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PRIOR TO FLIGHT 
 
The individual responsible for initiating the survey requiring low altitude flying is required to 
complete the following actions before the flight is conducted. 
 
1. Arrange for flight-following.  

Automated flight following (AFF) should be used whenever possible.  Idaho State 
Communications is recommended due to their professionalism, availability, and diligence 
in monitoring flights on AFF.  If AFF is not available, the U.S. Forest Service or BLM 
dispatch is highly recommended to conduct flight-following.  If these agencies are unable 
to provide flight-following, other professional organizations (Sheriff Offices, Emergency 
Medical Services, etc.) may be used.  However, if coverage is inadequate or if potentially 
suitable agencies have competing demands (wildfire coordination, etc.) a Department 
employee should be assigned to conduct flight-following.  The Department employee will 
have flight-following duties as his primary assignment and be located at an office where 
he has access to necessary radio and telephone resources to accomplish all 
communications with the aircraft and notification to emergency services. 
 

2. Select observers. 

(a) Qualified to collect necessary biological information, 
(b) Have completed low altitude flight safety training, 
(c) Are knowledgeable in the use of ELT’s, satellite phones, GPS units, IDFG radios, 

and other specialized equipment as necessary. 
 
3. Prepare a flight plan and maps of the area to be flown. 

The flight plan will include at least:   
(a) Name and phone number of the aircraft contractor, 
(b) Pilot’s name,  
(c) Make/model of aircraft, 
(d) Aircraft Identification number (N#), 
(e) Color of the aircraft,  
(f) Radio frequencies that will be used to flight-follow and other frequencies 

programmed into the aircraft radio, 
(g) List of observer’s names, 
(h) Phone number of the primary and secondary on-flight satellite telephones,  
(i) Brief summary of the area that you plan to fly, 
(j) Approximate duration of the flight,  
(k) Point of departure and the final point of arrival, 
(l) Locations of refueling stops (if any),  
(m) County(ies) you will be flying in, and 
(n) Detailed maps of the areas to be surveyed, including outlined subunits or drainages 

to be surveyed. 
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4. Make arrangements for either AFF or personnel flight-following. 
 

(a) Must be done at least two days prior to conducting the flight.  Regional Supervisors 
must approve any flight scheduled with less than two days notice. 

(b) Discuss your flight plans and flight-following procedures with the person or agency 
that will be doing the flight-following. 

(c) Send a copy of your flight plan and maps of the area where your work is planned to 
the person or agency doing the flight-following. 

(d) If Department personnel are conducting flight-following, they must be well trained 
in their responsibilities and have a copy of this procedure manual with them while 
flight-following. 

(e) Check-ins must be documented and provide enough information so the aircraft can 
be easily located if it is overdue or missing.  Fire dispatch prefers that locations be 
in latitude-longitude and bearing in degrees.  Additional information such as the 
drainage you are flying in and the estimated time you will be in the immediate area 
can also be included in your location information.  “The time required to rescue a 
survivor is directly related to how accurately your position can be determined.  If 
you have filed a flight plan, stayed on course, and updated your progress with 
frequent position reports, your chance of rescue is greatly enhanced.”  (NFES 1373 
page 15) 

 
5. If the flight operations occur in any military training area or travel route, contact the 

appropriate military scheduling officer to schedule your flight activity a minimum of 2.5 
hours before flying in the area (preferably a day in advance) to avoid conflict with military 
training flights.   

 
 

Area 
Military 
Route 

Route 
Sections 

Phone 
Number 

No military routes in the Clearwater Region.    

Consult Great Falls Sectional Aeronautical 
Chart for details on IR and VR routes. 

  
 

  
 
6. Discuss your flight plans with the pilot, the purpose of the flight and the flight-following 

procedures that will be used.  Tell the pilot of any flight hazards that you know occur in the 
area and unpredictable environmental conditions (turbulent winds, clouds/fog, etc.) that have 
been experienced in the area on previous flights. 

 
7. If flight-following will involve more than one agency, establish with each agency how flight-

following will be transferred from one jurisdiction to another jurisdiction.  Identify all 
jurisdictions, who will be the contact person, the telephone number(s) at each jurisdiction and 
radio frequency(ies) that each jurisdiction will use. 
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FLIGHT-FOLLOWING RESPONSIBILITIES FOR DEPARTMENT PERSONNEL 

 
Your primary responsibility is to maintain contact with aircraft conducting low altitude surveys 
and having enough information to initiate an effective search and rescue effort if you cannot 
contact the aircraft 30 minutes after its last scheduled report. 
 
Before the Flight 
 
1. The responsibilities of flight-following are your primary responsibility.  If any other tasks 

start to interfere with this responsibility, immediately have someone else take over those 
tasks. 

2. Review the contents of this manual. 
3. Make sure that you have a properly completed flight plan from the person responsible for 

conducting the flight. 
4. Make sure that you have a Flight-Following Log form with all the necessary information and 

that you know how to record the necessary information. 
5. Discuss check-in procedures including time and locations, how flight locations will be 

reported (drainages and mountains, subunits, UTM’s, latitude-longitude, etc.). 
6. Verify the radio frequency(ies) that will be used. 
7. Verify that you will you contact the aircraft at intervals of 30-minutes or less when the 

aircraft is airborne. 
8. Discuss how contact will be conducted during the periods when the aircraft has landed (e.g. 

refueling, forced environmental landings, etc.). 
9. If flight-following responsibilities will be transferred from, or to, another agency, establish 

how transfer will be done, identify all jurisdictions, who will be the contact person, the 
telephone number(s) at each jurisdiction and radio frequency(ies) that each jurisdiction will 
use. 

10. Discuss how the flight plan and flight-following will be closed. 
11. Know what procedure to follow if contact is lost with the aircraft (who to contact and what 

your responsibilities are; see page 6). 
 
During the Flight 
 
1. Record the information received from the aircraft: 

(a) Time, 
(b) Subunit, drainage, or location and direction of travel, 
(c) Any comments from the aircrew. 

2. The aircrew will contact you whenever they move into a new subunit or drainage. 
3. Initiate contact with the aircraft at least every 30 minutes. 
4. Repeat process until the flight is terminated for the day. 
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IDAHO DEPARTMENT OF FISH AND GAME 
 
 

Policy No.: A-17.04 
Policy Title: CHARTER OR RENTED AIRCRAFT AND PILOTS OPERATING 

REQUIREMENTS AND LOW ALTITUDE AIRCRAFT 
PROCEDURES AND SAFETY POLICY 

 

Revision Date: February 1, 2007  

 

I.   PURPOSE: 
This policy is established to provide guidance and direction to all employees engaged 
in low-altitude flying required by Department programs involving, but not limited to, 
wildlife surveys, radio tracking, animal capture/transporting, redd counts, and high 
mountain lake fish planting.  Low-altitude flights, for the purpose of this policy, include 
all flights, both fixed wing and helicopter, where work is performed below 500 feet 
above ground level. 
 
The policy covers the basic aspects required in the procurement of aircraft/pilot 
services, accepted safety precautions, and the use of safety apparel and equipment.  
The safety equipment and apparel are not required to be used by employees when the 
flight is not low altitude in nature and is for transporting personnel only between two 
specific terminal points.  This policy does not include enforcement night flying. 
 
Close adherence to this policy will assure optimum safety for both employees and 
aircraft operators and minimize potential liability claims against the Department. 
 
Willful disregard of any portion of this policy will be grounds for disciplinary action up to 
and including dismissal.  All employees who fly must review this entire policy A-17.04, 
and sign form (Appendix C).  No employee will be allowed to fly until this memo is 
signed and in the possession of his/her supervisor. 

 
 A.  General Requirements 
 
 All aircraft operations involving the transportation of passengers from point to point, 

both intrastate and interstate, in any aircraft operated by the State of Idaho, shall 
be according to all applicable rules set forth in Federal Aviation Regulation, 14 
CFR part 135 ("FAR").  State-employed pilots shall meet all training and proficiency 
requirements of FAR part 135, and state-operated aircraft shall be maintained in 
accordance with the appropriate parts of FAR part 135. 

 
 All aircraft operations involving aerial surveys, game counts, aerial photography, 

and all other aircraft use not involving aerial transportation of state personnel in 
point-to-point operations in the furtherance of State of Idaho objectives shall meet, 
at the minimum, the requirements of the rules of 14 CFR part 91.  Further, all 
charter operations for such activities shall be conducted either in state aircraft 
operated by the Idaho Transportation Department, Division of Aeronautics, or by 
duly qualified and certificated air charter organizations. 
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 Further, all passenger or freight charter aircraft operations by state agencies will be 
only by Federal Aviation Administration (FAA) certificated Air Carrier Operators 
who hold current FAR part 135 or FAR part 121 Air Carrier Operations Certificates 
and are authorized by appropriate operations specifications to perform the 
operations for which they have been chartered. 

 
II. PROCUREMENT OF AIRCRAFT SERVICES 
 

A. Helicopter Aircraft Services 
 

1. All helicopter services for census, transport, or capture in which a Department 
employee flies shall be contracted through the U. S. Department of Interior 
National Business Center, Aviation Management (AM).  All capture work done 
by an outside source (non-department personnel) shall be through a state 
contract. 

 
2. All helicopters and helicopter pilots utilized by the Department must be carded 

by AM to perform the flying requirement.  The pilot shall, upon request, present 
his/her AM pilot card which denotes approval for the planned use. 

 
 A current Department of Interior aircraft data card (No. OAS-47 for general use 

or No. OAS-36 for special use) must be displayed in a conspicuous location in 
the aircraft. 

 
3. The following categories are considered special-use activities by AM and have 

pilot and helicopter requirements, in addition to those needed for general use: 
 

a. Flights with external loads. 
b. All flights below 500 feet above ground level. 
c. Deep snow operations. 
d.   Mountain flying. 
e. Mountainous terrain takeoffs and landings above 5,000 feet density altitude. 
f. Animal marking and capture. 
g. Other: 

�  Net-gunning operations, 
�  Capture-darting, and 
� Drive-netting 

 
4. It is the Department employee's responsibility to assure that the pilot and 

helicopter are carded to perform the flying requirements prior to the flight. 
 

B. Fixed-Wing Aircraft Services 
 

1. All fixed-wing aircraft services will be through the Idaho Department of 
Aeronautics or by the use of price agreements with private operators. The 
Department will not use AM rental agreements for this service. 

 
2. The following categories are considered special-use activities for fixed-wing 

aircraft and pilots and have requirements in addition to those needed for 
general use. 
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a. Airplane operations requiring changes to the airplane that invalidate the 
standard airworthiness certificate (radio tracking required external 
antennae) 

b. All flights below 500 feet above the surface, and 
c. Mountainous terrain takeoffs and landings above 5,000 feet density altitude. 
    

3. It is the Department employee's responsibility to assure that the pilot and fixed-
wing aircraft are carded to perform the flying requirements. 

 
C. Procurement Procedures for Field Personnel 

 
1. Helicopter Aircraft Services 
 

a. Employees will complete the front side of the Helicopter Flying Request 
Form and forward, through their supervisory chain, to the Bureau of Wildlife.  
The Bureau of Wildlife will review the request and if approved, assign a 
flight number.  The Bureau of Wildlife will return the request along with the 
following procedure for procuring the flight. 

b. Employees then visit the AM website and select a vendor and aircraft model. 
The website is located at http://www.oas.gov/apmd/seat/seat.htm  At this 
website employees select the IDFG contractor list and pricing information. 
Once selected, employees can view aircraft and pricing.  Employees must 
contact each vendor fitting their needs and discuss the flight. Use the Aircraft 
Vendor Request form (on reverse of Aerial Flight Record) to complete the 
estimated cost figures and compute a total estimated cost for each vendor. 
Include all costs including truck mileage, per diem, etc. If, during the 
conversation, a vendor says he cannot fly your requirement, document that 
fact in the comments section. Employees need not complete the cost figures 
for a vendor who says he cannot fly your requirement. Rates are established 
by bid or federal rule and are not negotiable. 

c. After completion of all cost figures, employees must call the lowest cost 
vendor and schedule the flight. Complete the "Vendor Selected" block, sign 
and date the form. Any time a vendor other than the lowest cost vendor is 
selected, the circumstances must be fully justified in the comments section of 
the form. 

d. When the flight is completed, the vendor will prepare the OAS 23 Form. 
Employees  must complete the areas as follows: 
1) Billee Code: 91 WO  
2) User Organization and Charge Code: Flight Number and PCA  
3) Signed Received: Employees Initials. 
4) Certification: Signature, Printed Name, Agency, etc. 

e. In order to improve the speed at which the vendor gets paid, send the signed 
white copy directly to AM.  You may ask the vendor to forward the signed 
white copy to AM, but this may delay payment. Send yellow copy of the OAS 
23, Aerial Flight Record Form BA-42, and Aircraft Vendor Request forms to 
the Wildlife Bureau. Keep a copy for your records. In an emergency, requests 
may be faxed, emailed, or handled by phone, with the written documentation 
to be prepared later.   

 
2. Fixed-Wing Aircraft Services 
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3. Trainers must coordinate with the statewide flight safety officer for any 
additional training, such as net gunning, darting, hover landing training, etc. to 
assure compliance with AM and Department requirements. 

 
4. Trainers will work with regional flight safety officers to assure equipment needs, 

training needs, and other flight requirements are adhered to. 
 

E. Flight Safety Training 
 

1. Employees who will be flying in low-elevation helicopter or fixed-wing aircraft 
for any Department work are required to take the in-person flight safety training 
(B3 Certification) every 3rd year; the in-between years require computer 
training located at: http://iat.nifc.gov/.  Employees need to complete modules A-
101, 105, 106, 108, and 113, and take the tests at the end of each.  Employees 
must let their regional flight safety instructor and/or supervisor know that they 
have completed the training. 

 
2. In addition to the above flight safety training requirements, each employee who 

will be flying must read this Flight Policy 17.04 in its entirety and sign the 
certification that they have read and understood the policy (Appendix C).  This 
certification memo must be documented and forwarded to their supervisor and 
regional flight safety officer. 

 
IV. COMMUNICATIONS AND FLIGHT PLANNING 
 

A. Flight-Following Service 
 

1. For all low-altitude flights, the Department employee in charge of the flight will 
arrange for flight-following services.  Flight-following services can usually be 
arranged through the local Forest Service or Bureau of Land Management 
offices, county sheriff’s offices or Regional IDFG office. Idaho State 
Communications in Meridian can provide 24hour/7day a week flight following 
availability by either Radio Check-in/Check-out flight following or through the 
use of the Automated Flight Following (AFF).  Flight-following services should 
be coordinated through the region/bureau flight safety officer.  Flight following is 
a check-in procedure, whereby radio contact and aircraft position are 
established at least once every 30 minutes.   

 
2.  A flight plan containing the following information must be communicated to the 

flight follower at least 15 minutes prior to takeoff: whether the flight is AFF or 
radio check-in, tail  number, aircraft type, departure point and route of flight, 
people on board, purpose of flight, radio frequencies to monitor, fuel status, etc.  

 
           3.   Flight follower must be contacted when taking off and at least every 30 minutes 

following, or whenever a major change in flight location is taking place.  Flight 
follower must be informed of every landing and takeoff unless other 
arrangements have been made.  Flight follower must be contacted when flight 
is terminated. If the aircraft fails to make contact within one-half hour of the 
scheduled time, the flight-following service will initiate a search and rescue 
operation by notifying Idaho State Communications at (800) 632-8000. Idaho 
State Communications will page the Idaho Department of Transportation, 
Aeronautics Division and follow procedures listed in regional flight manuals. 

 

  
  

17

http://iat.nifc.gov/


 

B. Flight Plan 
 
 A verbal flight plan of your scheduled flight will be provided to the flight-following 

agency for all flights.  A written flight plan and maps of the sub-units should be left 
with the flight-following service.  Digitized maps or software with unit boundaries 
should be made available for use by flight followers instead of hard copies if they 
are available.  Idaho State Communications has these maps. 

 
C. Pilot-Observer Briefing 
 

1. The Department employee in charge will initiate a discussion of the mission 
requirements and safety procedures prior to going out to the aircraft.  This is an 
excellent flying safety procedure and is a firm requirement, regardless of the 
number of times the mission has been flown previously. 

 
2. The briefing and discussion should include: 
 

a. Mission requirements and objectives and flight-following procedures; 
b. Area to be flown.  Use sectional aeronautical charts or U. S. Geological 

Survey topographic maps so that ground elevations in the area are known.  
It is recommended you leave a marked map showing areas to be flown and 
the flight plan with ground personnel involved with the flight (fuel truck 
driver, relief flying personnel, etc.). 

c. A review of the regional hazard map; 
d. Weather briefing information from Federal Aviation Administration (FAA), 

including temperature, winds, visibility, and turbulence forecast for the area; 
e. The pilot computing and discussing density altitudes, aircraft gross weight, 

and aircraft performance; 
f. Emergency procedures and emergency equipment on board the aircraft, 

including radio or AFF procedures, PLB location, satellite phone use, first 
aid gear, etc.; and 

g. Coordination of radio frequencies and operational ability. 
 

D. Radio Communications 
 

1. On-Board Aircraft Radio 
 All aircraft under Department rental agreement(s) shall have an on-board, 

VHF/FM-capable radio with Idaho Department of Fish and Game, U. S. Forest 
Service, Bureau of Land Management, local sheriff’s office frequencies, and/or 
other appropriate flight-following frequencies such as Idaho State 
Communications (155.280 Mhz (F2) as primary and 155.340 Mhz (F1) as a 
backup).  This on-board radio will be used for flight-following services. 

 
2. Portable Radios 
 A Department portable radio will be carried on each low-altitude flight.  

Although the Department now requires satellite phones on all flights, the radio 
may assist ground searchers or direct ground to air communications that 
cannot be achieved with satellite phones.  Each portable radio will be 
programmable and carry a minimum of the Department frequencies and be 
capable of using Department repeaters.  These radios should, if possible, be 
capable of having the frequencies of other agencies programmed into the 
system.  This would include, where applicable, the U. S. Forest Service, the 
Bureau of Land Management, State Communications, and the local sheriff’s 
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office, etc. Each portable radio will have spare batteries and should be carried 
in a crush-resistant container, if one is available. 

 
3. Personal Locater Beacons (PLB) 
 Department personal emergency locator beacons with GPS will be carried on 

each low-altitude flight; at least one carried by a passenger and a second in the 
emergency kit or carried by another passenger. 

 
 All aircraft under Department rental agreements or contract shall have on board 

a functional PLB. 
 
4.  At least one satellite phone is required on each IDFG fixed wing flight.  On 

helicopter flights, one satellite phone must be carried by a passenger and a 
second must be either carried by another passenger or stowed in the 
emergency kit. 

 
F. Automated Flight Following (AFF)  
       

           AFF is now the Department standard and should be incorporated on all flights 
when possible. 

  
     There are two types of flight following:  
 Automated Flight Following (AFF) is a satellite/web-based system. The dispatcher 

can “see” an aircraft icon on a computer screen and view, real time; its location, 
speed, heading, altitude, and flight history.    

 
 Radio Check-in / Check-out flight following requires verbal communication via radio 

at least once every 30 minutes.  Automated flight-following requires the dispatcher 
to check the computer screen at least once every 30 minutes in lieu of a verbal 
check-in.  The dispatcher logs the aircraft call sign, location, and heading at each 
check-in (radio or computer). 

 
 NOTE: An agreement between the pilot and dispatcher must be made on which 

type of flight following will be used, preferably by phone 10-15 minutes prior to 
takeoff, but may be done via radio if a telephone is not available or operational 
(contact by radio is discouraged unless it is the only option). Radio procedures will 
be used along with AFF the first time an AFF unit is used in an aircraft.  AFF must 
be used when equipment is available and functioning for flight following when 
using a helicopter, and is preferred for fixed wing flights. 

 
1. Automated Flight Following (AFF) reduces the requirement to “check in” via 

radio every 30 minutes, and provides the dispatcher with information on the 
flight, airspace, and other data pertinent to the flight.  This reduces pilot and 
observer workload, clears overloaded radio frequencies, and provides the 
dispatcher with much greater detail and accuracy on aircraft location and flight 
history. 

 
a. Requirements to Use AFF: 
 

1) Procedures for flight requests and flight plans etc., are the same as 
radio check-in procedures.   

2) The aircraft must be equipped with the necessary hardware (transmitter 
and antenna). 
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3) The dispatch office responsible for the flight following must have a 
computer connected to the Internet immediately available to them in the 
dispatch office.  Dispatch office(s) responsible for flight following shall be 
staffed for the duration of the flight. 

4) Training: The flight following dispatcher must have a working knowledge 
of the AFF program (Webtracker) and must have a current username 
and password for the AFF system.  

5) Automated Flight Following does NOT reduce or eliminate the 
requirement for aircraft on mission flights to have FM radio capability, 
and for the aircraft to be monitoring appropriate radio frequencies during 
the flight. 

 
b. Procedures for Using AFF : 
 

1) When a user requests flight following from a dispatch office, parties 
must agree at least 48 hours in advance of expected flight, and then 
again 10-15 minutes in advance of departure, that AFF will be used. 

2) The following information must be communicated to the dispatch office: 
tail number, aircraft type, departure point and route of flight, people on 
board, purpose of flight, radio frequencies to monitor, known flight 
hazards, fuel status, etc. (no change from radio check-in procedures). 

3) The dispatch office must log on to the AFF web site (www.aff.gov), verify 
that the aircraft icon is visible on the screen, and be able to quickly 
monitor this page at any time during the flight. 

4) When aircraft is initially airborne, a radio call must be made to the flight 
following dispatch office stating “Nxxxx off (airport or helibase name) 
AFF”, dispatch office shall respond “Nxxxx, (dispatch call sign) AFF”.  
This is required to positively verify that both the aircraft and the dispatch 
office are using AFF, radios are operational, and that the dispatcher can 
“see” the aircraft on the computer screen.  If there is a problem at this 
point, revert to normal radio 30 minute check-in procedures until the 
problem is resolved. 

5) The dispatch office then sets a 30 minute timer and, at a minimum, 
monitors the computer at 30 minute intervals for the duration of the 
flight. 

6) When the aircraft has completed the flight and landed, the pilot or 
passenger (observer, Chief of Party, ATGS, etc.) must contact the 
dispatch office via radio or telephone informing them that they are on the 
ground. It is the responsibility of the primary observer or Fish and Game 
flight leader to make sure this call is made. 

 
c. Procedures for Pilot/Primary Observer: 
 
 1) Contact dispatch with request to use AFF (preferably via phone at least 

10-15 minutes prior to flight). 
 2) Provide Dispatch with appropriate flight information (same as procedure 

as for radio check-in as per IDFG flight manuals). 
 3) Whether dispatch agrees to monitor using AFF or radio flight following, 

assure appropriate FM frequencies and tones will be monitored during 
flight and then brief dispatch on radio call procedure you will use and 
what response is expected (this should not differ from IDFG radio flight 
following manual and policy). 
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 4) Shortly after take off, contact dispatch via radio stating “Nxxxx off 
(airport or helibase name) AFF”. 

 5) If radio contact is not made with dispatch office, return to 
airport/helibase. 

 6) If radio contact is made, and AFF is verified by dispatch office, monitor 
assigned frequencies, for duration of flight  

 7) If a deviation from planned and briefed flight route occurs, contact 
dispatch office via radio with the change. 

 8) If AFF capability is lost at the dispatch office, or the signal is lost during 
the flight, flight following will revert to 30 minute radio check-in 
procedures. 

 9) Monitor the appropriate radio frequencies at all times during the flight. 
 10) It is very important to inform dispatch upon landing that you are on the 

ground each and every time you land.  Also, dispatch must be told when 
you have terminated the flight and flight following. 

 
d. Procedures for Aircraft Dispatcher: 
 

1) When AFF is requested, ensure AFF program access is available and 
request standard flight information from the pilot/Chief of Party (COP).  
Document using existing dispatch forms and logs. 

2) Provide pilot/observer with appropriate frequencies to monitor during the 
flight (Dispatch frequency, National flight following, etc.).  Ensure these 
frequencies are monitored during duration of flight. 

3) Brief with pilot/observer on radio calls expected and responses you will 
provide (these should be similar to the IDFG flight following policy and 
manual).  

4) Check AFF system to ensure icon for the aircraft is shown. 
5) Shortly after take off, pilot/COP will call via radio stating “Nxxxx off 

(airport or helibase name) AFF”. Check aircraft Icon color and verify time 
and date. Respond to the radio call, stating “Nxxxx, (dispatch call sign) 
AFF”.  

6) Keep the AFF system running on your computer during the entire flight.    
7) Set 30 minute timer, and check flight progress as appropriate during the 

flight.  Document using existing forms and logs.  
8) If the icon turns RED, it means the signal has been lost.  Immediately 

attempt contact with the aircraft via radio and follow normal lost 
communication, missing aircraft, or downed aircraft procedures as 
appropriate.  IDFG flight following manual has procedure and phone 
numbers to use to initiate response. 

9) If radio contact is made after a lost signal, flight will continue using 30 
minute radio check-ins for flight following until AFF is resumed. 

 10) Use same procedure if computer system goes down during flight. 
 
V. SAFETY EQUIPMENT 
 
All equipment used for flying and flight safety must be inspected for any defects, 
deficiencies, or compliance with policy on a monthly basis.  Any deficient equipment that 
will interfere with flight safety will be noted and repaired or replaced by the regional flight 
safety officer. 
 

A. Clothing 
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	2. Select observers.
	(a) Qualified to collect necessary biological information,
	(b) Have completed low altitude flight safety training,
	(c) Are knowledgeable in the use of ELT’s, satellite phones, GPS units, IDFG radios, and other specialized equipment as necessary.
	3. Prepare a flight plan and maps of the area to be flown.
	The flight plan will include at least:  
	(a) Name and phone number of the aircraft contractor,
	(b) Pilot’s name, 
	(c) Make/model of aircraft,
	(d) Aircraft Identification number (N#),
	(e) Color of the aircraft, 
	(f) Radio frequencies that will be used to flight-follow and other frequencies programmed into the aircraft radio,
	(g) List of observer’s names,
	(h) Phone number of the primary and secondary on-flight satellite telephones, 
	(i) Brief summary of the area that you plan to fly,
	(j) Approximate duration of the flight, 
	(k) Point of departure and the final point of arrival,
	(l) Locations of refueling stops (if any), 
	(m) County(ies) you will be flying in, and
	(n) Detailed maps of the areas to be surveyed, including outlined subunits or drainages to be surveyed.
	4. Make arrangements for either AFF or personnel flight-following.
	(a) Must be done at least two days prior to conducting the flight.  Regional Supervisors must approve any flight scheduled with less than two days notice.
	(b) Discuss your flight plans and flight-following procedures with the person or agency that will be doing the flight-following.
	(c) Send a copy of your flight plan and maps of the area where your work is planned to the person or agency doing the flight-following.
	(d) If Department personnel are conducting flight-following, they must be well trained in their responsibilities and have a copy of this procedure manual with them while flight-following.
	(e) Check-ins must be documented and provide enough information so the aircraft can be easily located if it is overdue or missing.  Fire dispatch prefers that locations be in latitude-longitude and bearing in degrees.  Additional information such as the drainage you are flying in and the estimated time you will be in the immediate area can also be included in your location information.  “The time required to rescue a survivor is directly related to how accurately your position can be determined.  If you have filed a flight plan, stayed on course, and updated your progress with frequent position reports, your chance of rescue is greatly enhanced.”  (NFES 1373 page 15)
	5. If the flight operations occur in any military training area or travel route, contact the appropriate military scheduling officer to schedule your flight activity a minimum of 2.5 hours before flying in the area (preferably a day in advance) to avoid conflict with military training flights.  
	Area
	Military
	Route
	Route

	Sections
	Phone

	Number
	No military routes in the Clearwater Region.
	Consult Great Falls Sectional Aeronautical Chart for details on IR and VR routes.
	6. Discuss your flight plans with the pilot, the purpose of the flight and the flight-following procedures that will be used.  Tell the pilot of any flight hazards that you know occur in the area and unpredictable environmental conditions (turbulent winds, clouds/fog, etc.) that have been experienced in the area on previous flights.
	7. If flight-following will involve more than one agency, establish with each agency how flight-following will be transferred from one jurisdiction to another jurisdiction.  Identify all jurisdictions, who will be the contact person, the telephone number(s) at each jurisdiction and radio frequency(ies) that each jurisdiction will use.
	FLIGHT-FOLLOWING RESPONSIBILITIES FOR DEPARTMENT PERSONNEL
	Your primary responsibility is to maintain contact with aircraft conducting low altitude surveys and having enough information to initiate an effective search and rescue effort if you cannot contact the aircraft 30 minutes after its last scheduled report.Before the Flight
	1. The responsibilities of flight-following are your primary responsibility.  If any other tasks start to interfere with this responsibility, immediately have someone else take over those tasks.
	2. Review the contents of this manual.
	3. Make sure that you have a properly completed flight plan from the person responsible for conducting the flight.
	4. Make sure that you have a Flight-Following Log form with all the necessary information and that you know how to record the necessary information.
	5. Discuss check-in procedures including time and locations, how flight locations will be reported (drainages and mountains, subunits, UTM’s, latitude-longitude, etc.).
	6. Verify the radio frequency(ies) that will be used.
	7. Verify that you will you contact the aircraft at intervals of 30-minutes or less when the aircraft is airborne.
	8. Discuss how contact will be conducted during the periods when the aircraft has landed (e.g. refueling, forced environmental landings, etc.).
	9. If flight-following responsibilities will be transferred from, or to, another agency, establish how transfer will be done, identify all jurisdictions, who will be the contact person, the telephone number(s) at each jurisdiction and radio frequency(ies) that each jurisdiction will use.
	10. Discuss how the flight plan and flight-following will be closed.
	11. Know what procedure to follow if contact is lost with the aircraft (who to contact and what your responsibilities are; see page 6).
	During the Flight

	1. Record the information received from the aircraft:
	(a) Time,
	(b) Subunit, drainage, or location and direction of travel,
	(c) Any comments from the aircrew.
	2. The aircrew will contact you whenever they move into a new subunit or drainage.
	3. Initiate contact with the aircraft at least every 30 minutes.
	4. Repeat process until the flight is terminated for the day.
	If you get no response from the aircrew at the scheduled check time:
	1. Attempt to contact the aircraft every five (5) minutes.
	2. Contact refueling truck (if any).
	3. Determine the location of the last known area (subunit, drainage, etc) being surveyed.  The latitude/longitude of the area is best; if not available, find landmark, drainage, etc. 
	(example:  44 degrees 5 minutes north, 115 degrees 47 minutes west;  Drainages on the north side of South Fork Payette River between Danskin Creek and Big Pine Creek; 9 miles east of Crouch.  It is best if you can have all three descriptions of the survey area.)
	4. Determine the direction of survey work, location of takeoff (refueling?) and planned landing.
	(example:  The helicopter took off from the U.S.Forest Service heliport at Garden Valley and was scheduled to return to that site.  The survey helicopter was working from south to north in the survey area.)
	5. If aircraft is contacted within 30 minutes, determine reason for lack of contact and proceed with survey.
	If you do not regain contact with the aircraft within 30 minutes of the last scheduled check time, IMMEDIATELY initiate search and rescue efforts.
	EMERGENCY NOTIFICATION PROCEDURES
	1. Contact the Idaho Department of Transportation, Bureau of Aeronautics, at 208-334-8775 during business hours or 208-632-8000 after hours.  Provide them with information on the aircraft, personnel on board, takeoff and landing sites, and last known locations.
	2. Contact the sheriff of the county where the accident occurred (phone numbers on page 10).
	3. Contact Regional Flight Safety Officer, Jay Crenshaw, (office 799-5010; home phone: 743-5437; cell:  791-4476), and/or Jim White, (office: 799-5010; home phone: 798-1679; cell:  791-2494)
	4. Contact Regional Supervisor, Dave Cadwallader, (office: 799-5010; home phone: 746-0067; cell:  791-8187)
	5. Notify other emergency search organizations as needed in this region (Clearwater, Idaho, Latah, Lewis or Nez Perce County Sheriff’s office for “search and rescue” operations).
	6. Remain available to provide information as required.
	The most important contact is with the Bureau of Aeronautics.  Contact them first.  Remaining contacts can be made in any order.  
	Radio Frequencies
	ALPHA
	TX
	TONE
	RX
	TONE
	AGENCY
	LOCATION
	 
	IDFG
	Cottonwood
	151.385
	100
	159.33
	94.8
	IDFG
	Cottonwood Butte/Grangeville
	Moscow
	151.385
	114.8
	159.33
	97.4
	IDFG
	Moscow Mountain/Latah County
	Castle
	151.385
	127.3
	159.33
	103.5
	IDFG
	Castle Butte/Lochsa
	Cold Springs
	151.385
	136.5
	159.33
	107.2
	IDFG
	Cold Springs/Riggins
	Teaken
	151.385
	151.4
	159.33
	110.9
	IDFG
	Teaken Butte/Orofino
	Pilot Knob
	151.385
	118.8
	159.33
	123
	IDFG
	Pilot Knob/Elk City
	FG C-C
	159.315
	100
	159.315
	100
	IDFG
	Car-To-Car
	 
	County Sheriff Offices
	Nez Perce County Sheriff's Office
	NPCSO Teaken
	159.045
	179.9
	155.595
	 
	NezPerce Co. S.O.
	Teaken Butte/Southwick
	NPCSO Lewiston
	159.045
	156.8
	155.595
	 
	NezPerce Co. S.O.
	Lewiston
	NPCSO C-C
	155.595
	167.9
	155.595
	 
	NezPerce Co. S.O.
	Car-to-Car
	NPCSO Cottonwood
	159.045
	192.8
	155.595
	 
	NezPerce Co. S.O.
	Cottonwood/Grangeville
	Latah County Sheriff’s Office
	LCSO Moscow Mtn.
	158.775
	103.5
	155.820
	186.2
	Latah Co. S.O.
	Moscow Mountain/Latah County
	LCSO McGary
	158.775
	136.5
	155.820
	186.2
	Latah Co. S.O.
	LCSO J/K Mtn.
	158.775
	186.2
	155.820
	186.2
	Latah Co. S.O.
	LCSO Genesee
	158.775
	88.5
	155.820
	186.2
	Latah Co. S.O.
	Genesee/Latah County
	LCSO Teaken
	158.775
	123.0
	155.820
	186.2
	Latah Co. S.O.
	Teaken Butte/Orofino
	LCSO Bald Mtn.
	158.775
	203.5
	155.820
	186.2
	Latah Co. S.O.
	Bald Mtn.
	 
	Idaho County Sheriff's Office
	ICSO Highcamp
	156.015
	131.8
	154.115
	 
	Idaho County S.O.
	Mt. Idaho/Grangeville
	ICSO Pilot Knob
	156.015
	146.2
	154.115
	 
	Idaho County S.O.
	Pilot Knob/Elk City
	ICSO Castle
	156.015
	88.5
	154.115
	 
	Idaho County S.O.
	Castle Butte/Lochsa
	ICSO Cold Springs
	156.015
	127.3
	154.115
	 
	Idaho County S.O.
	Cold Springs/Riggins
	ICSO C-C
	154.725
	 
	154.725
	 
	Idaho County S.O.
	Car-To-Car
	 
	Clearwater County Sheriff's Office
	CCSO Bald Mtn.
	158.925
	146.2
	155.955
	146.2 
	Clearwater Co S.O.
	Weippe/Pierce
	CCSO C-C Main
	155.955
	146.2
	155.955
	 
	Clearwater Co S.O.
	Primary Car-To-Car
	CCSO C-C Sec
	155.775
	146.2
	155.775
	 
	Clearwater Co S.O.
	Secondary Car-To-Car
	CCSO Teaken
	159.090
	167.9
	154.875
	 
	Clearwater Co S.O.
	Orofino
	CCSO Norton Knob
	158.8875
	141.3
	155.025
	141.3
	 
	Forest Service
	Nez Perce National Forest
	NF 1
	169.950
	 
	169.950
	 
	USFS-Nez Perce
	Elk City/Red River RD
	NF 2
	169.125
	 
	169.125
	 
	USFS-Nez Perce
	Slate Cr./Clearwater RD
	NF 3
	168.675
	 
	168.675
	 
	USFS-Nez Perce
	Moose Cr/Fenn RD
	 
	Clearwater National Forest
	CF Bear Mtn
	172.375
	136.5
	171.575
	 
	USFS- Clearwater
	Bear Mtn/Mid. Lochsa
	CF Diablo
	172.375
	131.8
	171.575
	 
	USFS- Clearwater
	Diablo/Upper Lochsa/Elk Summit
	CF Junction
	172.225
	167.9
	170.5
	 
	USFS- Clearwater
	Junction Mtn/Mid. N. Fork
	CF Eagle Pt
	172.225
	103.5
	170.5
	 
	USFS- Clearwater
	Eagle Pt/Canyon Cr.
	CF Gold hill
	172.225
	156.7
	170.5
	 
	USFS- Clearwater
	Gold hill/ Palouse 
	CF Elk Butte
	172.225
	110.9
	170.5
	 
	USFS- Clearwater
	 
	Elk butte/Elk river
	CF Osier Ridge
	172.225
	123
	170.5
	 
	USFS- Clearwater
	 
	Osier/Kelly cr
	CF EDir
	171.575
	110.9
	171.575
	 
	USFS- Clearwater
	East Car-To-Car, Powell
	CF NDir
	170.5
	146.2
	170.5
	 
	USFS- Clearwater
	North Car-To-Car, North Fork/Palouse
	CF SDir
	173.7625
	110.9
	173.763
	 
	USFS- Clearwater
	South Car-To-Car, Pierce/Lochsa
	 
	Hells Canyon NRAA
	HC Look
	164.025
	131.8
	166
	 
	Hells Canyon NRAA
	Lootout Pt/Hells Canyon
	HC Somr
	164.025
	127.3
	166
	 
	Hells Canyon NRAA
	Somers Pt/Hells Canyon
	HC C-C
	164.9625
	 
	164.963
	 
	Hells Canyon NRAA
	Car-to-Car/Hells Canyon
	 
	Bitterroot National Forest
	BF Hell
	169.975
	 
	169.175
	 
	USFS-Bitterroot
	Hells Half Acre, Nez Perce Pass, Upper Selway
	BF Spot
	168.150
	156.7
	168.750
	 
	USFS-Bitterroot
	Spot Mtn, Selway
	 
	Miscellaneous
	MtFWP
	155.925
	 
	155.925
	 
	Montana FWP
	Bitterroot Valley
	Gypo
	 
	 
	151.925
	 
	Private Loggers
	Receive Only - Lolo Pass, Upper Lochsa
	BLMCot
	163.025
	162.2
	164.525
	 
	BLM
	Cottonwood Butte/Eagle Creek
	WX
	 
	 
	162.550
	 
	NOAA
	Winchester Grade
	StateComF2
	155.280
	 
	155.280
	 
	Idaho State EMS
	Moscow Mtn./Castle Butte/ Culdesac/Cottonwood/ Cold Springs
	PHONE NUMBERS
	BUSINESS HOURS
	AFTER HOURS
	IDAHO TRANSPORTATION DEPT.,   BUREAU OF AERONAUTICS
	800-426-4587
	208-334-8775
	800-632-8000
	208-846-7610
	IDAHO STATE COMMUNICATIONS
	EMS
	208-846-7610
	800-632-8000
	208-846-7610
	800-632-8000
	FAA FLIGHT SERVICE STATION
	1-800-992-7433 
	IDAHO FISH AND GAME
	OFFICE
	Home
	CELL PHONE
	Dave Cadwallader
	208-799-5010
	208-746-0067
	208-791-8187
	Frances Cassirer
	208-799-5010
	208-798-0903
	208-413-8888
	Jay Crenshaw
	208-799-5010
	208-743-5437
	208-791-4476
	Mike Dafoe
	208-799-5010
	208-310-6168
	208-669-1024
	George Fischer
	208-935-4285
	208-983-3034
	208-790-2094
	Clay Hickey
	208-799-5010
	208-798-0301
	208-791-3875
	Mark Hill
	208-799-5010
	208-746-1122
	208-791-7741
	Roy Kinner
	208-983-2511
	208-983-2511
	208-983-8443
	Dave Koehler
	208-799-5010
	208-798-1909
	208-791-3874
	Sam McNeill
	208-799-5010
	208-743-0896
	208-631-5272
	John Nelson
	208-799-5010
	208-285-3623
	208-717-7155
	George Pauley
	208-935-4281
	208-935-7504
	208-790-0866
	Jim Roll
	208-926-7948
	208-983-1403
	208-983-8843
	Danielle Schiff
	208-799-5010
	208-836-5506
	208-755-6825
	Tom Schrempp
	208-799-5010
	208-290-7508
	208-290-7508
	Roger Westfall
	208-935-2513
	208-935-2184
	208-791-5068
	Jim White
	208-799-5010
	208-798-1679
	208-791-2494
	Larry Wilmott
	208-842-2300
	208-842-2300
	Pete Zager
	208-799-5010
	208-743-1446
	208-413-2504
	Satellite Phones
	Jay Crenshaw
	881-6-4147-8259
	Paul Christensen
	254-377-2923
	Jake Gelineau
	881-6-5142-0280
	George Fischer
	254-381-3539
	Clay Hickey
	881-6-2242-6860
	Jim Roll
	254-377-4814
	Dave Koehler      
	881-6-4147-8258
	Roger Westfall
	254-460-9203
	George Pauley     
	881-6-5142-0279
	Larry Wilmott
	254-377-4813
	SEARCH AND RESCUE
	Nez Perce County
	208-799-3131 Dan Leachman cell 208-791-7715
	Idaho County
	208-983-1100
	Lewis County
	208-937-2447
	Latah County
	208-883-3172
	Clearwater County
	208-476-4521
	COUNTY SHERIFF OFFICES
	OFFICE
	DISPATCH
	Nez Perce County
	208-799-3131
	208-799-3131
	Idaho County
	208-983-1100
	208-983-1100
	Lewis County
	208-937-2447
	208-937-2447
	Latah County
	208-882-2216
	208-882-2216
	Clearwater County
	208-476-4521
	208-476-4521
	FOREST SERVICE
	OFFICE
	Nez Perce National Forest
	208-983-1950
	Clearwater National Forest
	208-476-4541
	Bitterroot National Forest
	406-363-7100
	Hells Canyon NRA-Clarkston
	509-758-0616
	Hells Canyon NRA-Riggins
	208-628-3916
	BLM
	OFFICE
	Cottonwood
	208-962-3245
	Contractors / Helicopters
	OFFICE / CONTACT
	Panhandle Helicopter 
	208-772-3562 Contact Jon Hubof
	Hillcrest Aircraft Co.
	208-746-8271 Contact Gale Wilson
	Leading Edge Aviation
	509-243-4001 Contact Jim Pope
	CONTRACTORS / FIXED WING
	OFFICE / CONTACT
	INTERSTATE AVIATION
	509-332-6596 Contact Doug Gadwa
	Orofino Aviation
	208-476-4714 Contact Dave Petit
	OTHER
	MT. Dept. Fish, Wildl. & Parks
	OFFICE
	Missoula
	406-542-5500
	TELEPHONE NUMBERS
	FLIGHT PLAN FORM
	FLIGHT INFORMATION AND CONTACTS
	Idaho Department of Fish and Game

	DATE
	AIRCRAFT CONTRACTOR
	TELEPHONE #
	AIRCRAFT TYPE
	PILOT NAME
	AIRCRAFT #
	COUNTY
	AIRCRAFT COLOR
	OBSERVERS 
	ONBOARD PRIMARY
	SATELITE PHONE
	ONBOARD SECONDARY
	SATELITE PHONE
	FLIGHT FOLLOWING RESPONSIBILITY:
	AGENCY NAME
	CONTACT PERSON
	CONTACT PHONE
	PRIMARY 
	RADIO FREQUENCY
	OTHER
	RADIO FREQUENCIES
	SHERIFF PHONE#
	DEPARTURE POINT
	FINAL POINT
	APPROXIMATE DURATION OF FLIGHT:
	GENERAL FLIGHT PLAN    [ Including counties to be flown in and location of refueling stops]                                                                                                      
	FLIGHT FOLLOWING FORM
	FLIGHT-FOLLOWING LOG
	Idaho Department of Fish and Game

	DATE  ________________   NAME ______________________________   PAGE __________
	TIME
	TIME NEXT
	CONTACT
	LOCATION AND PASSENGERS

	(Note refuel time and location plus any changes in passengers for each flight segment.)
	IDAHO DEPARTMENT OF FISH AND GAME
	Policy No.: A-17.04
	Policy Title: CHARTER OR RENTED AIRCRAFT AND PILOTS OPERATING REQUIREMENTS AND LOW ALTITUDE AIRCRAFT
	PROCEDURES AND SAFETY POLICY
	Revision Date: February 1, 2007 
	I.   PURPOSE:
	This policy is established to provide guidance and direction to all employees engaged in low-altitude flying required by Department programs involving, but not limited to, wildlife surveys, radio tracking, animal capture/transporting, redd counts, and high mountain lake fish planting.  Low-altitude flights, for the purpose of this policy, include all flights, both fixed wing and helicopter, where work is performed below 500 feet above ground level.
	The policy covers the basic aspects required in the procurement of aircraft/pilot services, accepted safety precautions, and the use of safety apparel and equipment.  The safety equipment and apparel are not required to be used by employees when the flight is not low altitude in nature and is for transporting personnel only between two specific terminal points.  This policy does not include enforcement night flying.
	Close adherence to this policy will assure optimum safety for both employees and aircraft operators and minimize potential liability claims against the Department.
	Willful disregard of any portion of this policy will be grounds for disciplinary action up to and including dismissal.  All employees who fly must review this entire policy A-17.04, and sign form (Appendix C).  No employee will be allowed to fly until this memo is signed and in the possession of his/her supervisor.
	 A.  General Requirements
	 All aircraft operations involving the transportation of passengers from point to point, both intrastate and interstate, in any aircraft operated by the State of Idaho, shall be according to all applicable rules set forth in Federal Aviation Regulation, 14 CFR part 135 ("FAR").  State-employed pilots shall meet all training and proficiency requirements of FAR part 135, and state-operated aircraft shall be maintained in accordance with the appropriate parts of FAR part 135.
	 All aircraft operations involving aerial surveys, game counts, aerial photography, and all other aircraft use not involving aerial transportation of state personnel in point-to-point operations in the furtherance of State of Idaho objectives shall meet, at the minimum, the requirements of the rules of 14 CFR part 91.  Further, all charter operations for such activities shall be conducted either in state aircraft operated by the Idaho Transportation Department, Division of Aeronautics, or by duly qualified and certificated air charter organizations.
	 Further, all passenger or freight charter aircraft operations by state agencies will be only by Federal Aviation Administration (FAA) certificated Air Carrier Operators who hold current FAR part 135 or FAR part 121 Air Carrier Operations Certificates and are authorized by appropriate operations specifications to perform the operations for which they have been chartered.
	II. PROCUREMENT OF AIRCRAFT SERVICES
	A. Helicopter Aircraft Services
	1. All helicopter services for census, transport, or capture in which a Department employee flies shall be contracted through the U. S. Department of Interior National Business Center, Aviation Management (AM).  All capture work done by an outside source (non-department personnel) shall be through a state contract.
	2. All helicopters and helicopter pilots utilized by the Department must be carded by AM to perform the flying requirement.  The pilot shall, upon request, present his/her AM pilot card which denotes approval for the planned use.
	 A current Department of Interior aircraft data card (No. OAS-47 for general use or No. OAS-36 for special use) must be displayed in a conspicuous location in the aircraft.
	3. The following categories are considered special-use activities by AM and have pilot and helicopter requirements, in addition to those needed for general use:
	a. Flights with external loads.
	b. All flights below 500 feet above ground level.
	c. Deep snow operations.
	d.   Mountain flying.
	e. Mountainous terrain takeoffs and landings above 5,000 feet density altitude.
	f. Animal marking and capture.
	g. Other:
	  Net-gunning operations,
	  Capture-darting, and
	 Drive-netting
	4. It is the Department employee's responsibility to assure that the pilot and helicopter are carded to perform the flying requirements prior to the flight.
	B. Fixed-Wing Aircraft Services
	1. All fixed-wing aircraft services will be through the Idaho Department of Aeronautics or by the use of price agreements with private operators. The Department will not use AM rental agreements for this service.
	2. The following categories are considered special-use activities for fixed-wing aircraft and pilots and have requirements in addition to those needed for general use.
	a. Airplane operations requiring changes to the airplane that invalidate the standard airworthiness certificate (radio tracking required external antennae)
	b. All flights below 500 feet above the surface, and
	c. Mountainous terrain takeoffs and landings above 5,000 feet density altitude.
	3. It is the Department employee's responsibility to assure that the pilot and fixed-wing aircraft are carded to perform the flying requirements.
	C. Procurement Procedures for Field Personnel
	1. Helicopter Aircraft Services
	a. Employees will complete the front side of the Helicopter Flying Request Form and forward, through their supervisory chain, to the Bureau of Wildlife.  The Bureau of Wildlife will review the request and if approved, assign a flight number.  The Bureau of Wildlife will return the request along with the following procedure for procuring the flight.
	b. Employees then visit the AM website and select a vendor and aircraft model. The website is located at http://www.oas.gov/apmd/seat/seat.htm  At this website employees select the IDFG contractor list and pricing information. Once selected, employees can view aircraft and pricing.  Employees must contact each vendor fitting their needs and discuss the flight. Use the Aircraft Vendor Request form (on reverse of Aerial Flight Record) to complete the estimated cost figures and compute a total estimated cost for each vendor. Include all costs including truck mileage, per diem, etc. If, during the conversation, a vendor says he cannot fly your requirement, document that fact in the comments section. Employees need not complete the cost figures for a vendor who says he cannot fly your requirement. Rates are established by bid or federal rule and are not negotiable.
	c. After completion of all cost figures, employees must call the lowest cost vendor and schedule the flight. Complete the "Vendor Selected" block, sign and date the form. Any time a vendor other than the lowest cost vendor is selected, the circumstances must be fully justified in the comments section of the form.
	d. When the flight is completed, the vendor will prepare the OAS 23 Form. Employees  must complete the areas as follows:
	1) Billee Code: 91 WO 
	2) User Organization and Charge Code: Flight Number and PCA 
	3) Signed Received: Employees Initials.
	4) Certification: Signature, Printed Name, Agency, etc.
	e. In order to improve the speed at which the vendor gets paid, send the signed white copy directly to AM.  You may ask the vendor to forward the signed white copy to AM, but this may delay payment. Send yellow copy of the OAS 23, Aerial Flight Record Form BA-42, and Aircraft Vendor Request forms to the Wildlife Bureau. Keep a copy for your records. In an emergency, requests may be faxed, emailed, or handled by phone, with the written documentation to be prepared later.  
	2. Fixed-Wing Aircraft Services
	Continue to use current price agreements for securing fixed-wing aircraft services.  Employees will select a vendor from the file of the approved and current Flying Price Agreements.  If more than one vendor is available with the type of aircraft needed and a qualified pilot, then the vendor with the lowest expected cost, considering per hour cost and ferry time, will be selected.  It is the employee’s responsibility to determine that any pilot used is qualified for the specific type of flying to be done.
	An aerial flight record, Form BA-42, must be prepared for all flights and submitted to the Bureau of Administration with the invoice.  In addition, Department personnel using their personal aircraft for Department travel must prepare the aerial flight record and attach to their travel expense claim, Form DA-10.
	III.  FLIGHT SAFETY OFFICERS--INSTRUCTORS, AND FLIGHT SAFETY TRAINING 
	 Flight Safety Officer Appointments
	A. A regional flight safety officer will be appointed for each region/subregion by the respective regional supervisor.  The chief of the Bureau of Wildlife will appoint a flight safety officer to serve in the Bureau of Wildlife and serve as statewide flight safety officer.  The flight safety officers and flight safety instructors (see III. D) will comprise the Department's Aircraft Safety Committee.  
	B. The statewide flight safety officer's primary function is to coordinate the Department's aircraft safety program with the regional flight safety officers and flight safety instructors. 
	C. The regional flight safety officers’ primary functions include:
	1. Monitoring compliance with the aircraft safety policy at regional level.
	2. Assuring regional contact for all aerial search and rescue operations for Department employees.
	3. Assuring regional liaison with agencies performing flight-following services.
	4. Coordinating the use and maintenance of all Department-owned and issued safety apparel and equipment.
	5. Identifying local pilots and aircraft requiring AM certification and coordinating with the appropriate bureau.
	6. Developing the regional aircraft hazard map.
	7.  Assuring the regional flight safety manual is current with all emergency phone numbers and protocol.  
	D. Flight Safety Instructors
	1. Flight Safety Training Instructors (FSTIs) will be appointed by the chief of the Bureau of Wildlife.  FSTIs will be certified by AM to instruct the B-3 module of aircraft safety.  FSTIs will provide annual B-3 module training classes.  These classes will be coordinated with the statewide flight safety officer.
	2. The trainers will post and track their respective classes on the Interagency Aviation Training website at http://iat.nifc.gov.
	3. Trainers must coordinate with the statewide flight safety officer for any additional training, such as net gunning, darting, hover landing training, etc. to assure compliance with AM and Department requirements.
	4. Trainers will work with regional flight safety officers to assure equipment needs, training needs, and other flight requirements are adhered to.
	E. Flight Safety Training
	1. Employees who will be flying in low-elevation helicopter or fixed-wing aircraft for any Department work are required to take the in-person flight safety training (B3 Certification) every 3rd year; the in-between years require computer training located at: http://iat.nifc.gov/.  Employees need to complete modules A-101, 105, 106, 108, and 113, and take the tests at the end of each.  Employees must let their regional flight safety instructor and/or supervisor know that they have completed the training.
	2. In addition to the above flight safety training requirements, each employee who will be flying must read this Flight Policy 17.04 in its entirety and sign the certification that they have read and understood the policy (Appendix C).  This certification memo must be documented and forwarded to their supervisor and regional flight safety officer.
	IV. COMMUNICATIONS AND FLIGHT PLANNING
	A. Flight-Following Service
	1. For all low-altitude flights, the Department employee in charge of the flight will arrange for flight-following services.  Flight-following services can usually be arranged through the local Forest Service or Bureau of Land Management offices, county sheriff’s offices or Regional IDFG office. Idaho State Communications in Meridian can provide 24hour/7day a week flight following availability by either Radio Check-in/Check-out flight following or through the use of the Automated Flight Following (AFF).  Flight-following services should be coordinated through the region/bureau flight safety officer.  Flight following is a check-in procedure, whereby radio contact and aircraft position are established at least once every 30 minutes.  
	2.  A flight plan containing the following information must be communicated to the flight follower at least 15 minutes prior to takeoff: whether the flight is AFF or radio check-in, tail  number, aircraft type, departure point and route of flight, people on board, purpose of flight, radio frequencies to monitor, fuel status, etc. 
	           3.   Flight follower must be contacted when taking off and at least every 30 minutes following, or whenever a major change in flight location is taking place.  Flight follower must be informed of every landing and takeoff unless other arrangements have been made.  Flight follower must be contacted when flight is terminated. If the aircraft fails to make contact within one-half hour of the scheduled time, the flight-following service will initiate a search and rescue operation by notifying Idaho State Communications at (800) 632-8000. Idaho State Communications will page the Idaho Department of Transportation, Aeronautics Division and follow procedures listed in regional flight manuals.
	B. Flight Plan
	 A verbal flight plan of your scheduled flight will be provided to the flight-following agency for all flights.  A written flight plan and maps of the sub-units should be left with the flight-following service.  Digitized maps or software with unit boundaries should be made available for use by flight followers instead of hard copies if they are available.  Idaho State Communications has these maps.
	C. Pilot-Observer Briefing
	1. The Department employee in charge will initiate a discussion of the mission requirements and safety procedures prior to going out to the aircraft.  This is an excellent flying safety procedure and is a firm requirement, regardless of the number of times the mission has been flown previously.
	2. The briefing and discussion should include:
	a. Mission requirements and objectives and flight-following procedures;
	b. Area to be flown.  Use sectional aeronautical charts or U. S. Geological Survey topographic maps so that ground elevations in the area are known.  It is recommended you leave a marked map showing areas to be flown and the flight plan with ground personnel involved with the flight (fuel truck driver, relief flying personnel, etc.).
	c. A review of the regional hazard map;
	d. Weather briefing information from Federal Aviation Administration (FAA), including temperature, winds, visibility, and turbulence forecast for the area;
	e. The pilot computing and discussing density altitudes, aircraft gross weight, and aircraft performance;
	f. Emergency procedures and emergency equipment on board the aircraft, including radio or AFF procedures, PLB location, satellite phone use, first aid gear, etc.; and
	g. Coordination of radio frequencies and operational ability.
	D. Radio Communications
	1. On-Board Aircraft Radio
	 All aircraft under Department rental agreement(s) shall have an on-board, VHF/FM-capable radio with Idaho Department of Fish and Game, U. S. Forest Service, Bureau of Land Management, local sheriff’s office frequencies, and/or other appropriate flight-following frequencies such as Idaho State Communications (155.280 Mhz (F2) as primary and 155.340 Mhz (F1) as a backup).  This on-board radio will be used for flight-following services.
	2. Portable Radios
	 A Department portable radio will be carried on each low-altitude flight.  Although the Department now requires satellite phones on all flights, the radio may assist ground searchers or direct ground to air communications that cannot be achieved with satellite phones.  Each portable radio will be programmable and carry a minimum of the Department frequencies and be capable of using Department repeaters.  These radios should, if possible, be capable of having the frequencies of other agencies programmed into the system.  This would include, where applicable, the U. S. Forest Service, the Bureau of Land Management, State Communications, and the local sheriff’s office, etc. Each portable radio will have spare batteries and should be carried in a crush-resistant container, if one is available.
	3. Personal Locater Beacons (PLB)
	 Department personal emergency locator beacons with GPS will be carried on each low-altitude flight; at least one carried by a passenger and a second in the emergency kit or carried by another passenger.
	 All aircraft under Department rental agreements or contract shall have on board a functional PLB.
	4.  At least one satellite phone is required on each IDFG fixed wing flight.  On helicopter flights, one satellite phone must be carried by a passenger and a second must be either carried by another passenger or stowed in the emergency kit.
	F. Automated Flight Following (AFF) 
	           AFF is now the Department standard and should be incorporated on all flights when possible.
	     There are two types of flight following: 
	 Automated Flight Following (AFF) is a satellite/web-based system. The dispatcher can “see” an aircraft icon on a computer screen and view, real time; its location, speed, heading, altitude, and flight history.   
	 Radio Check-in / Check-out flight following requires verbal communication via radio at least once every 30 minutes.  Automated flight-following requires the dispatcher to check the computer screen at least once every 30 minutes in lieu of a verbal check-in.  The dispatcher logs the aircraft call sign, location, and heading at each check-in (radio or computer).
	 NOTE: An agreement between the pilot and dispatcher must be made on which type of flight following will be used, preferably by phone 10-15 minutes prior to takeoff, but may be done via radio if a telephone is not available or operational (contact by radio is discouraged unless it is the only option). Radio procedures will be used along with AFF the first time an AFF unit is used in an aircraft.  AFF must be used when equipment is available and functioning for flight following when using a helicopter, and is preferred for fixed wing flights.
	1. Automated Flight Following (AFF) reduces the requirement to “check in” via radio every 30 minutes, and provides the dispatcher with information on the flight, airspace, and other data pertinent to the flight.  This reduces pilot and observer workload, clears overloaded radio frequencies, and provides the dispatcher with much greater detail and accuracy on aircraft location and flight history.
	a. Requirements to Use AFF:
	1) Procedures for flight requests and flight plans etc., are the same as radio check-in procedures.  
	2) The aircraft must be equipped with the necessary hardware (transmitter and antenna).
	3) The dispatch office responsible for the flight following must have a computer connected to the Internet immediately available to them in the dispatch office.  Dispatch office(s) responsible for flight following shall be staffed for the duration of the flight.
	4) Training: The flight following dispatcher must have a working knowledge of the AFF program (Webtracker) and must have a current username and password for the AFF system. 
	5) Automated Flight Following does NOT reduce or eliminate the requirement for aircraft on mission flights to have FM radio capability, and for the aircraft to be monitoring appropriate radio frequencies during the flight.
	b. Procedures for Using AFF :
	1) When a user requests flight following from a dispatch office, parties must agree at least 48 hours in advance of expected flight, and then again 10-15 minutes in advance of departure, that AFF will be used.
	2) The following information must be communicated to the dispatch office: tail number, aircraft type, departure point and route of flight, people on board, purpose of flight, radio frequencies to monitor, known flight hazards, fuel status, etc. (no change from radio check-in procedures).
	3) The dispatch office must log on to the AFF web site (www.aff.gov), verify that the aircraft icon is visible on the screen, and be able to quickly monitor this page at any time during the flight.
	4) When aircraft is initially airborne, a radio call must be made to the flight following dispatch office stating “Nxxxx off (airport or helibase name) AFF”, dispatch office shall respond “Nxxxx, (dispatch call sign) AFF”.  This is required to positively verify that both the aircraft and the dispatch office are using AFF, radios are operational, and that the dispatcher can “see” the aircraft on the computer screen.  If there is a problem at this point, revert to normal radio 30 minute check-in procedures until the problem is resolved.
	5) The dispatch office then sets a 30 minute timer and, at a minimum, monitors the computer at 30 minute intervals for the duration of the flight.
	6) When the aircraft has completed the flight and landed, the pilot or passenger (observer, Chief of Party, ATGS, etc.) must contact the dispatch office via radio or telephone informing them that they are on the ground. It is the responsibility of the primary observer or Fish and Game flight leader to make sure this call is made.
	c. Procedures for Pilot/Primary Observer:
	 1) Contact dispatch with request to use AFF (preferably via phone at least 10-15 minutes prior to flight).
	 2) Provide Dispatch with appropriate flight information (same as procedure as for radio check-in as per IDFG flight manuals).
	 3) Whether dispatch agrees to monitor using AFF or radio flight following, assure appropriate FM frequencies and tones will be monitored during flight and then brief dispatch on radio call procedure you will use and what response is expected (this should not differ from IDFG radio flight following manual and policy).
	 4) Shortly after take off, contact dispatch via radio stating “Nxxxx off (airport or helibase name) AFF”.
	 5) If radio contact is not made with dispatch office, return to airport/helibase.
	 6) If radio contact is made, and AFF is verified by dispatch office, monitor assigned frequencies, for duration of flight 
	 7) If a deviation from planned and briefed flight route occurs, contact dispatch office via radio with the change.
	 8) If AFF capability is lost at the dispatch office, or the signal is lost during the flight, flight following will revert to 30 minute radio check-in procedures.
	 9) Monitor the appropriate radio frequencies at all times during the flight.
	 10) It is very important to inform dispatch upon landing that you are on the ground each and every time you land.  Also, dispatch must be told when you have terminated the flight and flight following.
	d. Procedures for Aircraft Dispatcher:
	1) When AFF is requested, ensure AFF program access is available and request standard flight information from the pilot/Chief of Party (COP).  Document using existing dispatch forms and logs.
	2) Provide pilot/observer with appropriate frequencies to monitor during the flight (Dispatch frequency, National flight following, etc.).  Ensure these frequencies are monitored during duration of flight.
	3) Brief with pilot/observer on radio calls expected and responses you will provide (these should be similar to the IDFG flight following policy and manual). 
	4) Check AFF system to ensure icon for the aircraft is shown.
	5) Shortly after take off, pilot/COP will call via radio stating “Nxxxx off (airport or helibase name) AFF”. Check aircraft Icon color and verify time and date. Respond to the radio call, stating “Nxxxx, (dispatch call sign) AFF”. 
	6) Keep the AFF system running on your computer during the entire flight.   
	7) Set 30 minute timer, and check flight progress as appropriate during the flight.  Document using existing forms and logs. 
	8) If the icon turns RED, it means the signal has been lost.  Immediately attempt contact with the aircraft via radio and follow normal lost communication, missing aircraft, or downed aircraft procedures as appropriate.  IDFG flight following manual has procedure and phone numbers to use to initiate response.
	9) If radio contact is made after a lost signal, flight will continue using 30 minute radio check-ins for flight following until AFF is resumed.
	 10) Use same procedure if computer system goes down during flight.
	V. SAFETY EQUIPMENT
	All equipment used for flying and flight safety must be inspected for any defects, deficiencies, or compliance with policy on a monthly basis.  Any deficient equipment that will interfere with flight safety will be noted and repaired or replaced by the regional flight safety officer.
	A. Clothing
	Synthetic fabrics will not be worn during aerial surveys except Nomex III flight suits, and clothing.  In the event of fire, other synthetics can melt into the skin and increase severity of burns, even when worn under protective clothing.  Because most Department uniform items are primarily made of synthetics, individuals in flight status are exempt from uniform requirements.
	When conducting low elevation flights, employees should be prepared to survive with only the clothing and equipment they have on their person.  The following apparel items are MANDATORY to be worn on ALL low-altitude flights:
	1. Boots:  Should be all leather or rubber, with no zippers and should reach past the ankle.  Street shoes, tennis shoes, and synthetics (such as jungle boots) are NOT acceptable.  During winter, felt-lined boots ARE acceptable.
	2. Underwear:  Should only be cotton, wool, or cotton-wool blend, Nomex or another non flammable natural fiber material.
	3. Outerwear:  Should also be of either cotton, wool, or cotton-wool blend fabrication or Nomex fire resistant material.  All personnel in the aircraft should be dressed to survive with only the clothing they are wearing.  In winter, this should include heavy coats and wool pants.  Additional clothing (coats, mitts, and hats/caps) should be carried along.
	4. Nomex III Flight Suits:  Department-supplied flight suits can be checked out from the flight safety officer and are required for all helicopter flying.  Only orange colored flight suites may be purchased.  For best protection, the suit should fit loosely, with the pant legs reaching the floor and sleeves reaching to mid-thumb.  The suit should be worn with the sleeves rolled down and fastened over gloves, the legs fastened over boots, and the collar up and fastened.  Frequent fliers (averaging more than 30 hours annually) and individuals who cannot be fitted by standard sizes may purchase personal flight suits, when approved by the appropriate regional supervisor or bureau chief.  
	5. Gloves:  Either Nomex, leather, or wool gloves are acceptable.  
	6. Helmets:  Department-supplied HGU-84 helmets can be checked out from the flight safety officer.  Only HGU-56, SPH-5 and HGU-84 helmets that are in good working condition are authorized for Department flights.  Frequent fliers (averaging more than 30 hours annually) , may purchase personal HGU-84 helmets when approved by the appropriate regional supervisor or bureau chief.  Helmet bags will be provided.
	 Radio adapters to allow these helmets to be used in fixed-wing aircraft are available from the flight safety officer.  All helmet radio equipment must be kept in good working order and be working properly during any flight.
	 The wearing of helmets is optional for fixed-wing aircraft flying but recommended when conducting low elevation flights.
	B. Personal Flotation Devices
	 All occupants shall wear a U. S. Coast Guard Type III-approved personal flotation device when landing or taking off from water or when single engine craft are operating beyond power-off gliding distance from shore.
	C. First-Aid Kit
	 A first-aid kit contained in a waterproof container, supplied by the flight safety officer, is a MANDATORY equipment item on all low-altitude flights.
	D. Survival Kit
	 A survival kit supplied by the flight safety officer is a MANDATORY equipment item on all low-altitude flights. Mandatory contents of the survival kit are listed in Appendix A.  
	E. Personal Survival Equipment
	Employees participating in low elevation helicopter flights should be prepared to survive with only the clothing and equipment they have on their person.   Appendix B contains a list of what equipment is required along with an optional list of equipment. 
	 Items shall NOT be removed from the first-aid or survival kits EXCEPT during emergencies.  IMMEDIATELY report to the flight safety officer all missing, worn, or damaged safety equipment or depleted first-aid supplies. One sleeping bag is required to be included when conducting winter flights.
	F. Seat Belts and Shoulder Harnesses
	 All persons on low altitude flights shall engage and wear seat belts and shoulder harnesses where provided.  Visual check of belts and harnesses should be made to make sure they are in working condition and without defects.
	VI. WEATHER GUIDELINES
	Weather information is available from the FAA by telephone or radio.  You may not be able to obtain an accurate local area forecast, but the general area forecast will help you and the pilot to better estimate local conditions.  Mountain and low altitude flying requires better weather than that required by the FAA for Visual Flight Rules (VFR).  Flights should not be initiated and should be terminated when visibility is less than five miles (three miles for rotary wing) or surface winds are greater than 25 knots (25-30 mph).  Winds greatly increase the hazard of low-altitude operations in mountainous areas.  Low-altitude flights should not be initiated if turbulence is forecast to exceed "light" as defined by the FAA.  When turbulence reaches the point that you are pressed against the seat belt or a loose object would be moved around the cockpit, the flight should be terminated.  During warm weather months, low altitude flights should normally be completed in the early morning or late evening hours to reduce the possibility of turbulence.  In the late fall, winter, and early spring, greater flexibility is possible, but turbulence can be expected to increase later in the day.
	VII. SMOKING AND ALCOHOL RESTRICTIONS
	A. Smoking is prohibited at all times in the aircraft, either on the ground or in flight.  It is further prohibited within 100 feet of any fuel supply or refueling operations.
	B. The Department employee in charge of flying missions shall not engage or allow a flight to proceed if the employee knows that the pilot:
	1. Has consumed alcoholic beverages of any kind within eight hours immediately preceding take-off time;
	2. Is under the influence of alcohol or any drug or substance that will affect the pilot's faculties in any way; or
	3. Has a blood-alcohol content of 0.04 percent or more, by weight.
	VIII. SPECIAL OPERATIONS
	 Net-Gunning, aerial darting, and power- on landings
	A. Normally, net gunning and aerial darting should be done by contracting an outside source, but can be conducted by Department personnel only if the project leader planning the special operation discusses their plans with their regional supervisor, regional flight safety coordinator, bureau chief and statewide flight safety officer well in advance of the project to perform a risk/benefit analysis.
	B. If Department personnel are involved in a net-gunning operation, it must be done through the normal AM selection and training process and it must be pre-approved by the chief of the Bureau of Wildlife following discussions under A above.
	C. If Department personnel are involved in a net-gunning, darting, or special “power-on” landings project, ONLY properly trained and certified personnel shall engage in the operation.  All training must be coordinated through the Statewide Flight Safety Officer months in advance to allow for coordination with AM so training can be accomplished with minimal project delays.
	D. All persons serving as "gunner" shall wear a proper harness (rock-climber type) and tether (cable). 
	E. The cable must be properly secured to the harness and the aircraft by the gunner to prevent accidental ejection of the gunner.
	IX. PASSENGER LOADING
	The number of people on board the aircraft is to be kept at a minimum during low-altitude flights.
	Do not carry more observers than are necessary to accomplish the mission.  
	Sportsmen and other non-Department personnel may not be used as observers unless they are flight safety trained per Department policy, observer trained, and only when unusual circumstances would allow for such, and only when approved by the appropriate regional supervisor, bureau chief, or Director.  Non Department volunteers could be allowed to be transported from point-to-point when needed for a special operation.  In this circumstance, non Department personnel must sign a volunteer form and receive a safety briefing from a B-3 certified flight crew member to ensure they are aware of all safety procedures and equipment before any flight.  A B-3 certified flight crew member must also be on board and/or present when volunteer passengers are loading or unloading.  All volunteer passengers must be attired in the appropriate flight safety equipment.
	Every low-altitude flight should be reviewed by the Department employee in charge to ensure that each individual on board is absolutely essential to the mission, and all proper training, and equipment has been procured.
	X. SURVIVAL
	Unless you are absolutely certain of your capability to walk out from a crash site within a few hours, you should stay at the site of the crash.  Your chances of being found and picked up are far better if you stay at the aircraft.  If you should leave the crash site, always leave a detailed description of the route you are taking.  
	XI. REGIONAL AIRCRAFT HAZARD MAP
	Each region, under the direction of the flight safety officer, shall develop a regional aircraft hazard map showing particular hazards to low-altitude flight operations.  Such items as powerlines and deceptively blind canyons should be included.
	It is important to list all hazards, but the map should take advantage of experience gained from previous low-altitude operations.
	The hazard map should be reviewed by observers and pilot prior to the flight.
	XII. NIGHT FLYING
	Night flying is prohibited, except for enforcement purposes.  Low-altitude flights may be undertaken only between 1/2 hour before sunrise to 1/2 hour after sunset.
	XIII.  REPORTING
	Changes to the Airport and Airway Safety Expansion Act of 1987 removes from the category of "public" aircraft those that are leased by the state for less than 90 consecutive days.  Therefore, accidents or incidents occurring with such leased aircraft must now be reported in the same manner as private aircraft.  This will then place the subsequent investigation under the provisions of the FAA and the National Transportation Board.
	Section 830.5:  Immediate Notification:
	The operator of an aircraft shall immediately and, by the most expeditious means available, notify the nearest National Transportation Safety Board (Board) field office when:
	A. An aircraft accident or any of the following listed incidents occur:
	1. Flight control system malfunction or failure;
	2. Inability of any required flight crew member to perform normal flight duties as a result of injury or illness (this does not include air sickness);
	3. Failure of structural components of a turbine engine, excluding compressor and turbine blades and vanes; 
	4. In-flight fire;
	5. Aircraft collide in flight;
	6. Damage to property, other than the aircraft, estimated to exceed $25,000 for repair (including materials and labor) or fair market value in the event of total loss, whichever is less; and
	7. For large multi-engine aircraft (more than 12,500 pounds maximum certified take-off weight):
	a. In-flight failure of electrical systems, which requires the sustained use of an emergency bus powered by a back-up source such as a battery, auxiliary power unit, or air-driven generator to retain flight control or essential instruments;
	b. In-flight failure of hydraulic systems that results in sustained reliance on the sole remaining hydraulic or mechanical system for movement of flight control surfaces;
	c. Sustained loss of the power or thrust produced by two or more engines; and
	d. An evacuation of an aircraft in which an emergency egress system is utilized.
	B. An aircraft is overdue and is believed to have been involved in an accident.
	 The notification required in Section 830.5 shall contain the following information, if available:
	1. Type, nationality, and registration marks of the aircraft;
	2. Name of owner and operator of the aircraft;
	3. Name of the pilot in command;
	4. Date and time of the accident;
	5. Last point of departure and point of intended landing of the aircraft;
	6. Position of the aircraft with reference to some easily-defined geographical point;
	7. Number of persons aboard, number killed, and number seriously injured;
	8. Nature of the accident, the weather, and the extent of damage to the aircraft, so far as is known; and
	9. A description of any explosives, radioactive materials, or other dangerous articles carried.
	The nearest National Transportation Safety Board field office for Idaho is Seattle, Washington.  The report is to be made on NTSB Form 6120.1/2.  Each aircraft vendor should secure copies of this form for use, if necessary.
	XIV. PRIVATE AIRCRAFT USE REQUIREMENTS
	The following requirements shall apply to all persons flying a private aircraft on state business:
	A. General Requirements:  Any person flying a private aircraft on state business must meet the following qualifications:
	1. Insurance coverage must meet state standards.  Each aircraft will carry at least $1,000,000 bodily injury and property damage liability, combined single limits.  EXCEPTIONS:  Single-engine, fixed-wing airplanes may be insured for a minimum of $500,000 combined single limits with any person’s sub-limits of no less than $100,000.  The “State of Idaho” must be named as an additional insured under the owner or operator’s liability insurance policy.
	2. Pilots must meet the following requirements when acting as pilot-in-command on official state business when not carrying passengers:
	a. Hold at least a current Private Pilot Certificate issued by the FAA, with at least a current third-class medical certificate;
	b. Have logged at least 150 hours of flying time; and
	c. Meet all current requirements for type, category, and class of aircraft being used.
	 3. Pilots must meet the following requirements when acting as pilot-in-command when carrying state employee passengers:
	a. Hold a current Commercial Pilot Certificate, a current Private Pilot Certificate, with instrument rating issued by the FAA, or a current Private Pilot Certificate, and annually pass a flight evaluation administered by personnel of the Idaho Transportation Department, Division of Aeronautics;
	b. Hold at least a current third-class medical certificate;
	c. Have logged at least 500 hours of flying time; and
	d. Meet all current requirements for type, category, and class of aircraft being used.
	4. Pilot Certification
	a. State employee personnel possessing current aviator ratings and who have a need to pilot rented or owned aircraft in the fulfillment of their state duties shall first be approved for such duties by their agency and shall also be certified by the Idaho Transportation Department, Division of Aeronautics, that they meet the certification and experience requirements.  Further, the certification and experience requirements shall be attested to on an annual basis by the Idaho Department of Transportation, Division of Aeronautics.
	5. Pilot Approval Procedure
	Department personnel possessing current aviator ratings and having need to pilot owned or rented aircraft in the fulfillment of their duties, shall, at the convenience of the Department, first be approved for such duty as follows:
	a. Provide annually a copy of a valid FAA certificate, current medical certificates, restricted radio license, and Idaho pilot registration to the Administrator of the Division of Aeronautics and Public Transportation and annually provide the FAA pilot and medical certificates, and certificate of insurance (if piloting personal aircraft) to the Department’s Human Resources office;
	b. Certify that the requirements, as imposed by the FAA for biennial flight review and other applicable flight checks, have been completed;
	c. Provide evidence of flight experience (should not be less than that required under Section III--"Private Aircraft Use Requirements);
	d. The Department reserves the right to require a flight check at any time deemed appropriate; and
	e. Approval to pilot either a personal or rented aircraft on state business shall be renewed annually, except that such privilege shall be at the convenience of the Department and may be canceled at any time.
	APPENDIX A
	SURVIVAL ITEMS PRESENT IN KIT(S) CARRIED ON THE AIRCRAFT - THE COMBINED WEIGHT OF ALL KITS SHOULD NOT EXCEED 25 LBS.
	1) At a minimum, the following items must be included in a survival kit.  Helicopter contractors are required by OAS to carry these items in their kit.  We may include these items in an IDFG kit or verify the contents of the contractor’s kit and exclude them from the IDFG kit.
	 Knife
	 Signal Mirror
	 6 signal flares
	 2 boxes of matches in water proof containers
	 1 space blanket per occupant
	 1 quart of water per occupant (not required if operating over areas with adequate water).
	 2 candles
	 Water bottle or collapsible bag
	 Whistle
	 Fire starter
	 50 feet of light rope or cord
	2) The following items are also required in IDFG kits.
	 Satellite phone (if not carried by passengers)
	 PLB (if not carried by passengers)
	 GPS (if not carried by passengers)
	 Spare batteries as needed for the satellite phone, GPS, flashlights, etc.
	 Small saw
	 2 large garbage bags
	 2 smoke flares
	 1 fusee flare
	 1 large metal cup
	 Survival manual
	 Duct tape (small or partial roll)
	 10’ of wire  
	 The following first aid items: 
	o 6 – 4” x 4” dressings (sponge, gauze, Telfa, Combine pads, etc.)
	o 2 trauma dressings (larger dressings, e.g. 5” x 9” or larger)
	o 3 flexible bandages (Co-flex, Elasticon, Vetwrap, or gauze roll)
	o CPR mask
	o 3 triangular bandages
	o Latex gloves
	o Medical tape 
	o Bandage Scissors
	o Additional optional items include: antiseptic wash; burn sheet; splint(s) (e.g. Sam splint)
	APPENDIX B
	SURVIVAL ITEMS CARRIED BY EACH PASSENGER
	1) At a minimum, each passenger must carry:
	 Leatherman type tool
	 Something orange (flight suit, helmet, orange vest, orange space blanket)
	 Small flashlight 
	 Matches or lighter 
	 Fire starter 
	2) In addition, passengers might carry:
	 Important personal medication
	 Communication device/PLB (e.g. satellite phone, PLB, cell phone, IDFG radio, or aircraft radio.  The usefulness of cell phones and radios depends on the area)
	 Signal mirror
	 Space blanket
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	TITLE: ONDUTY CRITICAL INCIDENT/STRESS
	The Department recognizes that occasionally employees become involved in incidents that place them under such great emotional strain that characteristic symptoms of psychological distress may develop. This condition is known as PostTraumatic Stress Reaction, which may result from active involvement in a psychologically traumatic event that is generally outside the range of an employee’s usual experience.
	Members of the Department react differently to the same situation. All members play an important role in recognizing such events and ensuring the procedures outlined herein are followed for the welfare of their fellow employees.
	Definition Of A Critical Incident

	A critical incident is a situation faced by personnel that causes them to experience unusually strong emotional reactions that have the potential to interfere with their ability to function, either at the scene or later. A situation does not have to be a major disaster to be classified as a critical incident.
	The following (not an allinclusive list) are examples of critical incidents:
	1. The serious injury, death (Policy E14.00), or near death of any Department personnel in the line of duty.
	2. The serious injury, death, or near death of a suspect or civilian bystander resulting from enforcement operations.
	3. A case, which is charged with profound emotion, such as the sudden death of an infant under particularly tragic circumstances, or violence committed against an employee’s family.
	4. A case involving a Department member that attracts extremely unusual attention from the news media.
	5. Loss of life that follows extraordinary and prolonged expenditures of physical and emotional energy in a rescue attempt.
	6. An incident in which the circumstances are so unusual or the sights and sounds are so distressing as to produce a high level of immediate or delayed emotional reaction that surpasses normal coping mechanisms.
	7. Any incident where a Department employee is shot at or attacked.
	8. Any incident where the employee’s regional supervisor or bureau chief feels there is a necessity to treat a situation as a critical incident after examining all the facts surrounding a situation.
	Characteristic symptoms following a critical incident may include:
	1. Being unable to talk about the event and the feelings associated with it. Symptoms of denial.
	2. Feeling detached and withdrawn and/or keeping emotional distance with family and friends.
	3. Avoiding recreational or work activities that are reminders of the incident.
	4. Experiencing recurring and intruding memories and feelings about the incident. This may occur during sleep.
	5. Feeling preoccupied and experiencing impaired memory and concentration and having difficulty completing tasks.
	6. Feeling hyperalert, startling easily, having difficulty sleeping.
	While these symptoms are characteristic of several emotional disorders, the development of these symptoms after a psychologically traumatic event may represent a fairly common and normal response.
	Involvement in a critical incident requires some adjustment by all persons, and the development of the symptoms, in no way, indicates weakness or mental illness in an employee. If, however, an employee suppresses, denies, or in any other way fails to work through the normal psychological pain associated with a stress reaction, the potential for development of a serious emotional disorder or medical condition may exist.
	Procedural Guidelines

	To assist personnel in adjusting to a critical incident, the Department has developed the following procedures:
	A. Employees are encouraged to report critical incidents to their supervisors. Any Department member recognizing an employee’s involvement in a potential critical incident shall immediately inform the involved employee’s supervisor (or if unavailable, the next level supervisor), who shall review the facts surrounding the event and make a determination as to whether it falls within the description of a critical incident. In making the determination, the following questions should be asked:
	1. Did the incident involve death, near death, or great bodily harm?
	2. Are there known aspects about the involved employee’s life experience that would significantly increase the likelihood of an adverse reaction? Examples of “known aspects” could include such things as:
	a. recent exposure to a similar situation
	b. recent death of a family member
	c. family member who sustained serious injury as a result of a similar incident
	d. the victim of a critical incident is personally known to the employee
	e. medical or health problems
	B. If it is determined the event has the potential for causing a stress reaction in the employee, the reviewing supervisor shall:
	1. Advise the employee that the event has been determined to be a critical incident and that he/she may be referred to the Critical Incident Program.
	2. Inform the employee that contact by a critical incident stress counselor will occur with 72 hours. Supervisors may choose to have employees attend either an individual session or a group debriefing when others are involved. However, they will, at a minimum, be required to attend one debriefing session from a Departmentrecognized critical incident stress counselor.
	3. If appropriate, ensure that a coworker remains with the involved employee for the duration of his/her tour of duty. For use of force incidents, the coworker should stay with the involved employee until completion of the initial tactical debriefing.
	4. The involved employee shall be placed on paid administrative leave by the employee’s bureau chief, and will stay on paid administrative leave until released by the bureau chief.
	C. If it is the opinion of the employee’s supervisor that more immediate intervention is needed, he/she shall attempt phone contact with a qualified counselor. The following conditions may indicate the need for a more immediate response:
	1. Employee appears severely distressed or debilitated.
	2. Employee expresses need to meet with a counselor as soon as possible.
	3. Employee indicates the reaction to the incident is so great that his/her ability to function is severely impaired, and that the employee wants to be temporarily relieved of duty.
	D. The involved employee may be given a temporary duty assignment or placed on administrative leave with pay if deemed appropriate by the employee’s supervisor and bureau chief.
	E. The involved employee shall be contacted by a critical incident counselor within 72 hours of the incident If possible. One appointment with the counselor shall be mandatory with an option for follow up for the employee. The Department will have the option of requiring additional sessions with the counselor. If desired, interested family members will be provided at least one session with the counselor for the purpose of providing information regarding possible stress reaction that may occur after a critical incident.
	F. Employees may experience a reaction due to involvement in a critical incident that does not come to the attention of a supervisor. In cases such as this, it shall be the responsibility of the involved employee to contact their supervisor to discuss the possibility of referral to a counselor. Employees are encouraged to contact their supervisor of critical incident stress incidents at the time of the occurrence. 
	Protocol for Contacts in the Event of a Critical Incident

	Each employee shall provide the appropriate bureau and regional supervisor with an IDFG information card that lists the names, addresses, and telephone numbers of persons and/or family members to be contacted in case of an emergency situation. Regional supervisors and the appropriate bureau will keep this list in the employee’s personnel file.
	A. Family Member Contacts

	 The regional supervisor will make notification or designate a NOTIFICATION OFFICER to make contact with family members to advise them of the situation. Whenever possible, this should be a personal contact rather than a telephone contact. The contact should be made within 90 minutes or as soon as possible. The appointed Department employee should make ride arrangements and provide necessary assistance for impacted family members during the time of concern. A common gathering area with supporting personnel is encouraged.
	B. Department Employee Contacts

	1. The employee in the highest supervisory status having direct involvement or knowledge of the incident shall inform the appropriate bureau chief or regional supervisor. This notification should occur as soon as possible. If necessary, supervisory lines should be crossed to expedite the procedure.
	2. The regional supervisor or bureau chief shall notify the director’s office.
	3. The regional supervisor (or a person designated by him to do so) will contact all supervisors in the involved employee’s chain of command immediately.
	Press/Public/Employee Contacts

	All press contacts will be handled by the regional supervisor and the regional conservation educator as a sensitive issue (per Policy PR15.00). The regional conservation officer will clear any information given to the press on an incident involving use of force. The regional conservation officer will get his guidance from the local prosecuting attorney and/or the assistant attorney general. Note: No information will be released to the public or press until after all immediate family members have been contacted.
	The pointofcontact person shall prepare a “fact sheet” for employee/press/public contacts that include:
	1. Involved employee’s name
	2. Where the incident occurred
	3. When the incident occurred
	4. What the incident involved
	5. Other pertinent background information
	This “fact sheet” should identify areas of sensitivity and what points should be referred to the pointofcontact person.
	The “fact sheet” should be transmitted to the director’s office, the Bureau of Communications, the appropriate bureau, and each regional supervisor as soon as possible.
	The regional conservation educator in the appropriate region shall make immediate press contacts to local media. Statewide and national media (if warranted) contacts will be made by the director’s office or a designated contact person.
	The pointofcontact person shall communicate updates to the director’s office, Bureau of Communications, and regional supervisors as events dictate.
	The pointofcontact person shall remain available for press interviews/contacts. These duties will take precedence over normal duties until terminated by the director’s office. Such termination will be communicated to the Bureau of Communications.
	Psychologist Contacts
	When a psychologist needs to be contacted for counseling, contact the Enforcement Bureau for assistance. The Enforcement Bureau will have a contact person or list of persons available for assistance, and will keep the list updated on an annual basis.
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	TITLE: IN THE LINEOFDUTY DEATH OF AN IDAHO DEPARTMENT OF FISH AND GAME EMPLOYEE

	PURPOSE
	To establish procedures for honoring Department employees who have died in the line of duty, to provide support for family members and fellow coworkers, and to provide procedures for planning and participation in funerals.
	Depending upon the desires of the employee’s family, the Department will provide support and assistance in planning and implementing funeral proceedings.
	The Department will provide liaison assistance to immediate survivors of an employee who dies in the line of duty. This assistance is provided whether the death was unlawful or accidental (i.e.; automobile accident, training accident) while the employee was performing a workrelated function, either on or off duty, and while he or she was an active employee of the Department. The director may institute certain parts of this policy for cases of an employee’s natural death. The Department will also provide a clarification and comprehensive study of survivor benefits, as well as emotional support during this traumatic period of readjustment for the surviving family. Funeral arrangements of the deceased employee are to be decided by the family, with their wishes taking precedence over the Department’s.
	PROGRAM ADMINISTRATION
	The appropriate bureau chief, under the direction of the director, will administer the Department’s in the lineofduty death procedure policy. Regional conservation officers and regional managers shall coordinate the funeral proceedings as appropriate on a regional basis under the direction of the regional supervisor.
	The Department will designate and train one bureau and two regional personnel to directly participate in the planning, coordination, and implementation of all aspects of the funeral, procession, gravesite ceremonies with the selected funeral home, and any other related event.
	An official mourning period will be announced and will extend from the time of death until 0001 of the day following the funeral. During this period, uniformed personnel will wear black mourning bands on their badges. Nonuniformed personnel may wear black ribbon or armbands. Department flags will be flown at half-mast.
	ASSISTANCE FOR AFFECTED EMPLOYEES
	1. The Department will provide Critical Incident Stress (Posttraumatic Stress) Counseling for all incidents in accordance with Idaho Department of Fish and Game (IDFG) Policy E13.00. If requested, the Department will attempt to provide similar counseling to other employees of the Department or their families.
	2. Employees who were on the scene or who arrived moments after an employee was critically injured or killed should be relieved of duty as quickly as possible. All employees directly involved in a critical incident will be placed on administrative leave (see Policy E13.00).
	DISCUSSION

	Coordination of events following the inlineofduty death of an employee is an extremely important and complex responsibility. Professionalism and compassion must be exhibited at all times as an obligation to the employee’s survivors and to the Department and professional communities. In order to provide the best possible services and support for the employee’s family, specific tasks may be assigned to selected employees of the Department. Their titles are:
	 Notification Officer
	 Hospital Liaison Officer
	 Family Liaison Officer
	 Department Liaison Officer
	 Benefits Coordinator
	An example of each of these responsibilities is contained in this policy. An employee may be called upon to perform more than one role.
	Employees must keep an uptodate confidential “Emergency Information Card” in the appropriate regional supervisor’s file and in the appropriate bureau. This information will be of extreme comfort to employees’ families and the Department in fulfilling the deceased employee’s wishes.
	PROCEDURES AND RESPONSIBILITIES
	A. Notification


	1. It is the responsibility of the regional supervisor to notify the next of kin of an employee who has suffered severe injuries or died. The regional supervisor may personally make a notification or designate a NOTIFICATION OFFICER to inform the survivors. If the employee was transferred to the hospital, the next of kin may be notified by hospital personnel if no other Department people were involved.
	2. The Department will not release the name of the deceased employee before the immediate family is notified.
	3. If there is knowledge of a medical problem with an immediate survivor, medical personnel should be available at the residence at the time of notification, or place 911 on medical standby.
	4. Notification will be made in person and never alone. The regional supervisor or his or her designee, chaplain, close friend, or another coworker survivor could appropriately accompany the Notification Officer (refer to IDFG Emergency Information Card for this information). However, if the aforementioned persons are not readily accessible, notification should not be delayed until these people can gather. If there is an opportunity to get to the hospital prior to the demise of the employee, do not wait for the delegation to gather. The family should learn of the death from the Department first, and not from the press or other sources.
	5. Never make a death notification on the doorstep. Ask to be admitted to the house. Inform the employee’s family slowly and clearly of the information that you have. If specifics of the incident are known, the Notification Officer should relay as much information as possible to the family. Be sure to use the employee’s name during the notification. If the employee has died, relay that information. Never give the family a false sense of hope. Use words such as “died” and “dead” rather than “gone away” or “passed away.”
	6. If the family requests to visit the hospital, it is highly recommended that the family not drive themselves to the hospital. If the family insists on driving, an employee should accompany them in the vehicle.
	7. If young children are at home, the Notification Officer must arrange for the care of the children. This may involve coworkers or their spouses, transportation of the children to a relative’s home, or similar arrangements.
	8. Prior to departing for the hospital, the Notification Officer should notify the hospital staff and the Hospital Liaison (by telephone, if possible) that a member of the family is enroute.
	9. The deceased or severely injured employee’s parents should also be afforded the courtesy of a personal notification whenever possible. Ask the family for assistance in contacting additional family members.
	10. If immediate survivors live outofstate, the Notification Officer will ensure the Department sends a Teletype to the appropriate jurisdiction, requesting a personal notification. The Notification Officer may choose to call the other jurisdiction in addition to the Teletype message. Arrangements should be made to permit simultaneous notification between the survivors and the Department.
	11. The regional supervisor should respond to the residence or the hospital to meet with the family as quickly as possible.
	12. In the event of an ondutydeath, the external monitoring of police and Department of Fish and Game frequencies may be extensive. Whenever possible, communications regarding notifications should be restricted to telephone. If the media has obtained the employee’s name, they will be advised to withhold the information pending notification of next of kin.
	B. ASSISTING THE FAMILY AT THE HOSPITAL

	1. The first official, other than the regional supervisor, to arrive at the hospital becomes the HOSPITAL LIAISON. The Hospital Liaison is responsible for coordinating the activities of hospital personnel, the employee’s family, officers and coworkers, the press, and others. These responsibilities include:
	a. Arranging with hospital personnel to provide an appropriate waiting facility for the family, the regional supervisor, the Notification Officer, and others requested by the immediate survivors.
	b. Arranging a separate area for officers, coworkers, and other personnel to assemble.
	c. Establishing a press staging area.
	d. Ensuring that medical personnel relay pertinent information regarding an employee’s condition to the family on a timely basis and before such information is released to others.
	e. Notifying the appropriate hospital personnel that all medical bills relating to the injured or deceased employee are to be directed to the Department. The family should not receive any of these bills at their residence. This may require the Hospital Liaison to recontact the hospital during normal business hours to ensure that proper billing takes place.
	f. Ensuring that the family is updated regarding the incident and the employee’s condition upon their arrival at the hospital.
	g. Arranging transportation for the family back to their residence.
	2. If it is possible for the family to visit the injured employee before or after death, they should be afforded that opportunity. A hospital staff employee will “prepare” the family for what they might see in the emergency room, and will accompany the family into the room for the visit if the family requests it. Medical personnel should advise the family of visitation policies and, in the event of death, explain why an autopsy may be necessary. The hospital staff is required to ask the family about organ donation.
	3. The Notification Officer should remain at the hospital while the family is present.
	4. Do not be overly protective of the family. This includes sharing specific information as to how the employee met his or her demise, and allowing the family time with the deceased employee.
	C. SUPPORT OF THE FAMILY DURING THE FUNERAL

	1. The regional supervisor and/or his designee will meet with the employee’s family at their home to determine their wishes regarding Departmental participation in the preparation of the funeral or services. All possible assistance will be rendered.’
	2. With the approval of the family, the regional supervisor will assign a FAMILY LIAISON OFFICER. The regional supervisor will also designate a DEPARTMENT LIAISON and a BENEFITS COORDINATOR.
	D. FAMILY LIAISON OFFICER

	1. The selection of a FAMILY LIAISON OFFICER is a critical assignment. The Family Liaison Officer is a facilitator between the family and the Department. An attempt should be made to assign someone who enjoyed a close relationship with the employee and his or her family.
	2. Responsibilities of the Family Liaison Officer include:
	a. Ensuring the needs of the family come before the wishes of the Department.
	b. Assisting the family with the funeral arrangements, and making them aware of what the Department can offer if they decide to have a police funeral when applicable. If they choose the latter, briefing the family on funeral procedure (i.e., presenting the flag, playing of taps, firing party).
	c. Apprising the family of information concerning the death and the investigation.
	d. Providing as much assistance as possible, including overseeing travel and lodging arrangements for outoftown family employees, arranging for food for the family, meeting child care and transportation needs, etc.
	e. Being constantly available to the family.
	f. Determining what public safety, church, fraternal, and labor organizations will provide in terms of financial assistance for outoftown family travel, food for funeral attendees following the burial, etc.
	g. Notifying Concerns of Police Survivors (C.O.P.S.) when applicable, (573) 3464911. Employees are available to provide emotional support to surviving family employees.
	E. DEPARTMENT LIAISON OFFICER
	1. This position will be assigned to the regional supervisor or a subordinate supervisor because of the need to effectively coordinate resources throughout the Department.
	2. Responsibilities of the DEPARTMENT LIAISON OFFICER include:
	a. Working closely with the Family Liaison Officer to ensure the needs of the family are fulfilled.
	b. Handling the news media throughout the ordeal. If the family decides to accept an interview, an employee should attend to “screen” questions presented to the family so as not to jeopardize any subsequent legal proceedings.
	c. Meeting with the following persons to coordinate funeral activities and establish an itinerary:
	1. Director and bureau chief
	2. Funeral director
	3. Family priest or minister
	4. Cemetery director
	5. Idaho State Police. In the event this is a peace officer funeral, request assistance from ISP for logistics and Honor Guard support.
	d. Directing the funeral activities of the Department and visiting police agencies according to the wishes of the family.
	e. In the event of a peace officer funeral, issuing a Teletype message to include the following:
	1. Name of deceased
	2. Date and time of death
	3. Circumstances surrounding the death
	4. Funeral arrangements (state if service will be private  or a police funeral)
	5. Uniform to be worn
	6. Expressions of sympathy in lieu of flowers
	7. Contact person and phone number for visiting departments to call to indicate their desire to attend or to obtain further information
	f. Assigning employees for usher duty at the church.
	h. Arranging for the delivery of the employee’s personal  belongings to the family.
	i. Ensuring the surviving parents, siblings, and family members  are afforded recognition and that proper placement is  arranged for them during the funeral and procession.
	j. Coordinating traffic management with other agencies during  the funeral and procession.
	k. Maintaining a roster of all departments sending personnel to  the funeral, including.
	1. Name and address of responding agencies
	2. Name of agency head
	3. Number of officers attending
	4. Number of officers attending the reception after the  funeral
	5. Number of vehicles
	l. Assisting in making the necessary accommodations for food,  lodging, etc.
	m. Acknowledges visiting and assisting departments.
	F. BENEFITS COORDINATOR
	1. The BENEFITS COORDINATOR will gather information on benefits/funeral payments available to the family. The Benefits Coordinator has the Department’s full support to fulfill this responsibility to the survivors. The Benefits Coordinator is also completely responsible for filing the appropriate benefit paperwork and following through with the family to ensure these benefits are being received.
	2. The Benefits Coordinator is responsible for working with the Hospital Liaison to ensure proper registration of patient information was filed with the hospital billing departments for:
	a. Filing Worker’s Compensation claims and related paperwork.
	b. Contacting the appropriate Department offices to ensure the beneficiary receives death and retirement benefits, the employee’s remaining paychecks, and payment for remaining annual and compensatory time.
	c. Gathering information on all benefits/funeral payments that are available to the family.
	d. Setting up any trust funds or educational funds.
	e. Notifying police organizations of the death, and ensuring that any and all entitlements are paid to the beneficiary. These agencies may also offer legal and financial counseling to the family at no cost.
	f. Preparing a printout of the various benefits/funeral payments that are due to the family, listing named beneficiaries and contacts at various benefits offices, and when they can expect to receive payment.
	g. Meeting with the surviving family a few days after the funeral to discuss the benefits they will receive. A copy of the prepared printout and any other related paperwork should be given to the family at this time.
	1. If there are surviving children from a former marriage, the guardian of those children should also receive a printout of the benefits the child(ren) may be receiving.
	2. Attention should be given to the revocation of health care benefits. Many providers allow a 30day grace period before canceling or imposing monthly payments upon survivors.
	G. CONTINUED SUPPORT FOR THE FAMILY
	1. Employees of the Department must remain sensitive to the needs of the survivors long after the employee’s death. The grief process has no timetable. More than half of the surviving spouses can expect to develop posttraumatic stress reaction to the tragedy.
	2. Survivors should continue to feel part of the Department family. They should be invited to Department activities to ensure continued contact.
	3. Employees of the Department are encouraged to keep in touch with the family. Close friends, coworkers, and officials should arrange with the family to visit the home from time to time so long as the family expresses a desire to have these contacts continue.
	4. The director should observe the employee’s death date with a short note to the family, flowers on the grave, and/or a wreath placed at the National Law Enforcement Memorial.
	5. Holidays may be especially difficult for the family, particularly if small children are involved. Increased contact with the survivors and additional support is important at these times.
	6. The Family Liaison Officer acts as a longterm liaison with the surviving family to ensure close contact is maintained between the Department and the survivors, and their needs are met for as long as they feel the need for support.
	7. If no court proceedings surround the circumstances of the employee’s death, the Family Liaison Officer will relay all details of the incident to the family at the earliest opportunity.
	8. If criminal violations surround the death, the Family Liaison Officer will:
	a. Inform the family of all new developments prior to press  release
	b. Keep the family apprised of legal proceedings
	c. Introduce the family to the victim’s assistance specialists of the court.
	d. Encourage the family to attend the trial, and accompany them whenever possible.
	e. Arrange for investigators to meet with the family at the earliest opportunity following the trial to answer all their questions.
	Below is a list of the benefits that may be available to officers and employees who lose their life in the line of duty. The appropriate documentation and necessary application/notification forms can be obtained through the Benefits Coordinator.
	U.S. Department of Justice, Public Safety Officer Benefits Act
	1. Social Security Administration
	2. U.S. Department of Labor
	3. State Benefits
	a. Employee Retirement System
	b. Worker’s Compensation
	4. Veteran’s Administration (if applicable)
	5. Any additional benefits to be identified
	FLIGHT INSURANCE – BENEFICIARY FORM
	Beneficiary Designation/Change of Beneficiary/Change of Name
	NAME OF

	INSURED___________________________________________________CERTIFICATE No.  ____Not Applicable_____________
	                                                                                                                       DATE OF
	NAME OF ASSIGNEE(see para. 3 below)___________________            ASSIGNMENT__________________________________
	NAME OF
	ORGANIZATION________IDAHO FISH & GAME DEPARTMENT_______GROUP POLICY NO.__      ABL 608205_________
	               I hereby request the following designation/change under the certificate number of the Group Policy shown above:
	CHANGE NAME TO:____________________________________________________________________________________  _       
	                                                      (FIRST)                                                     (MIDDLE INITIAL)                                    (LAST)
	BENEFICIARY DESIGNATION

	 Full Name        Relationship to Insured
	__________________________________________________________________________________________________________________________________________________________________________________________________________________
	   If more than one beneficiary in a primary or contingent class is named, all beneficiaries, or the
	   survivor and survivors, in each such class shall share equally, unless otherwise stated above.
	   (See paras. 4-7 below.)
	                                                                       SIGNATURE OF INSURED
	          OR (IF APPLICABLE) ASSIGNEE________________________________________
	DATE_____________________                   WITNESS____________________________________________________________
	LG-54086  2/01
	                    INSTRUCTIONS
	1. Form must be completed in full. Signatures must be in INK.
	2. Do not erase or attempt to make corrections: use a new form instead.
	3. If the rights under this policy have been previously assigned, the assignee’s name must appear on this form and the assignee rather than the insured must sign the form.
	  SUGGESTED BENEFICIARY DESIGNATIONS

	4. If one individual is to be named, use full given name – for example, “Mary Jane Smith,” not Mrs. John H. Smith.  Also, if you as
	the insured are a married woman, you should sign your given name.
	5. If two individuals are to be named, designate as follows”  “Mary Jane Smith, wife and Dorothy Smith, daughter equally, or the
	survivor”.
	6. If three or more individuals are to be named, designate as follows:  “Mary Jane Smith, wife, Dorothy Smith Peters, daughter, 
	and James Smith, son or the survivors, equally, or the survivor.”
	7. If all children of a marriage are to be named secondary beneficiaries, designate them collectively, as follows:  “Mary Jane Smith, wife, if living, otherwise the then surviving children, if any, born of the insurer’s marriage with said wife, in equal shares.”  (This designation will include children born later without the necessity of changing the designation.)
	FLIGHT SAFETY KIT INVENTORY
	 (Small Box) 02/28/2007
	Fire starter & matches
	9 light sticks
	6 flares
	1 First Aid Kit
	1 Gerber Multi-pliers
	2 45 sec. Smoke signals
	1 Sam splint
	1 survival suit
	1 thermal blanket
	2 emergency blankets
	1 safety heat w/ matches
	1 bag sugar cubes
	1 emergency beacon
	1 survival handbook
	1 signal mirror
	1 Clearwater & Nez Perce NF maps
	2 whistles
	1 compass
	1 vinyl repair kit
	1 pocket saw
	1 extra battery for emergency beacon
	1 hunter orange vest
	 (Large box) 02/28/2007
	3 Small coffee cups        
	1 Survival suit                      
	2 Heavy-duty large garbage bags
	3 Hand-held signal flares
	6 Aerial flares
	2     45 second smoke flares
	1 Emergency whistle/compass/match container with matches 
	1 Whistle  
	1    Compass
	1     Signal mirror
	1     Emergency survival handbook
	1     Vinyl repair kit
	1     Pocket saw
	1 Clearwater National Forest map
	1 Nez Perce National Forest map
	2 Qt. water bottle filled
	1 Safety stove/heater with fuel     
	1 Package fire gel fire starter
	2 Waterproof match containers with matches 
	1 50” x 79” Safety thermal blanket 
	2  84” x 52” Emergency blankets
	8 Small safety candles
	1  Box (9 ct.) fire starters with sticks
	3 Boxes chicken bouillon cubes
	12  Tea bags
	4 Coffee bags
	6 Disposable spoons
	6  Fun size snickers candy bars
	8 Coco mix packets
	8 Small light sticks
	1 4’ Heavy duty strap
	1 3’ Heavy duty strap
	1  Replacement ELT battery
	1 Folding shovel
	1 Flashlight with batteries 
	2 50’ bundles parachute chord
	1 Large pair pliers
	1 2.8 Qt. Tupperware container
	 1 roll aluminum foil
	 1 package gum   
	 30  sugar cubes
	 1 Gerber multi-tool
	 1 Emergency beacon with battery 
	 4 Blaze orange safety vests
	 20 AA batteries
	 3 D batteries
	 2 Replacement flashlight bulbs
	1 Folding stove with 36 fuel pellets and 1 box waterproof matches
	1 2  Qt. Sauce pan
	 2 Emergency lanterns with 7 candles
	2 SAM splints
	1 Emergency medical kit
	 1 Trauma Module
	1 EMT shears
	1 CPR Microshield 
	  1 Flexible SAM splint
	  1  Tube glucose paste
	  1 8” x 10” Trauma Pad  1     5” x 9” Trauma pad
	  8  2” x 2” Sterile dressings  8     4” x 4” Sterile dressings
	  2  Non-adherent dressings  1     Triangular bandage
	  2 Conforming gauze bandages 1     Elastic bandage with Velcro closure
	  1 Accident report form with pencil 4     Cotton tipped applicators
	 1     Wound Module
	  2  Secta sooth sting ease swabs 
	  3 Triple antibiotic ointments
	  1 irrigation syringe with 18 gauge plastic catheter
	  2 Providone iodine solutions 
	  1  (9g) salt
	  10 ¼” x 4” strip bandages
	  3 Tincture of Benzoin
	  1 7” x 4” moleskin
	  1  Pair latex surgical gloves
	1 Frequently Used Module
	1 Guide to Wilderness/Travel Medicine
	3 Safety pins
	  6 Antiseptic towlettes
	  6   Pain relievers (3) Extra Strength Tylenol,  (3) Motrin IB
	  1 Splinter/Tick remover
	  3 Antihistamines
	  1  Roll tape
	  10 Strip bandages
	  10 Knuckle bandages
	  1 Box safety matches
	______________________________________________________________________________
	Personal Survival Items (12/13/2007)
	- In Orange Flight Suit
	 First Aid Kit     Space Blanket
	 PLB      Leatherman (Include knife)
	 Flasher      Flashlight
	 Windproof Lighter    Ear Plugs 
	 Fire Starter     Ibuprofen
	 Signal Mirror     Power Bars
	 Compass     Toilet Paper
	 GPS      Extra Batteries
	- In Backpack
	 Plastic Garbage Bag
	 Warm Coat
	 Stocking Cap
	 Gloves
	 Rain Gear
	 Water Bottle
	 Sun Glasses
	 Cap
	 Extra Warm Socks
	 Space Blanket/Tarp
	FLIGHT GEAR FOR AERIAL SURVEYS
	1. Satellite phone (fully charged)
	2. Handheld Radio
	3. Spare AA batteries for GPS and Handheld radio
	4. Flight Suits and Helmets
	5. Flight Safety Kit
	6. Flight Hazard Map
	7. Forms for all Species 
	8. Daily Log Forms
	9. PLB’s
	10. GPS
	11. Pencils, Clipboards
	12. Colored sticker dots
	13. Flight following forms
	14. Flight following maps and flight plan to organization conducting flight following
	FLIGHT GEAR INVENTORY
	Inventory of Flight Gear
	3/29/04
	Item
	Item #
	Size
	Condition
	Flight Suit
	25169
	42L
	Fair
	Flight Suit
	25184
	42R
	Poor
	Flight Suit
	26964
	42L
	Fair
	Flight Suit
	25176
	42R
	Fair
	Flight Suit
	25176
	N/A
	Fair
	Flight Suit
	N/A
	42L
	Fair
	Flight Suit
	25175
	38R
	Fair
	Flight Suit
	203
	48R
	Good
	Flight Suit
	Black
	46Tall
	Fair
	Flight Suit
	25191
	42L
	Good
	Flight Suit
	203
	42R
	Fair
	Flight Suit
	33344
	48L
	Good
	Gloves
	N/A
	11
	Fair
	Gloves
	N/A
	9
	Fair
	Helmet 
	25241
	Regular
	Fair
	Helmet 
	25223
	Extra Large
	Fair
	Helmet 
	25224
	Extra Large
	Fair
	Helmet 
	40289 (203)
	Large
	Good
	Helmet 
	25242
	Regular
	Fair
	Helmet 
	35889
	Large
	Good
	Helmet Bag
	216
	N/A
	Good
	Jacket
	203
	Medium-long
	Good
	Pillow 
	N/A
	N/A
	Good



