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STANDARD OPERATING PROCEDURE

CASUALTY ASSISTANCE SUPPORT PROGRAM
Purpose:  To provide guidance and establish procedures for operation of the casualty assistance support program in the Kaiserslautern district.

Applicability:  This guidance applies to all Kaiserslautern District schools and offices.

Reference:  DoDDS-Europe Memorandum, DoDDS-Europe Casualty Assistance Support Policy, April 6, 2004; DoDEA Memorandum, Mortuary Services for Deceased DoDDs Employees and Their Dependents, February 13, 1992 and Ch. 240, Part B: Death Cases, Allowable Expenses, Joint Travel Regulation.

Procedures:  

1. The superintendent will appoint, in writing, a primary and alternate Casualty Assistance Officer (CAO) for each school complex and for the District Superintendent’s Office.  These individuals will be senior staff administrators.  Where there is only one senior administrator in a school, an administrator from another school may be appointed as the alternate CAO.  Copies of these appointment letters will be provided to the DoDDS-Europe Human Resources office (HRO).

2. Casualty assistance officers are to attend training provided through the casualty assistance office on their installation. Once trained, school and DSO CAOs will provide training to school and DSO staff.

3. When a CAO transfers, retires, or otherwise terminates their employment at his/her location, a new CAO shall be appointed and trained.

4. The attached appointment memorandum (Atch 1) and confirmation of training form (or other acceptable confirmation) (Atch 2) must be completed and returned to the superintendent/designee and the DoDDS-E HRO. 

Controls:  
1. CAOs appointed and training documentation on file.

2. Review of responses to casualty assistance requests.

3. Annual review of appointment letters and training confirmations.

// original signed //

DR. DELL MCMULLEN
Superintendent

Attachments

1. Letter of Appointment – Casualty Assistance Officer

2. Memorandum: Casualty Assistance Officer Training Confirmation
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      Date: ___________________

MEMORANDUM FOR: _______________________________________





(Name of Administrator and School)

SUBJECT:  Duty Appointment – Casualty Assistance Officer (CAO)

1. Authority: DoDEA Memorandum, DoDDS-Europe Casualty Assistance Support Policy, April 6, 2004.

2. Effective Date: This appointment is effective ________________, 200__. This responsibility cannot be delegated and is effective until revoked by my successor or me, or until you are no longer in your present position.

3. Responsibilities:  

a. You are to contact the military CAO in your community to schedule training to assume your responsibilities as CAO.

b. Upon completion of this training, you are to have the Certifying Officer complete the Confirmation of Training form (or other acceptable alternative) and return a copy to the DSO. A copy must also be kept on file at the school. 

c. You are also required to share casualty assistance support program information with faculty and staff.

__________________________________

Dr. Dell McMullen
Superintendent






Atch 1

(CERTIFYING OFFICER’S UNIT NAME AND ADDRESS)









Date: ___________________

MEMORANDUM FOR KAISERSLAUTERN DISTRICT SUPERINTENDENT’S OFFICE


SUBJECT: Casualty Assistance officer (CAO) Training Confirmation

This is to certify that __________________________, CAO/Alternate CAO for





Name of Trainee

_____________________________, has successfully completed CAO training


Duty Assignment

conducted by ___________________________on ______________________.




    Name of Trainer


Date of Completion

_________________________________

Signature of Certifying Official

Rank/Title












Atch 2
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