HOW DO I FILL OUT THAT FORM?
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FORM:    AMERICAN RED CROSS ARMED FORCES EMERGENCY SERVICES / FACE SHEET
Basic Formatting:
Please use black pens if possible and print IN CAPITAL LETTERS. The form can be downloaded from the Armed Forces section at http://redcross.tallytown.com/afesu.html It is written in Word2000. It will not reproduce well in versions older than 2000. Or the Armed Forces Emergency Services Office can give you a copy on a disk. Then you can use the template and type in your information.

Italic
Words in italic indicate the first use in the document of a word that is explained in the glossary.

LINE ONE:

	Date  & Time Open
	Date & Time Closed
	CAC Caseworker
	AFESC Operator
	Case #


Date and Time Open:
Note today’s date and the time the call came in, the time stated by the page. Please use military date format and 24 hour time. 





Example: 27APR02 0300  or 27APR02 1700 (equates to 5pm)

Date and Time Closed:
Use the same format as above. This will be the last thing you will compete on the form. When you note in the case notes that you are closing the case, you just transfer the date and time to this box. This is the day and time that you close the case, perhaps send the message or finish your final follow up. Get that point of service off to the other chapter. Or finish transmitting the point of contact to another chapter.

CAC Caseworker
Your last name, or plural if you’re a team, eg., McKenzies 

AFESC Operator
When you call in your message. Place the first name of the person you are talking with here.

Case #
When the message is completed. Place the number here that the AFESC caseworker gives you.

LINE TWO

	Service member (Last, First, MI):
	Rank 
	SSN:
	Date of Birth:
	Branch of Service:


Service member 
The name as the service knows them. A middle initial is vital. If there is no 

(Last, First, MI)
middle initial then state NMI. Example: Doe, John NMI. Please print in CAPITAL BLOCK LETTERS.

Rank
His or her military ranking or the pay grade  Example: SGT or E5

SSN
Military member’s social security number. (The US Coast Guard now uses an Employee ID number similar to our American Red Cross (ARC) DSHR system; with AFES, however, we still need to ask the family member for the social security number.)

Date of Birth
Please ask for this even if you have the SSN. It is another way to confirm that we have the correct person and it is easy to transpose numbers. Just a double level of check. It is absolutely vital if you do NOT have an SSN.

Branch of Service
Please use initials: USA, USAF, USCG, USMC, USN; CIV, DoD, MEPS, MM, PHS


We do serve reservists and guardsmembers serving on 2-week annual training. The message is not sent thru AFESC. It is called directly to the unit. You should have schedule and contact numbers in your briefing sheets. We will fax a hard copy to the unit in our community in the morning immediately following the delivery of the message.

LINE THREE

	Military Address:
	Duty Phone, if known


Military Address
Ask family member what base and what unit on the base if they do not have a clear address. You can call 1-877-272-7238, Option 2, for locator service if you need it. If you do, be ready to give the operator your completed message.

Duty Phone, If Known
Ask the family member if they know a work number or have a number for the military members command? If they say that the member is aware and that his command is waiting for word, they very likely have a phone number. Providing this to AFESC will help them immensely.

LINE FOUR

	Type of emergency:
	What is requested: (e.g. Presence)
	Scvmbr aware?
	Request Chaplain?


Type of Emergency
SERIOUS ILLNESS, DEATH, H&W, BIRTH, ADMINISTRATIVE, FINANCIAL, LEGAL

What is Requested
NOTIFICATION, NOTIFICATION & PRESENCE, PRESENCE, AUTHORIZATION, CALL HOME, ETC. (if the svc member is aware it is only presence, (s)he has already been notified)

Svcmbr aware?
Does the service member already know of the situation? If No, ask the next question. If Yes, do not ask the next question.

Request chaplain?
Does the family wish a chaplain to be there when the service member is given the message? This may not always be possible on a ship, but there is someone there who can fill that role with compassion if requested.

LINE FIVE

	Person requesting service:
	Relationship:


Person Requesting 
Complete name. At the very least, first and last name

Service
Relationship
What is relationship of the requestor to the serviceman? If it is NOT an immediate family member, we need to question the depth of the relationship.

LINE SIX

	Address of Requestor:
	All Possible Contact Phone Numbers:
	County: (Important)


Address of Requestor
Please include a full address including zip code. This is the address to which we send a customer satisfaction survey about two months after a family member has requested service. Without the complete address, we cannot do this important part of our job. DO NOT place information here about a chapter or caseworker requesting a point of service or passing a point of contact. 

All Possible Contact
A service member may only have a small window of opportunity to use a 

Phone Numbers 
phone to call home. We need to ask for home, work, cell and other close relative phones so that when they call they make contact with a family member. List all at the end of your message and tell what kind of phone (work, home, cell) or who the phone belongs to (grandmother Lydia Jones).

County
Again, this is vital to our United Way reporting. We track the number of cases by county. If this is not filled in, we cannot keep appropriate records.

LINE SEVEN

	Affected Family Member:
	Relationship to Service Member:


Affected Family Member
If there is a birth, serious illness, or death, you will put the affected family members name here. Please give full name.

Relationship to Service
State relationship. For example: MOTHER, SISTER, SON, etc.

LINE EIGHT

	Non L.P., loco parentis or close relationship?
	How long/supporting details of close relationship:


Non LP, loco parentis or
If the relationship is NOT an immediate family member, fill in this 

close relationship 
information. Some commands cannot release a service member unless we can establish a loco parentis or close relationship. Loco parentis means that the individual raised the serviceman in lieu of biological parents—raised service member for at least 5 yrs while a child and paid all expenses. Technically, there should be a court order, or in the case of quickly deployed troops, a power of attorney. Close relationship means that the person and the service member are extremely close and their condition is of deep concern to each. We should use specific examples showing close relationship.

How long/supporting
Both relationships require that we use client’s language to describe the

details of close
relationship 
unique nature of that relationship so the command can take that into consideration in its decision making process.

IDENTITY OF VERIFIER

	PERSON PROVIDING VERIFICATION:

	Name:
	Position/Title
	Place  (Hosp/Funeral Home):
	Phone Number:

	
	
	
	

	If for MD, name of DR:
	
	


Person providing 
verification
Place the complete name, position or title, company or agency (including city, state), and phone number of the person providing verification confirmation. If calling into a hospital, ask the verifier what is the best number to reach them, should the command require more information. If a health professional is speaking on behalf of a doctor, list his or her name on the line below and the phone number if it is different from that of the verifier. By including the doctor’s phone, you also allow the military member or Command to contact the doctor direct.

OUT OF CHAPTER AREA INFO

	OUT OF CAC AREA:  check one:   (  VERIFICATION        (  POINT OF CONTACT

	Name of Chapter or AFESC:
	Phone Number:
	Caseworker:
	Date:

	
	
	
	



If you are dealing with out-of-area service check the circle that applies.

Verification
If a chapter or station from outside our chapter eight counties is requesting verification, they should automatically contact our personnel and request that we handle the verification and call them back with the information. Their chapter or station name, phone, name of caseworker, and date go here. As well, if you are requesting a verification from another chapter or station, you will fill in contact information in these boxes. Be sure to check the circle that says verification, so the supervisor or another caseworker will know.

Point of Contact
If someone from outside our eight counties calls for service in sending a message, take all their information just as if they were one of our clients. After the information is complete, you can inform the caller of the local number for them, if you know it. Explain that you are going to pass the information on. Our clients are usually dealing with a very stressful emergency. The American Red Cross does not want individuals to have to make more than one call unnecessarily when they are experiencing trauma. If we fail to be able to pass the information, it is then our responsibility to verify and pass the message to AFESC. Please, DO NOT leave messages on an answering machine. We pass confidential information directly. Ask that the caseworker call you back. Be sure to check the circle that says point of contact. This is also called point of service by AFES. Remember when YOU receive a case from AFES or another chapter, it is our responsibility to verify all the information. Talk directly with the requestor just as if you are returning the message for the first time. There may be an error in the information that was taken by the first caseworker to pass to you. Send a full message not just the information you verify (Connection #83).

DOCTORS INTERPRETITIVE STATEMENT BOX

	Serious Illness Verification

	Diagnosis:

	

	Current condition:

	

	Prognosis:

	

	Any procedure planned or recommended/When/Where:

	

	Life Expectancy (if applicable):

	

	Location of Patient, Room No: 
	Phone:

	
	

	Dr. Recommend Presence:
	How Long:

	           Y               N   
	


Doctors Interpretive 
Statement
When there is a serious illness, our goal is to provide the command with information about the nature and severity of the illness so they can make a decision about leave and the length of leave a service member may require. We are a planning tool as well as verification that an illness exists. So our goal is to provide information IN LAYMAN’S TERMS. 

It usually helps to explain to the medical staffer that the patient has a family member in the military and their command needs to make a decision and has essentially asked us to find out what they need to know so that military member can come home to be with them at this time. We want them to know it is a simple basic thing.

As the new legislation gets closer to applying penalties to providers who give information without written permission of a patient, we need to be mindful that providers are required to have a release from the patient or next of kin. We can ask them to advise their medical staff that we will be calling and that we have their permission to inquire. But in the long run, you might need to get a signed release from the patient before that information will be forthcoming. There is a form in the office that can be faxed. Or the doctor or hospital may want to use theirs. We can also fax a DIS form to the doctor’s office for them to complete. 


We are required to ask the patient (or the next of kin if patient cannot give permission) for permission to talk to their physician or medical staff. I don’t think that happens very much. Often it is not the patient that is asking for presence. Have you done that? It is possible the patient does not want presence.

Diagnosis
What is the problem about?

Current Condition
How is the patient doing right now? Stable, unstable?

Prognosis
What’s the future look like? Good, Poor, Grave? Often it is unknown until some test results are known or surgery is conducted. And we say in that case that is it pending.

Procedure
Where there are procedures planned we need to state what, when, where; so that the service member will be informed.

Life Expectancy
We do not want to alarm, but the command needs to know the urgency. Is this a life threatening situation?

Does doc recommend 
presence
Very important. What does the doctor think? Imperative that your message include this information. Again, how long lets the command know how to plan.

Patients location and 
phone
Let the service member know where their loved one is and how to reach them in the hospital.


Be sure to include the expected length of stay if known. 


Finally, sometimes families in their response to their emergency call us too early. We need to let them know that we don’t want to frighten a service member by giving incomplete information and leaving more questions than we answer. We need to wait a certain length of time so that medical staff can know whether it is advisable for the military member to be present. It is ok to calmly ask for the time needed. Do not send your message too early.

DEATH VERIFICATION BOX

	Death Verification

	Date of Death:
	Time of death:

	
	

	Cause of death if known

	

	Funeral Plans:

	


Death Verification
You will obtain verification from a funeral home, hospital, medical examiner, sheriff, or other official third party source.

Date of Death
What day did the affected family member die? Please use military convention. Example: 27APR02

Time of Death
What time is the official, or approximate, time? Use 24-hr time. Example: 2350 HRS for 1150pm. We have had cases where a caseworker listed the time incorrectly because they could not remember if it was 7 am or 7 pm. The first is 0700 HRS, the second is 1900 HRS. 

Cause of Death
You can list “natural causes” for an elderly person; “sudden unexpected death” for suicide or homicide; “sudden death” for an accident. Most funeral homes will not confirm cause of death because the Medical Examiner has not yet signed an official death certificate. If you talk to family members you can learn the illness or such and you can state, for example: “SVCAUNT STS SVCGRANDMOTHER HAD BEEN SUFFERING FROM PNEUMONIA” or you can simply state “CAUSE UNCONFIRMED”. An emergency room is usually good for getting a medically accurate cause of death.

Funeral Plans
When your verification comes from the funeral home, you don’t need to list the name again in this line. Do put the day and time for a wake or viewing, and the scheduled times for funeral services and burial. Always include the locations. If a service member is delayed, his message will let him know where to go. Again our job is to inform the service member, but also serve as a planning tool for the command. If the funeral is not planned for a week or more, they are not going to want to release the service member early unless there is a special reason. Attempt to get a sense of the schedule even if plans have not been confirmed, but balance your attempt with sensitivity for the bereaved. 

BIRTH ANNOUNCEMENT BOX

	Birth Notification

	**Must have mother’s permission to send message**

	Name/gender/Date & Time of birth/weight/length:

	

	Condition of Mother & Baby (from medical staff):

	

	Details of Any Special Situation:

	


Fun, Fun, Fun
There is no greater fun for an overseas ARC Station Manager than delivering those pink or blue birth announcements! (Says a lot about their job, doesn’t it?)

Reminder
You MUST have the permission of the mother to send this message. You need to hear her voice tell you that she gives permission. No exceptions. No permission(no message. Period.

Remember too
If the mother is not married to the serviceman, we send the message as an undeclared birth and announce the birth of the friend’s baby.

Give details
Date and time of birth, gender, name (if any), weight and length.

Condition
From medical staff, get the condition of mother and baby. “DR BROWN STS MOTHER AND BABY DOING FINE.” If they are not you can request presence. 

Birth announcements are sent only AFTER the birth of a baby. We do not announce labor. We do not request the presence of a father if the birth is a normal birth.

Special Details
Is mother going to be there for two days and then go to the home of the maternal grandmother? Is so, state here and give dates, contacts, and phone numbers so the father can reach them there. Example: MOTHER CURRENTLY IN HOSPITAL ROOM 213 AT FONE 656-5213. RELEASE EXPECTED 29APR02. WILL BE GOING TO HOME OF MATERNAL GRANDMOTHER, JESSIE WILLIAMS, HOME FONE 850-222-5555.

CASE NOTES

	Date & 24hr Time:
	Case notes and action taken (initial each entry): Continue on reverse if necessary


Case Notes 
Vital. This allows anyone to pick up the case and know what has transpired. Any special conditions or situations. If you pass an unfinished case to another case worker, they can carry on without further instruction if your case notes are complete and up to date. We also want to track how long it takes to complete the work of this case. There are often follow-ups. Questions from AFESC or from command. These notes are vital. Again, please use black ink and CAPITAL BLOCK letters. Initial at the end of your case notes so we know which are yours and which may be those of another caseworker.

Date & 24hr Time
Please use military dates and 24 Hr time. If it is the same day the case was opened, you do not need to repeat the date, but if the case goes into the next and subsequent day, it is important to let the reader know which day as well as the time.

What do I put in case 
notes?
Since your basic information is on the face sheet, you do NOT need to REPEAT information you have listed there. However, convey information that is not there. The following is not a common situation, but as an example:

27APR02     1150
MESSAGE RCD. CLIENT APPEARS DISRAUGHT. DIFFICULT TO UNDERSTAND AT FIRST. MOTHER CANNOT RECALL SONS BIRTHDATE.

1210 CALL TO TMH MICU DOCTOR GAVE DIS. DR STS NO MEDICAL REASON FOR SVCMN TO COME AT THIS TIME. STS PATIENT DOES NOT WISH PRESENCE OF SERVICE MEMBER. DOC STATES THIS COMMENT SHOULD NOT BE IN MESSAGE.

ACRONYMS
Ever wonder why there is no acronym for “acronym”?

AFES
Armed Forces Emergency Services

AFESC
Armed Forces Emergency Services Center (Fort Sill, VA or Falls Church, VA)

ARC
American Red Cross

CAC
Capital Area Chapter

CIV
Eligible Civilian (government contractor serving overseas with a military unit)

CR
Close Relation

DoD
Department of Defense

DSHR
Disaster Services Human Resource

LP
loco parentis
MEPS
Employee of the Military Entrance Processing Service (MEPS)

MICU
Medical Intensive Care Unit (how TMH says it)

MM
Merchant Marine

NMI
No Middle Initial

PHS
Commissioned Officer of the US Public Health Service 

SSN
Social Security Number (replaced Serial Numbers in the 1970s, which they now regret)

STS
states or says, such as “SVCMOTHER STS CLOSE RELATION SHOWN BY. .”

USA
US Army

USAF
US Air Force

USCG
US Coast Guard

USMC
US Marine Corps

USN
US Navy

GLOSSARY

Customer Satisfaction 
Survey
A one-page questionnaire asking about how the caller used our service and how they think we did.
Immediate Family Member
Mother, Father, Brother, Sister, Wife, Husband, Child

Locator service
(since 9-11) American Red Cross uses three world-wide locators that identify all active duty, reserve, national guard, and retired personnel. It is to be used only for immediate family members and only in an emergency. Other cases should be referred to the address of the appropriate World Wide Locator Service
Requestor
Person requesting service
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