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SERIOUS ACCIDENT INVESTIGATION COURSE 

	LESSON 11:  Out Briefings

	INSTRUCTOR:  

	Objectives:

After completing this lesson the participants will be able to:
· Conduct a closeout briefing and review with team members.
· Conduct closeout briefings with agency representatives. 




	Unit Title: Out Briefings

	Lesson 11:
	Notes

	CLOSEOUT BRIEFING

The purpose of the team closeout briefing is to tie up loose ends and critique the team’s performance.

Handout 11-1 Investigation Team Closeout Briefing 

Items to discuss:

· Determine remaining tasks to be accomplished.

· Assign follow-up task assignments to team members.

· Determine who will maintain evidence (until final report is completed).

· Cleaning and turning in equipment.

· Collection and destruction of all field notes and draft copies of reports.

As part of the closure for the SAIT, it’s important to identify what went well and areas for improvement.  This feedback is valuable for the agency to make improvements in the current SAIT training and process.  This process is also an opportunity for team members to improve their skills and abilities for future assignments.

Models After Action Review Process

· Critique accident investigation process used.

· Critique team performance. 
Models After Action Review Process (continued)

In general discuss:  what was planned, what actually happened, why it happened, and what can we do next time to improve.  

The Team Leader should send suggestions for process improvement to the respective Agency’s National Safety Office and/or the Fire & Aviation Offices. 

The Team Leader and Chief Investigator should evaluate and make recommendations for team members to receive critical incident stress debriefing (CISD) for team members.

Many times team members will say that they don’t need it when in reality they have been affected by the event.  It’s important for the team leader and chief investigator to encourage them to attend and monitor team members for signs of stress during and after the investigation.

You may need to schedule another close out with the investigation team after the final report is finalized and accepted.

CLOSEOUT BRIEFINGS WITH INTERNAL AND EXTERNAL ENTITIES

There will be different levels and types of briefings based upon where SAIT is at in the process as well as whom the audience is.  Each closeout will need to be tailored to the audience. 

The first set of closeout briefings occur when the team completes the on-site investigative process; followed-up by progress report briefings and then closeout briefings once the Final Report is completed.

CLOSEOUT BRIEFINGS WITH INTERNAL AND EXTERNAL ENTITIES (continued)

Closeout briefings may occur with any one of the following:

· Agency Administrator

· Agency Directors 

· Fire & Aviation Directors

· Agency Safety Office

· Designated Safety and Health Official

· Cooperators

· Local Authorities

· Family Members

· FS Accident Review Board

· NPS Board of Review

· Congressional Staffers

ON-SITE CLOSEOUT BRIEFING WITH MANAGEMENT

We have provided you with a closeout briefing template specifically for the on-site closeout briefing with management.

Handout 11-2 provides a list of subjects that should be covered during the on-site closeout briefings
ON-SITE CLOSEOUT BRIEFING WITH MANAGEMENT (continued)
One of the most important parts of closeout briefings is the presentation be made by the Team Leader.  You should choose a style or method that you are comfortable using.  The Chief Investigator can be helpful in assisting with potential technical questions.  The Team Leader’s presentation is important in that it will influence how the accident is currently understood and how the SAIT is perceived as they prepare to leave the on-site investigation portion of the process.

Keep in mind as you prepare your briefing that you may not have complete information as the investigation and evidence analysis is in progress and could significantly change.  Only provide the facts known at the time of the briefing.

The out-brief should cover:

· Where SAIT is at in the process and expected timeline in complete process/final report.
· Time line of the accident

· The Cause(s) of the accident

· Any findings which if left uncorrected could lead to future accidents.
· Identify any corrective actions that can be started by management. 

Disciplinary actions should not be discussed at all.  Remember the objective of the investigation is Accident Prevention!
Questions for your opinion in this matter should be handled very carefully.

ON-SITE CLOSEOUT BRIEFING WITH MANAGEMENT (continued)
A separate investigation may be currently underway or initiated later by the Agency Administrator to determine if any disciplinary actions are appropriate (this will be discussed in greater detail in another lesson.)

You will have developed some opinions, thoughts, or ideas about the accident by this time.  Use your judgment in what to include and not include.  Your opinions and insights may have significant impact on the unit’s ability to ensure that this type of accident never occurs again.  On the other hand, if you ramble on over a pet peeve, you could lose credibility.

It would be appropriate to address any outstanding support that you received from the unit during the investigation.

Be careful about addressing any negative issues concerning the unit as it may not be productive.

You may want to offer to schedule another out-brief with the agency administrator after the final report is published.

POST-FINAL REPORT CLOSEOUT BRIEFINGS 

Upon completion of the draft and final reports:
· The Team Leader and/or Chief Investigator may be requested by the Agency to make oral presentations to management, Accident Review Board/Board of Review. 

· Upon a request by OSHA a formal presentation may be needed detailing the factual findings of the investigation.

POST-FINAL REPORT CLOSEOUT BRIEFINGS 

(continued)

· Upon completion of the investigation, the Agency Director may be requested to personally brief the Secretary of Interior/Agriculture to explain the accident and the corrective actions.

· The Team Leader and/or Chief Investigator may be requested by the Agency to present the Factual Report to the immediate family.
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