consists of keeping the grass cut and the grave area free from weeds and cleaning the headstone by scrubbing with a brush and plain water once a year, or more frequently if required. Additional maintenance guidance is contained in the relevant Defence Estate Organisation (Works) Technical Bulletin. Maintenance fees are paid from public funds through unit Property Managers. Because of public interest and the not infrequent complaints concerning grave maintenance standards, it is essential that JCCC Graves staff should be informed, by means of the annual / biannual inspection reports, that maintenance is being properly carried out.
531. Where the Service has accepted responsibility for the maintenance of a grave with a privately erected memorial, such responsibility will be on the general lines indicated in paragraph 2 but excludes maintenance of any kerb surround which may have been added.
532. Graves of personnel who lost their lives as a result of the two World Wars (4 August 1914 to 13 August 1921, and 3 September 1939 to 31 December 1947) are the responsibility of the Commonwealth War Graves Commission (CWGC). The Commission usually ensures that the graves in its care are maintained to a high standard. Should an inspecting officer notice a CWGC maintained grave in a neglected condition, the fact is to be reported to JCCC who, in turn, will notify the CWGC.
533. There are also a number of inter-war graves for which the Department has a maintenance liability. Normally, a single wooden cross marks inter-war graves and the criteria for considering whether such graves should be permanently marked with a Service pattern headstone are:

akd. Their close proximity to a plot of graves maintained by the CWGC; or
ake. Their close proximity to other Service post-war graves; or
akf. That by comparison with other Service and/or CWGC maintained    graves in the particular cemetery or churchyard, their appearance is such it could bring the good name of the Armed Forces into disrepute on the grounds of neglect.

534. It is emphasised that, when reporting on the poor state of an inter-war graves, the greatest care must be taken to ensure that the three criteria above are satisfied. No authority can be given for the permanent marking of an inter-war grave which is, for example, the only Service grave in a particular place of burial.

535. Finally, there is a limited number of post-war interments in CWGC plots in cemeteries or churchyards where the CWGC has war graves in its care. For these graves the Commission usually prefers to erect its own post-war pattern headstone and to maintain the grave for the MOD on an agency basis. These graves normally do not need to be inspected in view of the high standard of CWGC maintenance. 

ANNEX B to
CHAPTER 30 of
JSP 751
MILITARY GRAVES MAINTENANCE COMMITMENTS

	
	
	UK
	OVERSEAS

	Period
	Burial ground
	Service Person
	Dependant
	Service Person
	Dependant

	Post 1 Jan 1948
	Military Cemetery
	Yes
	Yes
	Yes
	Yes

	
	Military Plot
	Yes
	Yes 
	Yes
	Yes

	
	Civil or Private Cemetery
	Yes*
	No
	Yes*
	No

	
	Churchyard
	Yes*
	No
	Yes*
	No

	3 Sep 1939

to

31 Dec 1947
	Military Cemetery
	CWGC
	Yes
	CWGC
	Yes

	
	Military Plot
	
	Yes 
	
	Yes

	
	Civil or Private Cemetery
	
	No
	
	No

	
	Churchyard
	
	No
	
	No

	1 Sep 1921

to

3 Sep 1939
	Military Cemetery
	Yes
	Yes
	Yes
	Yes

	
	Military Plot
	Yes
	Yes
	Yes
	Yes

	
	Civil or Private Cemetery
	No** 


	No
	No**
	No

	
	Churchyard
	No**
	No
	No**
	No

	4 Aug 1914

to

1 Sep 1921
	Military Cemetery
	CWGC
	Yes
	CWGC
	Yes

	
	Military Plot
	
	Yes
	
	Yes

	
	Civil or Private Cemetery
	
	No
	
	No

	
	Churchyard
	
	No
	
	No

	Pre 4 Aug 1914
	Military Cemetery
	Yes
	Yes
	Yes
	Yes

	
	Military Plot
	Yes
	Yes
	Yes
	Yes

	
	Civil or Private Cemetery
	No**
	No
	No**
	No

	
	Churchyard
	No**
	No
	No**
	No


*   Provided individual had a Service rather than private funeral and a Service headstone.  Where the NOK receives a funeral grant, or chooses to erect a private headstone over a Service grave there is no maintenance liability. 
** Exceptionally JCCC may authorise maintaining a grave for which MoD has no maintenance liability where the good name of the Services could be brought into disrepute.  Broken/worn out headstones will not be replaced.

ANNEX C to
CHAPTER 30 of
JSP 751
ORGANISATIONS INVOLVED IN HISTORIC CASUALTY CASEWORK

The table below details the responsibilities of various organisations involved with / or from which information can be obtained on historic casualty casework or related topics  

	Organisation
	Responsibilities
	Contact Details

	National Archives (The Public Record Office)
	The National Archives was formed in April 2003 by bringing together the Public Record Office and the Historical Manuscripts Commission. It is responsible for looking after the records of central government and the courts of law, and making sure everyone can look at them. The collection is one of the largest in the world and spans an unbroken period from the 11th century to the present day. The National Archives has a huge collection of records dealing with Britain's military history.  They also produce information sheets on various subjects, e.g. "Operational Records of the Royal Air Force" "Navy, Royal Air Force and Merchant Navy Pension Records". These information sheets are free but can only be collected from the PRO itself; they do not send them by post to enquirers.
	Ruskin Avenue, 
Kew, 
Richmond, 
Surrey TW9 4DU. 

Telephone: 020-8876 3444. 
Fax: 020-8878 8905. 
Website: www.nationalarchives.gov.uk
Note: The Public Record Office is open to the public but they do not have the resources to carry out research for individuals. On request they will provide lists of researchers who may be able to help (fee charged).

	Commonwealth War Graves Commission

(CWGC)
	To mark and maintain the graves of the members of the forces of the Commonwealth who were killed in the two World Wars, to build memorials to those who have no known grave and to keep records and registers, including, a record of the Civilian War Dead.  The Commission provides an enquiry service to the public. 

The "Debt of Honour Register" is the Commission's database listing the 1.7 million men and women of the Commonwealth forces who died during the two world wars and the 23,000 cemeteries, memorials and other locations worldwide where they are commemorated. 
	Commonwealth War Graves Commission
2 Marlow Road
Maidenhead 
Berkshire 
SL6 7DX 
United Kingdom 
Tel: (0)1628 634221 
Fax: (0)1628 771208

www.cwgc.org/cwgcinternet/search
Email the Commission at casualty.enq@cwgc.org
.

	SPVA
	The SPVA provides a single point of contact within the Ministry of Defence for Veterans and their dependants seeking help, information and advice. They aim to answer your enquiry directly or put you in touch with an appropriate organisation who can help.


	SPVA

Norcross, 

Blackpool, 

FY5 3WP.

Free telephone helpline on 
0800 169 22 77

Email  help@veteransagency.gsi.gov.uk

	Joint Casualty and Compassionate Centre  (JCCC)
	Enquiries on casualty and compassionate casework / incidents in the armed forces (Excluding burial / grave enquiries for WW 1 & 11 (See CWGC) and information on RAF casualties occurrences more than 10 years ago (See AHB(RAF))

Licensing of Aircraft Archaeology under Protection of Military Remains Act 1986, 

Enquiries on Service non- war graves.  

- Reinturnment of WW1 & WW2 casualties.

[Note: Casualty enquiries / information about casualties is deemed to be personal information under the Data Protection Act 98 and only enquiries in writing, from or on behalf of casualty themselves, or their next of kin, can normally be considered]
	Service Personnel & Veterans Agency

JCCC (Historic Casework)
Innsworth Station
Gloucester

GL3 1HW
Tel:  01452 712612 Ext 6303/7495
Fax: 510867

www.MoD.uk/DefenceInternet/About Defence/WhatWeDo/Personnel/SPVA/Jccc.htm
Email the JCCC at: 

Jccchistcasso3@spva.mod.uk
or

jcchcanddeso2@spva.mod.uk


	2SL Policy Secretariat Parliamentary & Heritage
	Responsible for the licensing of dives on wrecked military vessels, under the Protection of Military Remains Act 1986. Areas may be designated as Controlled Sites, where all diving is prohibited without a specific licence, or Protected Places; named wrecks where diving will be permitted but on a strict "look but do not touch" basis 
	2SL Pol Sec Parl & Heritage

Room 207
Victory Building
HMNB Portsmouth
PO1 3LS

Tel: 023 9272 0548

Email: 2slcsheritage1@a.dii.MoD.uk

	Navy Historic Branch
	The Naval Historic Branch seeks to maintain and preserve the historical memory of the RN.   Provides advice on RN /RM casualty incidents / history of ships companies/ units rather than individuals.
	Naval Historical Branch
Admiralty Library,
Naval Historical Branch (Naval Staff),
No 24 Store (pp 20),
Main Road,
HM Naval Base Portsmouth,

PO1 3LU.

Tel: 023 9272 4327

	Army Historical Branch
	Army Historical Branch seeks to maintain and preserve the corporate memory of the Army
	Army Historical Branch
Ministry of Defence
Main Building
Whitehall
London SW1A 2HB
United Kingdom
Tel: 0044 207 218 5463

	Air Historical Branch
	The Air Historical Branch (RAF) seeks to maintain and preserve the historical memory of the RAF and to develop and encourage an informed understanding of RAF and air power.  The Branch is not a public record depository, but maintains a substantial archive of policy and operational documents, which after 30 years are normally transferred to the Public Record Office. The Branch holds an index of RAF casualties from 1939 onwards (for all except the last 10 years), aircraft accident record cards dating from the inter-war years, and a photographic archive. 

[Note: Casualty enquiries / information about casualties is deemed to be personal information under the Data Protection Act 98 and only enquiries in writing, from or on behalf of casualty themselves, or their next of kin, can normally be considered]
	Air Historical Branch (RAF) 
Building 824
RAF Northolt

West End Road,

Ruislip

Middlesex

HA4 6NG

Tel: 020 8845 2300 


	SPVA
	The SPVA provides a single point of contact within the Ministry of Defence for Veterans and their dependants seeking help, information and advice. They aim to answer your enquiry directly or put you in touch with an appropriate organisation who can help.


	SPVA
Norcross, 

Blackpool, 

FY5 3WP.

Free telephone helpline on 
0800 169 22 77

Email  help@veteransagency.gsi.gov.uk
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2. Tick Box 











I certify that I have examined all personal property of this casualty. The items listed on the attached sheet have been placed under supervision of an officer.





All Public property has been withdrawn and Service property returned.  





The sum of: £………………. Belonging to the casualty has been paid to


Tick box


The Field Cashier  -------------





Unit Imprest Account  --------





UIN No……………………….





Distribution of this Proforma





COPY





1. Included in package of personal effects.





2. Sent to the Visiting Officer under separate cover.





3.  To JCCC Deceased Estates


          SPVA, Innsworth Station, Gloucester


          GL3 1HW


          





4.  Retained by Unit for reference, to trace any items lost in transit.  Must list all detail such as recorded package number, APO number package number (1 of 1 for example).





5.  Customs purposes if required.


























Signature ……………………………


Print Name ………………………….


Printed Name ………………………….





Unit:





Date:





Packed By ………………………………………………………………………………………………………………





Under Supervision of the President of the Committee of Adjustment





Name ……………………………….. Rank ……………………………





Printed Name. ……………………………………………………………





International Committee of the Red Cross (ICRC) Central Tracing Agency





PWIB Returns/liaison





CIB Returns/liaison





HOME OFFICE


Civilian Information Bureau





MOD SP POL Prisoner of War Information Bureau (PWIB)





British Red Cross (BRC)





Friendly PW and Casualty 


Enquiries





Chain of Command Issues





EPW


Returns





EPW


Returns





JPAC





JCCC





PJHQ





Theatre Formations





Theatre Formations





NOTICAS





PW








PW











� Used in NOTICAS only and not an official abbreviation recognised in JWPO-01 1


� This is determined in the following order: 1. Surviving spouse (even if separated), 2. Issue ad infinitum – children, grandchildren, great grandchildren,  3. Parents,  4. Brothers and Sisters of whole blood,  5. Issue of brothers and sisters of whole blood,  6. Brothers and sisters of half blood,  7. Issue of brothers and sisters of half blood,  8. Grandparents,  9. Uncles and Aunts of whole blood, 10. Issue of uncles and aunts of whole blood, 11. Uncles and aunts of half blood, 12. Issue of uncles and aunts of half blood


� Includes RNR, RMR, TA, RAuxAF, Sponsored Reserves, individual Reservists


� Note in this context “Overseas” includes Northern Ireland


� Includes:  Royal Fleet Auxiliary (RFA), Meteorological Office, Hydrographic Service, Service Children’s Education (SCE), Defence Science Technology Laboratories (DSTL), Ministry of Defence Police (MDP), Defence Fire Service (DFS).


� CVWW includes Church Army, Salvation Army, Young Women’s Christian Agency (YWCA), Mission to Military Garrisons (MMG) and Church of England Soldiers’, Sailors’ and Airmen’s Clubs (CESSAC)


� Includes:  British Red Cross Society, The venerable Order of the Hospital of St John of Jerusalem, Soldiers and Airmen’s Scripture Readers Association, Malcolm Clubs, Royal Naval Lay Readers’ Society, British Sailors’ Society, Missions to Seamen.


� HQ DSF act as an NA for personnel under its operational command.


� These priorities are not to be used in NOTICAS signals


� In the context of casualty reporting, personnel who are categorised as ‘on operations’ are deemed to be engaged in the process of carry on combat,, including movement, supply, attack, defence and manoeuvres needed to gain the objectives of any battle or campaign.  Normally this would be characterised by the presence of belligerents, designation of an operational area, and the generation CDS’s Directive


� MoD retain the right to recover a body for the purpose of the crash investigation, even if this is against the wishes of the NOK.


� BA managed but facility available to most UK based carriers and those operating flights into UK.


� For aircraft accidents at sea the decision making process is defined in the policy statement.  If the decision to search for bodies/human remains is outwith that defined at paragraph 2, then the above decision-making process will apply


� However parents or legal guardians of casualties under the age of 18 will be informed and the NOK will be informed of all deaths.


� In some situations where a death occurs in UK the police may insist on informing the NOK and in such cases they have primacy.


� In exceptional circumstances such as where the EC is urgently needed at the bedside then VSI and SI may be notified by telephone.


� Not in Northern Ireland or Eire.


( Delete as applicable


( Delete as applicable


� Close family is defined as Spouse, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� Casualty reporting should continue (with updates being provided at least once per month) in those rare cases where a casualty listed VSI/SI is discharged to a private address until such time as an appropriate medical authority concludes their condition is such they can be classified as “Fit” or death occurs


� As footnote 2 above.


� Normally written by hand


� Normally written by hand


� Close family is defined as Spouse, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� Close family is defined as Spouse, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� For NOK/EC living in SFA in NI or overseas who wish to return to GB it may be necessary to appoint a local VO for a much shorter period and then handover to a different one in GB after the move has been completed.  


� RN & RM - FLEET HQ NLM NCB HM Naval Base Portsmouth. Army - AGHQ DPS(A) PS4(A) Army Inquiries & Aftercare Support Cell Trenchard Lines Upavon Wiltshire. RAF - Air Personnel Policy & Community Support Unit High Wycombe Bucks.


� RN & RM - FLEET HQ NLM NCB HM Naval Base Portsmouth. Army - AGHQ DPS(A) PS4(A) Army Inquiries & Aftercare Support Cell Trenchard Lines Upavon Wiltshire. RAF - Air Personnel Policy & Community Support Unit High Wycombe Bucks.


� Contact the local Service education resettlement centre for details and advise.


� Medals already in the possession of NOK / other relative do not have to be returned.


� The lead Authority in respect of the Army is the Army Inquiries & Aftercare Support Cell. It is the focal point for difficult or complex family questions or issues arising in the medium to long term and for VO's and Army NA's to maintain contact with throughout the course of the case.





� F & C personnel are individuals who were born and brought up in a foreign country but who subsequently travelled to the UK, at their own expense, to enlist in the British Armed Forces.  The same entitlements will also apply to Gurkha Service personnel and their families.


� Including Northern Ireland


� Dependants include domestic servants and nursemaids, provided they were able to move at public expense and stillborn infants carried in utero for 24 weeks or more.





� Currently Kenyon Christopher Henley.


� Currently Germany, Cyprus, Gibraltar, USA (Dulles AFB, Washington DC and Travis AB), Canada, Kenya, Falklands Islands, Afghanistan, Iraq and Bosnia.


� This will normally be done by the MoD contractor except in some operational situations.


� When embalming is required JCCC is to inform the relevant Coroner who may require a post mortem to be carried out prior to embalming.


� Notwithstanding potential legal implications a universally agreed definition of ‘body part’ is yet to be found.  For the purposes of this JSP body parts are defined as ‘those non-regenerative parts detached at the point of death’.


� Unless the NOK have chosen a funeral overseas or decided to make other arrangements.


� In Scotland the Procurator fiscal may decide to hold a Fatal Accident Inquiry but unlike an Inquest it is discretionary not mandatory.


� Currently for operations a Service pathologist will not be deployed to conduct post-mortems.


� F&C Service personnel are individuals who were born and brought up in a foreign country but who subsequently travelled to the UK at their own expense, to enlist in the British Armed Forces.  The same entitlements will also apply to Gurkha Service personnel and their families.


� Where the spouse is accompanying the deceased Service person at an assignment station overseas and other close family are in the CoO, journeys from both the assignment station and the CoO will be allowed within the total of 5 close family members who may travel.


� A qualified informant for deaths in UK is someone who was present at the death, is causing the body to be buried or cremated or exceptionally a person who was responsible for the administration of the establishment where the death took place.


� Notifiable in this instance is someone listed at Annex B to Chapter 1.


� See Annex A.


� The definition of a qualified informant for overseas deaths is set out at paragraph 3 of the Instructions in Form ORS 3 attached at Enclosure 1.


� A qualified informant is someone who was present at the death or has seen the body or is causing it to be buried or cremated.


� F & C personnel are individuals who were born and brought up in a foreign country but who subsequently travelled to the UK, at their own expense, to enlist in the British Armed Forces.  The same entitlements will also apply to Gurkha Service personnel and their families


� Directed letter D/SP Pol All 300/11 and 70 (Extended Allowance Entitlements Following the Death of British and Foreign and Commonwealth Service Personnel or their Accompanying Dependants)


� Close family is defined as Spouse, Civil Partner, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� The rates are reviewed annually and published by SP Pol Allowances in their Annual Allowances Directed Letter.


� As 55 above.


� The rates are reviewed annually and published by SP Pol Allowances in their Annual Allowances Directed Letter.


� For those who die while serving in Holland or Belgium a funeral at public expense may take place at the military cemetery in Germany (Rheindahlen).


� Close family is defined as Spouse, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� Dependant in this instance includes domestic servants and nursemaids, provided they were able to travel at public expense.


� If overseas and the funeral costs exceed the higher rate of funeral grant a grant to cover the excess may be made.


� See UKSC(G) Standing Orders Part III, Chapter 3, Section 5.


� Charge B. The rates are reviewed annually and published by SP Pol Allowances in their Annual Allowances Directed Letter.


� Note.  Some crematoria do not allow Service Crests to be entered in their Book of Remembrance.  


� Close family is defined as Spouse, Civil Partner, Parent, Legal Guardian, Children, Grand Parents, Sibling including whole or half blood, Parent in Law, Emergency Contact.


� As determined by the JCCC in conjunction with the VO


� As determined when the JCCC was established


� Reproduced in the Manual of Military Law, Part 2, Chapter 7.


� For the purposes of this Chapter, the term PW or EPW encompasses detainees, internees and other persons who are afforded ‘protected’ status by the ICRC.


� The Geneva Conventions provide for a “Central Agency” that may be created in any neutral country.  In practice this becomes the Central Tracing Agency of the ICRC.  


� For a list of Notifiable Casualties see Annex A to Chapter 1.


� For Reporting Categories see Annex A to Chapter 2.


� For a list of NAs see Annex A to Chapter 4.


� For the purposes of this Chapter EPW encompasses detainees, internees and other persons who are afforded ‘protected’ status by the ICRC.


� This policy is under review to take account of recent legislative and policy changes.


� Where it is not possible to use CHBS for the hotel booking, refunds of subsistence allowance will be restricted to the full rates of Night Rates of Subsistence Allowance (NRSA).


� Often shortened to war graves


� Shortened to non war graves


� Applications to dive on, or otherwise disturb, wrecked military vessels in UK waters, or UK military vessels in foreign or international waters should be made to: 2SL Pol Sec Parliamentary & Heritage, Room 207, Victory Building, HMNB Portsmouth PO1 3LS
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