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Policy: 

 
Trillium Gift of Life Network (TGLN) is committed to providing support and resources to organ donor 
families who wish to participate in the Donor Family Support Program. This aftercare program is built 
to assist donor families in dealing with grief and bereavement. Family Services Staff (FSS) is 
responsible for sending aftercare program letters to donor families.  
 

Process: 

 
1. FSS logs into the donor management system on a weekly basis to generate three, six, and twelve 

month aftercare program letters. 
 

2. In the Family Services section of the donor management system, FSS sorts the milestones data 
to generate a list of donors whose Next-of-Kin(s) (NOK) are due to receive the three month 
aftercare program letter next week. 

 
3. For each letter generated, FSS reviews the donor information in the donor management system 

to verify that family consent was obtained and organs were donated. If no organs were donated, 
FSS does not send the aftercare letters to the families. 

 

4. Once the donor information is confirmed, FSS reviews the NOK’s information in the donor 
management system:  

• contact preference; 

• alerts; and  

• NOK’s address.  
 

Note: NOK’s address can also be found on the consent form in the Attachments section of the 
donor record on the donor management system. In cases, where there are more than one NOK, 
FSS reviews each NOK’s information and mails the aftercare program letters to all NOKs unless 
otherwise specified. 
 

5. FSS reviews the NOK’s contact preference and checks if NOK has indicated a “do not contact” 
and/or “no mail” preference. If NOK does not wish to be contacted, FSS does not send the aftercare 
program letter.  
 

6. Once donor’s and NOK(s) information is reviewed, FSS generates the three, six, and/or twelve 
month aftercare program letter(s). 
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7. FSS reviews each letter for accuracy and grammar errors, and adjusts it as necessary. 
 

 
8. FSS prints the aftercare program letter(s) and saves the electronic copy(ies) in the  common drive. 

 
9. Once the letter(s) is printed and saved on the common drive, FSS changes the individual donor 

milestones status from “pending” to “completed”. After the status is changed, the donor is removed 
from the list and only “pending” donors are available for review.  

 
10. Once all three month aftercare program letters are completed and the milestones status changed, 

FSS generates the six and twelve month aftercare program letters that are due next week following 
the same process as the three month aftercare program letters. Note: The sequence of processing 
the aftercare program letters can be re-ordered as necessary.  

 
11. Once the three to twelve month letters are prepared, printed and saved on the common drive, FSS 

ensures that brochures are included with appropriate letters. Those are as follows: 

• three month mark – letter (see Exhibit 1) and “Grief Library” brochure  

• six month mark – letter (see Exhibit 2) and “Writing to Transplant Recipients” brochure  

• twelve month mark – letter (see Exhibit 3)  
 

The aftercare program brochures are designed, edited and/or ordered by the Communications 
department, in conjunction with the Family Services Department.  
 

12. FSS mails the aftercare program letters to donor families.  
 

13. If a donor family contacts the FSS wishing not to participate in the aftercare program, or to provide 
a change of address and/or telephone number, FSS updates the “contact preference” and/or 
“alerts” or address fields in the donor NOK information in the donor management system.   
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  Records: 

 

Record Name 
Form No. 

(if applicable) 
Record Holder 

Record 
Location 

Retention Time 
(as a minimum) 

     

Three Month Aftercare 
Program Letter – 

Template 

 

- 
Family Services 

Department 

Family 
Services 

Department 
16 years 

Six Month Aftercare 
Program Letter - 

Template 
- 

Family Services 
Department 

Family 
Services 

Department 
16 years 

     

Twelve Month Aftercare 
Program Letter - 

Template 
- 

Family Services 
Department 

Family 
Services 

Department 
16 years 

 

References: 

 

• No references 
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Exhibit 1: Three Month Aftercare Program Letter – Template 
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Exhibit 2: Six Month Aftercare Program Letter - Template 
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Exhibit 3: Twelve Month Aftercare Program Letter - Template 

 

 


