	LESSON PLAN 4
SERIOUS ACCIDENT INVESTIGATION COURSE 

	LESSON:  Initial and Recurring Briefings
TOTAL Time:  45 min

	INSTRUCTOR:  Jim Chandler

	Objectives:

After completing this lesson the participants will be able to:

· Conduct an initial team briefing with team members.
· Conduct an in briefing with Agency Administrator.
· Conduct daily/recurring briefings.


	Preparation Checklist:

	Visual Aids(in order of use):

· Lesson Objectives Poster
· Power Point Program-Agency Administrator In-Brief 
· Handout 4-1, In Brief with Agency Administrator-Checklist

· SAIT Resource Documents (USB Flash drive):
· Employee Casualty Guide 
· Agency Administrator’s Guide to Critical Incident Management
· Line of Duty Death (LODD) Handbook

· Introduction of ATV Accident Case Study



	Other Equipment or Preparation Needed:

· Flip Chart
· Magic Markers

· Computer




	Unit Title:    Initial and Recurring Briefings

	Time/Aids/Key Points
	Lesson Plan Outline

	INTRODUCTION
SAY

WARM UP

Set up

WARM UP

Debrief

ASK

OBJECTIVES

SAY

Point to Lesson Objective Poster 

INITIAL TEAM BRIEFING

Duties of Team Leader at initial briefing on scene
SAY


	We are going to begin this lesson on initial and recurring briefings with a quick exercise.
Turn to the person next to you and brief them on your trip to Phoenix in one minute or less and then let them brief you on their trip to Phoenix.
How hard is it to tell them everything in one minute?  The point is briefings take some planning effort.

What is a briefing?  What does it mean to you?

We will be discussing the various types of briefings you will have to give during accident investigations When we are done with this lesson you will be able to:
· Conduct an initial team briefing.
· Conduct an in briefing with Agency Administrator.
· Conduct daily/recurring briefings.
It is important that the team understands how the investigation will be conducted and what each members role will be.  
Start by giving the team a little information about your present duties and background.  Explain that you are there to make sure the investigation goes smoothly and the team has access to everything they need to conduct the investigation.

Have each of the team members introduce themselves and tell a little about their background and whether or not they have been on an accident investigation team before.

	INITIAL TEAM BRIEFING

(Continued)

SAY

Note: Introduction of new Serious Accident Investigation Tool Kit 

NOTE: Chief Investigator’s participation in the briefing

INITIAL TEAM BRIEFING

(Continued)

DISCUSSION

Giving Team Assignments
SAY

Give Team Assignments (continued)

ATV ACCIDENT CASE STUDY

SAY

ATV Accident Case Exercise
Instructor to conduct ATV accident briefing as the Agency Administrator.
ATV Accident Case Exercise (continued)
Establish break out groups and give assignments

NOTE:  At the conclusion of the exercise handout the ATV Accident Briefing Paper.
IMPORTANT
Note Safety Manager role


	Ensure team members backgrounds/experience and areas of specific expertise are known to other team members.  Include hobbies.  They may be of value during the investigation.  For example, maybe an amateur photographer or have GIS expertise.

Discuss roles and responsibilities of each team member:

· Team Leader
· Chief Investigator
· Safety Manager
· Technical Specialists also call Subject Matter Experts (SME’s) as required
Ensure team members know each others roles.

Another tool that is in development phase that can assist Team Leaders in briefing team members is the Serious Accident Investigation Tool Kit, which is web-based.  

The purpose of this website it to provide 24 hour access to general information about the roles, responsibilities, and functions of SAIT members.  The web site includes video interviews of team members to inform SAIT leaders about what they can encounter during a SAI.  In addition, briefing tools, SAI forms and other written material, and policy direction will be placed on this site.  Temporary SharePoint website:

http://76.12.205.240/
Have the Chief Investigator explain his/her initial plan of action to conduct the investigation.

Have the Chief Investigator explain the general methodology that will be used during the investigation.
Whatever methodology you select ensure all Human, Environmental, and Material evidence is collected and analyzed.  If a specific analytical tool such as fault tree analysis, Management Oversight Risk Tree (MORT), Time-line sequence, etc., is used make sure the team understands how the process works.

Be careful here.  If you are not sure which investigative process you will be using, just say we are going to look at the evidence.
Advise team they may be briefed by the local unit.

Discuss expectations regarding performance, conduct, etc.

Be sensitive to local personnel and their feelings of loss.

Be careful of discussing the investigation in public settings (hallways, restaurants, hotel bars)
Discuss standards for confidentiality/freelancing (Freelancing is following your own investigative trail without coordinating with other team members)

Ensure that any evidence collected is properly accounted for throughout the investigation.
One of your basic responsibilities as the team leader will be to assign tasks to the team and set priorities.  It is important that the tasks assigned utilize the strengths, technical abilities, and experience of the team member assigned the task.

As previously mentioned, if you have a team member who is a photographer; utilize that person’s skills in taking photos.  Conversely, introverted type people may not make good interviewers.  
Not everyone needs to be exposed to seriously injured or deceased victims.

However, you must prepare yourself and your team for these eventualities.

We are now going to introduce an ATV accident case study that we will use throughout the course.  This case study is based on an actual fatality investigation with the BLM.  We have designed exercises and discussions to correspond to the investigative and report process.
As you receive the briefing on the accident, keep these items in mind:

· List the first three things you think the team should do.

· What skills mix would you want to conduct the investigation?

· Consider which team members need to visit fatality site?

We are now going to do a group activity using the information from this accident.  We will do this in the following way:

· Working in groups you will have five minutes to discuss and answer one of the questions I gave you before you watched the video.

· Table 1 will discuss the 1st item as a group, table 2 the 2nd question and table 3 the 3rd question.

· Write your answers on a flip chart.

· Choose a spokesperson to present your findings to the class.

Remember these basic rules:
· Your Chief Investigator is likely the only member of the team who may need access to this type of evidence.
· If possible, minimize exposure and reduce contact time by thinking out what you want to gain from the visit and/or interview.
· Don’t disturb physical evidence at the accident site.
· Keep written information secure make sure team understands need for confidentiality of findings until investigation is complete and report is released.
Have the Safety Manager remind team members the need to maintain their own personal safety.  Have the advisor discuss any known hazards and protective measures that will need to be taken.  Include both the local area and work sites (create JHA or Risk Analysis).
Finally, discuss immediate plan of action for the investigation.


	IN BRIEFINGS
SAY

HANDOUT 4-1 IN BRIEF with AGENCY ADMINISTRATOR CHECKLIST
Utilize Power Point Briefing and demonstrate tool to students.
CONDUCT DAILY BRIEFINGS
SAY

AGENCY ADMINISTRATOR BRIEFING

SAY


	We will now be talking about conducting an in-brief with the local agency administrator.  To help do this we have developed a checklist for you.  
It is Handout 4-1 In Brief with Agency Administrator Checklist
It is essential to conduct an in-brief with the local agency administrator, who is directly affected and has the responsibility for local management.

Utilize In Brief with Agency Administrator Checklist
Utilize Power Point presentation (copy on Flash Drive in participants manual)

You may have knowledge or experience to assist the AA in non-investigation issues, such as:

· Employee Casualty Guide
· Line of Duty Death Handbooks

· Agency Administrator’s Guide to Critical Incident Management
Ask the AA for a description of the accident and any facts that are available.

Check with AA on sensitive (political, media, HR, etc.) issues at the site.  

Review check list sent to AA’s office and determine what items have been collected.  Take control of any evidence and the site.
Conduct daily briefings with assigned Investigation Team Members.
Conduct team briefings at the beginning or end of the day (or both if needed) set times and expectations for information to be exchanged.

Typical items discussed are:

· What each team member has learned

· Any sensitivity that has developed (political, emotional, religious, etc.)

· Workload problems

· Additional resource needs

· Assignments for the next day

Agency Administrator briefing should identify:

· Status of investigation (stage of progress).

· Uncooperative witnesses.

· Needs and other requests.


	NATIONAL LEVEL BRIEFINGS
SAY

Emphasize this point

SAFETY ALERTS

Time Sensitive Actions

Say

ASK
	National Level Contacts

The purpose of these briefings is to move information up the chain of command and across agency lines where appropriate.

Frequency of briefings is a judgment call; usually after an initial briefing, you should consider periodic briefings.

At a minimum, daily status updates/progress reports should include:

· Any shifts in team focus

· Transition from site evaluation to evidence gathering 

· Additional needs for Technical Specialists
· Substantial or significant facts (no conclusions)
Team Leader may determine that some corrective actions should be released for preventative reasons and should be forwarded to:

· BLM Non Fire related to National Safety Office

· BLM Fire-related to Fire & Aviation Directorate

· NPS Non Fire to WASO Risk Management Office

· NPS Fire Related to National Fire Director

· Forest Service WO-OSOH

· FWS National Safety Office
Do you have any questions as we close this section about briefings?



	CLOSING
SAY

Point to lesson objective poster
	Now we have gone over initial and recurring briefings you will now be able to:
· Conduct an initial team briefing with team members.
· Conduct an in briefing with Agency Administrator

· Conduct daily/recurring briefings
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