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   I.	TYPES OF FUNERAL SERVICES

		Generally, there are four types of funeral services, as
		described below.  These descriptions should serve as
		general guidelines only and may be changed according to
		individual situations.  It is most important to follow
		the family's wishes and give full respect to their
		expressed concerns.

	A. 	FORMAL FUNERAL SERVICE

		This type of service includes the use of apparatus,
		pallbearers, a color guard (optional), and a funeral
		detail composed of fire personnel in uniform.  This
		type of honor is usually reserved for a line-of-duty
		death.

	B. 	SEMI-FORMAL SERVICE

		This type of service includes the use of pallbearers,
		color guard (optional), and a funeral detail composed
		of fire personnel in uniform.  This type of honor is
		usually reserved for an off-duty death of a current
		member or an affiliate.

	C.	NON-FORMAL SERVICE

		This type of service includes the use of a funeral
		detail of fire personnel in uniform.  This type of
		honor is usually reserved for any non-fire fighting
		personnel, a retired member, or an immediate relative
		of a company member.

	

             D.	PRIVATE SERVICE

		This is a service closed to any outside participation
		with the exception of the immediate family.  Usually
		this type of service is at the request of the family.



 II.	PREPARATIONS

		Being prepared for a funeral in the event of a death of
		a member or affiliate of the company can provide the
		members of the company as well as the surviving family
		members with emotional support by making it possible to
		smoothly and successfully handle the numerous details
		that will arise.  In addition to having selected an
		overall procedure for funerals (as described here),
		the following are suggested as preparations that can be
		made at any time and are recommended by the companies
		who use them.

	A.	PERSONAL INFORMATION SHEETS

		It's suggested that each member of the company complete
		a preplan or personal information sheet for use in case
		of death.  This is an inventory of information designed
		to organize the member's personal affairs.  Annual
		updates are encouraged.  This information will help the
		surviving family and the company to be aware of the
		individual's desires and the location of important
		documents.  Each member should keep this information in
		a semi-private place where it is readily available (not
		in a safe deposit box) and notify loved ones that it
		exists and where it will be kept.  A sealed copy should
		be kept in the member's fire company personnel file, to
		be opened only in the event of death or serious injury.
		Members should be encouraged to have a will prepared by
		a competent attorney.  This preplan is not a substitute
		for a will.

	B.	PHOTOGRAPHS

		The company should maintain a current set of
		photographs of its members for media use.  The release
		of the photos will be at the expressed desire of the
		surviving family.







C.	RESUMES

		A current resume should be maintained describing
		educational background, work experience, professional
		affiliations, and awards received.  This can be kept in
		your company personnel file and will be helpful in the
		event of death to write an obituary, eulogy, or aid in
		the selection of readings.  (It also is useful for
		other situations.)

	D.	DEPARTMENT IDENTIFICATION CARDS

		These cards should be provided to all members of the
		company as a means of identification.

	E.	BENEFITS

		Every company should be familiar with items that need
		to be closed out in the event of a line of duty death.
		The surviving spouse may look to the company for
		assistance with these matters.  Some of these items
		are:

		1. 	autopsy report
		2. 	insurance policies
		3. 	social security (survivors benefits)
		4. 	Federal death benefits (Public Safety Officer's
			Benefits (PSOB).

	F.	UNIFORM FOR BURIAL

		The Fire Company will provide a uniform for
		burial.  Whether a person wishes to be buried in
		uniform should be clearly expressed in the personal
		information sheet or by the surviving family.

	








   G.	INVENTORY OF NECESSARY EQUIPMENT FOR FUNERAL

		The following is a list of supplies that may be needed
		during a funeral service and/or mourning period.  These
		may be kept on hand in the company stockroom or readily
accessable through your uniform supplier.

		1.	Color guard standards
		2.	American Flag for casket.
		3. 	Delaware Firefighter Memorial Flag for station
			flag pole and colorguard.
		4.	Black 3/4" plastic tape or elastic bands; and
			round-tipped scissors.
		5.	Black bunting.
		6.	White gloves.
		7.	The below supplies may be obtained from the
			following sources:
			a.	Additional vehicles: Other fire companies,
				town, police department, car dealers, or
				members of the company.
			b. 	Signs: Identify a local sign painter whom
				would be available on short notice.
			c.	Black bunting: Identify local supplier.
			d.	If a band is desired, it may be obtained from
				a school or other local group.

	   H.	FUNERAL DIRECTORS

		Local Funeral Directors play a major role in the
		funeral planning process.  They should be made aware of
		the existence of any established company funeral
		polices or traditional guidelines.

	






I.	FLORISTS

		Florists should be informed of special arrangements
		they may be called upon to develop for a firefighter
		funeral.  Some suggestions are:

		1.	Maltese cross
		2.	Company's logo/patch
		3.	Broken rung ladder
		4.	Crossed pike poles and axe
		5.	Helmet

 

III.	INITIAL ACTIONS

		Any of a wide variety of scenarios can directly or
		indirectly cause the death of a firefighter.  The death
		may occur at a variety of locations and a variety of
		times.  The company may have to react to one of the
		following situations:

	A.	Death at the scene.

	B.	Dead on arrival at the hospital.

	C.	Alive upon arrival at the hospital, but expires later.

	D.	Injuries or distress not detected at the scene and
		the individual dies later.

	E.	In all cases, a series of steps must be taken to
		insure that the cause of death is accurately
		reported and investigated.  These need to be
		implemented by the on-scene Incident Commander as
		soon as possible.  The immediate steps include the
		following:

		1.	Secure the scene.
		2.	DO NOT make statements to the media about the
			individuals name or personal information
			until the next of kin has been notified.
		3.	Notify the following individuals by
			telephone, NOT BY RADIO, to insure
			confidentiality:
			
a. 	Chief and Chaplain(s)
			b. 	Investigation team (Company
				investigator, law enforcement officer,
				safety officer)
			c. Company photographer
		4. 	All radio traffic relating to the incident
			should be kept to a minimum.  This will help
			to insure that the next of kin is not
			notified by an unofficial source, but rather
			by the Chief or his designee and the
			company's Chaplain.
		5.	Activate an investigation team.
		6.	Appoint a liaison to the hospital (if appropriate).
7.	Assign the ranking officer available and the
			company's Chaplain to obtain the individuals
			personal information sheet, review it, and
			follow any specific directions in notifying
			the next of kin.
		8.	Assign the PIO to obtain from the
			investigative team the information needed to
			draft a preliminary news release concerning
			the incident.  Remind the PIO to have the
			information approved by the Incident
			Commander and that the notification of next
			of kin has occurred before releasing any
			information about the victim to the news
			media.
9.	Activate a Critical Incident Stress Debriefing team, 
if appropriate.  The death 	of a firefighter is psychologically 
traumatic for the members of the company.  Reaction to
			such emotional stress can affect each individual differently.  
It has been demonstrated that psychological counseling
			shortly after a traumatic incident can be extremely beneficial.  
The debriefing is primarily an educational session, emphasizing
			that unusual dreams or emotions are probably normal reactions 
to abnormal situations.
		10.	Initiate any appropriate measures necessary
			to activate all Federal, State (Workmen's
			Compensation), and company (insurance) death
			benefit payments.
		11.	Optional area of company support include:
			a.	Provide the family transportation to the
				hospital.
			b.	Assign an officer to serve as the
				communication link between the company
				and the family.  It is the responsibility of this 
"Family Liaison Officer" to communicate the 
family's wishes to the company regarding their
				wishes concerning the company's level of
				involvement in the funeral service.  An
				immediate issue is whether the family 	wants to 
deal with the media and what they want said to 
the press.  The company should defer to the family's
				wishes regarding personal information about the 
deceased as much as possible and provide support 
as needed.

c. Assign an officer to serve as the coordinator for 
the implementation of the company's involvement 
in the funeral service.  It is the responsibility of
				this "Funeral Officer" to manage the logistics of 
the funeral service with the cooperation of the 
funeral home director.

 IV.	INITIAL ROLES OF PERSONNEL

		A.	HOSPITAL LIAISON

			One person should be appointed as a Hospital
			Liaison, who reports directly to the hospital and
			acts as liaison between the hospital and Incident
			Commander via telephone.  This person should
			accept the following responsibilities:

			1.	If death occurs, request that blood gases be
				drawn as soon as possible.
			a.	If death should occur, it is imperative
					that the cause is accurately reported.
					An autopsy should be requested along
					with a request for a toxicological
					examination with a test for specific
					levels of carbon monoxide (CO) in the
					blood expressed in an exact percent (as
					opposed to "CO present" or "Trace of
					CO").  This is absolutely critical in
					the event of a collapse of a member at
					or following an incident without a
					physical injury present.  (This test may
					not be performed if the individual has
					been hospitalized for more than a few
					days under heavy medication, as the
					result will be inconclusive.)
	
				b.	If an individual is admitted to the
					hospital with injuries sustained in the
					line-of-duty or reasonably connected
					with line-of-duty, a request should be
					made upon admission for a blood test
					with a specific test for carbon monoxide
					expressed in an exact percent.  



This is critical if there is any possibility of
					a coronary involvement, even if it is not 
obvious at the time of admission.  If the 
individual dies, a CO level of 10% or more 
(15% for smokers) detected upon admission, 
will be considered a "physical injury" which 
resulted in death under the PSOB Law.
	
				  c.	If an organ donor, consult with family.

			2.	Insure that no sensitive information is 	released to 
the news media.

		3.	Collect all personal articles if family is not yet present 
at the hospital.
4. Keep Incident Commander apprised of the condition of 
the individual.



		B.	PUBLIC INFORMATION OFFICER

			The Public Information Officer (PIO) obtains from
			the investigative team the information necessary
			to document the facts of the incident and begin a
			preliminary news release concerning the incident.
			Under no circumstances should the PIO release any
			information about the individual until the next of
			kin has been notified and until the information
			has been approved by the Incident Commander.  The
			PIO role carries with it the following responsibilities:

			1.	Gather all facts pertaining to the incident.
			2.	Gather background information pertaining to
				the firefighter.
			3.	Prepare a brief statement.
			4.	Wait for approval and notification of next of
				kin before releasing any information to the
				news media. THIS POINT CANNOT BE
				OVEREMPHASIZED.
			5.	The roles of both the Hospital Liaison and
				Public Information Officer should be
				maintained until instructions are received
				from the Incident Commander or the Chief.


			6.	The activation of company support will be
				contingent upon the specific situation and
				expressed desires of the family.  The company
				should provide support to accomplish the
				goals of the funeral service and to the
				surviving family members without assuming
				financial responsibility for the funeral
				service.
			7.	All news releases will be coordinated with
				investigating agencies.

   V.	PROCEDURES OF NOTIFICATION

		A.	NOTIFICATION OFFICER

			1.	Prompt notification of the next of kin cannot
be stressed enough in the case of a line-of-				duty death.  No one wants to hear of the death
				of a loved one over a television or radio
				broadcast.  That notification, most
				certainly, should be made in person by the
				Notification Officer, who is normally the
				Chief or his designee, and is accompanied by
				the Chaplain, and/or a CIS team member.
				Notification by some other form of
				communication other than in person, say by
				telephone, is acceptable only in exceptional
				cases.  Extreme emotional trauma is not
				uncommon when one is notified of the death of
				a loved one, and care should be taken to
				ensure that the next of kin are not alone at
				this time.  The official notification serves
				a three-fold purpose:  assures the next of
				kin that the information is valid; provides a
				knowledgeable source of information
				concerning the death; and assures the next of
				kin that assistance is available at a time
				when they need it most.  The Notification
				Officer and Chaplain should be prepared to
				stay with the next of kin until a family
				member or friend arrives.  As soon as is
				appropriate, they should determine if the
				family has a particular person, preferably a
				close family friend and company member, to
				act as Family Liaison Officer.
			2.	Prior to visiting the survivors, the
				Notification Officer should be familiar with
				the circumstances of the death and the
				personal data concerning the individual.  Be
				sure the Notification Officer has official
				fire company identification in his/her
				possession.   Also be absolutely certain of 
the status of the firefighter, check and double 
check with the hospital, and insist on an official 
pronouncement of death before proceeding.  
Clear the release of information with the Incident 
Commander to be certain your information is correct.
			3.	If the next of kin arrives on the scene, it
				is a good idea to provide them with some type
				of identification, such as an armband or
				something similar.  Tell them that this is to
				assist the company in locating them if they
				are needed.  This also is to alert emergency
				personnel to be careful of making comments
				when the next of kin are nearby.
			4.	After notification of the next of kin, the
				Public Information Officer, Emergency Command
				Center, and religious affiliations will need
				to be notified.  The Chief will give
				instructions to dispatch the death
				announcement.  Usually, station flags are
				lowered to half staff, and the front of the
				station is draped in black bunting for seven
				days after the funeral.  A news conference
				should be arranged to ensure that the media
				obtain the most factual information.
			




5.	In addition to the above, others need to be
				notified:
				a.	State Fire Marshal's Office
				b.	State Worker's Compensation Board
					(Within 48 hrs.)
				c.	Company's Worker's Compensation Board
				d.	National Fire Academy/U.S. Fire
					Administration
				e.	State Fire Incident Reporting System
				f.	Federal PSOB Benefits



VI.	DESCRIPTION OF FUNERAL OPTIONS

		The family of the deceased or the deceased's own
		personal information sheet should help to make the
		decision about how simple or elaborate the funeral will
		be.  The department may offer certain options for the
		family to consider, but ultimately, it is the family
		who makes the final decisions.  Among the options to
		consider are the following: (The full responsibilities
		of the individuals and groups listed are described in
		more detail in the following Chapter, Job
		Responsibilities.)

		A.	HONOR GUARD

			If an honor guard is requested by the family, it
			becomes the responsibility of the funeral director
			and the department to assure that the request is
			honored.  Ideally, a list of honor guards or
			members comprising an honor guard will be
			available.  Typically, the honor guards are to
			report in their uniforms and outfitted in white
			gloves.  If two honor guards are used (a fire
			company and military honor guards), they are to be
			placed at the head and foot of the casket.

		B.	PALLBEARERS

			If the family chooses to use fire company
			personnel as pallbearers, it must be determined
			which firefighters the family would like to have
			in the service; usually six to eight are needed.
			They wear uniforms and white gloves.

			1.	The pallbearers are exempt from following the
				majority of orders given to the remainder of
				the formation because of the specific
				responsibility they are assigned.  The
				instructions to the pallbearers on the
				removal, handling, and transporting of the
				casket should be given by the Funeral
				Director.
			2.	Sometimes, at the discretion of the fire
				company, a piece of fire apparatus is used as
				a caisson to carry the casket.  In this case,
				the pallbearers would be assigned to drive
				and ride on the apparatus from the beginning
				to the end of the funeral procession.
			3.	Traditionally, the casket is draped with an
				American flag for veterans and all uniformed
				personnel, but this is only an option.  If
				this is done, three of the pallbearers need
				to remove, fold, and present the flag to the
				next of kin at the cemetery.  Two pallbearers
				are assigned to fold the flag by military
				standards and present it to the appropriate
				officer who, in turn, presents it to the next
				of kin.  (See Appendix D, Military Standards,
				for instructions on folding the flag.)

		C.	TRANSPORTATION

			A vehicle and driver may be offered to the
			immediate next of kin during the viewing and
			funeral period.

		D.	MEALS

			With the amount of arrangements that have to be
			dealt with and the emotional distress that
			accompanies a death, meals are often a matter of
			aggravation for the deceased's family.
			Traditionally, family and friends provide food, or
			the company may be able to provide for these
			needs, including preparation, delivery, and
			financial support.  Should these arrangements be
			needed, the Chief should appoint someone to
			coordinate these efforts.

		E.	CHILD CARE

			If child care presents a problem for the family
			during the viewing and funeral period, this need
			should be identified and assistance provided.
			1. 	The Transportation Officer will contact
				Ladies Auxiliary to make arrangements.

		
F.	SURVIVOR ACTION OFFICER

			This person, often the Chief, who assigns and
			oversees all activities necessary to assist the 
			next of kin and family, manages the fire company's
			involvement in the funeral, and takes care of
			administrative matters relating to the firefighter's death.

		G.	FAMILY LIAISON OFFICER

			A Family Liaison Officer should be identified to
			act as a link between the family and the company.
			This person, who should be on-call 24 hours,
			provides assistance to the family during the
			funeral process and determines how much
			involvement the company will have, again,
			according to the family's wishes.  This may be the
			company Chaplain.  He/she is also responsible for
			implementing the wishes of the family as expressed
			in regard to the fire company's involvement in the
			funeral itself.

		H.	PROCESSION OFFICER

			The Procession Officer coordinates the
			transportation arrangements and funeral procession
			from the funeral home to the church and to the
			cemetery.

		I.	CHAPLAIN

			The amount of involvement the Chaplain has will
			depend upon the family's wishes and/or religion.
			One option that can be proposed is a shared
			responsibility between the clergy of the family's
			choice and the company Chaplain.  Here again, the
			family's wishes prevail.

			A.	Areas handled by the Chaplain will be:
				1.	Initial notification of next of kin,
					with the Chief or his designee.
				2.	Comfort and counseling of surviving
					family members.



				3.	Prayer service in the home.
				4.	Church services.
				5.	Cemetery interment.
				6.	Follow-up counseling for the surviving
					family members.

		J.	PROCESSION

			The family may indicate the desire for a procession 
from the funeral home and/or church to the 
cemetery.  The procession process starts with
			the staging of vehicles at the funeral home prior
			to the funeral beginning and ends upon arrival at
			the cemetery.  Specifics usually are under the
			direction of the Funeral Director with the
			cooperation of the Procession Officer, the Church
			Officer, and the Cemetery Officer.  Among the
			options to consider:
			1.	Use of company vehicle(s) as caisson, flower
				car, and/or miscellaneous transportation.
			2.	Procession route, which may include a drive
				or walk by the deceased's fire station or
				home, or other special considerations.
			3.	Is a static display of apparatus requested or
				appropriate on the procession route?
			4.	Are crossed ladders or aerial equipment
				requested or appropriate at the cemetery
				entrance?

		K.	CAISSON

			A pumper may be appropriate as a caisson to carry
			the casket.  Should this option be exercised, the
			apparatus will have to be taken out of service
			for a period of time, cleaned, draped in bunting,
			and retrofitted or adapted to easily accept the
			casket.

		L.	FLOWER APPARATUS

			A piece of fire apparatus can serve as a flower
			vehicle in the procession.  It will have to be
			taken out of service, cleaned, draped in bunting,
			and retrofitted to carry flowers.

		M.	LAST ALARM SERVICE

			A traditional bell ringing ceremony at the end of
			the church service may be exercised, signifying
			the firefighter's last alarm.  A short reading
			accompanies the ringing of the bell.

		N.	MUSICAL ARRANGEMENTS

			Here again, the family selects the musical
			arrangements for the service and cemetery, to
			include choirs, bands, bagpipes, singers, organ
			arrangement, etc.  These are coordinated through
			the Family Liaison Officer.

		O.	READINGS

			The family should decide the appropriate Scripture
			readings or verses and who will read them.
			Arrangements are made with the family church and
			clergy involved for both the church and cemetery
			services.

		
P.	EULOGY

			Typically, the family decides what, when, and
			where the eulogy will be presented.  This may be
			appropriate at any one of the steps in the entire
			ceremony, at the funeral home, the church, or the
			cemetery.  A clergy member, family member, or
			friend from the company may perform this task.
			The Family Liaison Officer makes the appropriate
			contacts with the Church and along with the
			Funeral Director.



		Q.	CROSSED AERIAL LADDERS

			Should the family wish to have crossed aerial
			ladders at the cemetery entrance, the Family
			Liaison Officer should forward this request to the
			Procession Officer for coordination and approval.

		R.	STATIC EQUIPMENT DISPLAY OF OUTSIDE EQUIPMENT

			The family may choose to exercise a static display
			of company apparatus with fire personnel at
			attention and saluting the passing casket, during
			the procession.  This final tribute may be set up
			anywhere; however, it is usually at the church,
			fire station on the procession route, or at the
			cemetery entrance.  The Procession Officer is
			responsible for handling the placement of all
			vehicles during the procession.

		S.	BURIAL IN UNIFORM

			The company usually provides the uniform should
			the family wish to bury the deceased this way. 
			The Family Liaison Officer will deliver the
			clothing to the Funeral Director upon request.
		
T.	CLOSED CASKET
			If the family wishes a closed casket, a picture of
			the deceased in uniform and the deceased's clean
			helmet may be placed on the top of the casket or
			displayed on a small table near the casket during
			the viewing.  These can later be presented to the
			family.

		U.	WALK THROUGH

			A scheduled walk through paying tribute to the
			deceased may be exercised either at the church or
			the funeral home as a form of paying tribute from
			fellow firefighters.  This should be coordinated
			with the Funeral Director and the Funeral Officer.
			If this is done, the fire personnel line up single
			file by rank and agency.  The formation then files
			through single file past the casket, stopping
			briefly to pay respects.  The contingent then
			exits the chapel.






		V.	REFRESHMENTS OR POST SERVICES RECEPTION

			Should the family approve, an after-services
			reception may be held at a church hall, school
			cafeteria, or fire station.  The Survivor Action
			Officer should coordinate the event, calling upon
			affiliated agencies to assist in donating food for
			the service.

		W.	BUNTING

			Station and apparatus bunting should be available
			for a company to use with short notice.  It may be
			appropriate to purchase it on a regional basis.
			The front of the station will be draped with black
			bunting until seven days after the funeral.
			Should fire trucks be used for caissons or flower
			carts, they too should be bunted.

		X.	HALF STAFF FLAGS

			The Delaware Firefighter Memorial Flag will be
			flown directly below the American Flag and at
			full staff.  When a flag is flown at half staff,
			no other flag will be flown on the same halyard.
			The Memorial Flag will be flown from the day of
			death until after the interment.

		Y.	MEMORIAL PLAQUE

			The Fire Company Memorial Plaque will contain
			the name of the individual member who has passed
			away, draped in black bunting, and the light 
			burning over the plaque.  This will be
			accomplished for a mourning period of thirty (30)
			days from the date of death.  If more than one
			member has passed away during the same period, the
			names will be appropriately placed in the plaque
			and each rendered the same period of mourning.








		Z.	BADGE SHROUDING

			Shrouding of a badge is accomplished by placing a
			1/2" to 3/4" piece of black material horizontally
			at the badge's midpoint entirely around the badge.
			The shroud should be placed on badges at the time
			of notification of the death and may remain on the
			badge for a 30-day mourning period.

 VII.	JOB RESPONSIBILITIES

		The following describes the roles of the various job
		assignments involved in carrying out the funeral
		procedures:  the Survivor Action Officer, the Family
		Liaison Officer, the Funeral Officer, the Funeral
		Detail, the Procession Officer, the Church Officer, the
		Cemetery Officer, and the Transportation Officer.  If
		the Company is small or is playing a lesser role in the
		family's funeral plans, one company member may take on
		the responsibilities of more than one of these
		positions.


		A.	SURVIVOR ACTION OFFICER

			It is recommended that the Chief assume or
			delegate the position of the Survivor Action
			Officer to oversee liaison to the next of kin and
			all funeral-related activities.  Typically, the
			Survivor Action Officer is a special staff
			assignment.  As a direct representative of the
			Fire Chief, the Survivor Action Officer should
			receive the full cooperation of the entire
			company.

			The Survivor Action Officer coordinates the
			activities of a number of personnel assigned to
			handle specific aspects of the funeral
			arrangements and to assist the surviving family.
			His/her principal concern is the ongoing welfare
			of the next of kin.  It is his/her responsibility
			to ensure whatever assistance is necessary is
			provided to assist the family through the crisis,
			and conduct the funeral.

			Additional duties of the Survivor Action Officer
			are as follows:
			1.	Confirm that the next of kin has been
				notified.
			2.	Notify all company personnel of the death.
			3.	Confirm notification of all outside agencies.
			4.	Arrange to have flags lowered to half mast
				and bunting placed on station as appropriate.
			5.	Assure that Kent Center has been notified.
			6.	Follow up contacts when funeral arrangements
				have been determined.
			7.	Personally collect all of the deceased's
				personal items from the station and forward
				in person to the Family Liaison Officer.
			8.	Conduct a coordination meeting with the "task
				force" of officer as soon as possible (Family
				Liaison and Funeral Officer) so that all key
				individuals will be instructed to make the
				appropriate contacts and when the next
				meeting will be scheduled.
9.	Be a key contact person for outside agencies,
				news media, and other companies in relation
				to the death and subsequent ceremony.  (The
				PIO might play this role instead of or in
				addition to the Survivor Action Officer.)
	         10.	Make contact with Ladies Auxiliary for
				appropriate arrangements for a post funeral
				meal and facility to handle a large group of
				people with the family's approval through the
				Liaison Officer.
		         11.	Call a final meeting of the "task force" to
				establish the company's participation in the
				funeral services based upon the family's
				wishes.
		    		a.	Establish a timetable or schedule of
					events.
				b.	Identify times and places for group
					gatherings in accordance with
					ceremonies.
				
c.	Recontact all appropriate people and
					agencies with the schedule, meeting
					place, and any special instructions.
			   


      12.	Contact support agencies as appropriate to
				arrange their assistance through the
				appropriate key person for bands, honor
				guards, firing squads, bugler.
		      13.	Contact appropriate company personnel to
				arrange for finalization of required
				paperwork, forms, etc.
		      14.	Obtain    copies of the death certificate and
				distribute to the personnel committee.
		      15.	Contact outside agencies for support during
				the funeral.
		      16.	Maintain key coordination and contact
				position for the remainder of events.
		      17.	Establish milestones for future family follow
				up by the Family Liaison Officer.
		      18.	Assure that all company functions return to
				normal.

		
B.	FAMILY LIAISON OFFICER

			The Family Liaison Officer reports directly to the
			Survivor Action Officer and is responsible for
			maintaining a communication link between the
			family and the company.  The Family Liaison
			Officer provides the logistical support to the
			family throughout the funeral process.  A vehicle
			assigned to him for the entire time.  The duties
			are as follows:
			1.	Along with the Chaplain, provide reassurance
				and support to the family after the official
				notification of the next of kin.
			2.	Discuss all aspects of the funeral process
				and its ceremonies with the family and the
				funeral director.  The Family Liaison Officer
				must be able to relay information to the
				company as to what level of involvement the
				company will have in the funeral process in
				accordance with the family's wishes.
			
3.	Inform the family as to the various
				traditional fire service funeral options that
				can be included in a service.  This is
				accomplished with the cooperation of the
				Funeral Director.  
These might include readings, music, honor 
guards, and military formations.  All of the 
requests made by the surviving family must 
be relayed to the Survivor Action Officer for 
delegation to the "task force" of officers.
			4.	Some of the areas that the Family Liaison
				Officer will assist the family in determining
				will be:
				a.	Type of interment
				b.	Which funeral home will be used
				c.	Which church/assembly area will be used
				d.	Which clergy will be used, including the
					company chaplain
				e.	Which cemetery will be used
				f.	If the deceased will be buried in
					uniform
				g.	Number of primary pallbearers and
					whether honorary pallbearers will be
					used
				h.	The length of church service, as well
					as:
					1.	Readers of the Scripture
					2.	What Scripture will be read
					3. 	Music at the church
					4.	Who will deliver the sermon,
						eulogy, etc.
					5.	Ending last alarm bell service
				i.	Place and time of refreshments (if any).
				j.	The ceremonies that will take place at
					the cemetery:
					1.	Band
					2.	Bag pipes
					3.	Firing squad
					4.	Readings and who will perform them
						(see Appendix E for Sample
						Readings).
					5.	Eulogy and who will deliver it (see
						Appendix F for Sample Eulogies).
					6.	Taps







				k.	Procession Items:
					1.	Will a pumper be used as a caisson
						or will a conventional hearse be
						used instead?
					2.	Will a pumper or ladder truck be
						used as a flower car?
					3.	Will personnel walk alongside the
						caisson or drive in the procession?
			5.	The Family Liaison Officer also should:
				a.	Obtain all articles of clothing that the
					deceased will wear (except shoes) and
					deliver them to the Funeral
					Director/officer.
				b.	Identify and determine any other special
					considerations on behalf of the family
					and the special requests per the
					individual's personal information sheet.
				c.	Maintain 24 hour contact with the family
					for their assistance and the same
					contact with the Survivor Action
					Officer.
				d.	Obtain a recent photograph of the
					deceased for the Funeral Director.
			
6.	The Family Liaison Officer may also be asked
				to address the following items by the family
				and the Survivor Action Officer:
				a.	Autopsy reports, birth certificates,
					marriage certificates, death
					certificates, (Workman's Compensation)
					VA or military records.
				b.	Check with individual's survivor
					benefits.
				c.	VA widow and children benefits and
					burial benefits.
				d.	Social Security - survivor benefits.
				e.	Insurance policies
					1.	Continue medical plan for the
						family.
					2.	Life insurance
					3.	Optional insurance
					4.	Widows and orphans funds
				f.	Investigate college scholarships for
					dependents.
				g.	Workmen's compensation

		C.	FUNERAL OFFICER

			The Funeral Officer's duties include the primary
			responsibility of insuring that the wishes of the
			family and the special requests of the individual
			are coordinated with the Funeral Director and
			Chaplains.  He provides coordination and
			interaction with the Funeral Director and the
			church and the cemetery, and arranges and direct
			the funeral procession.  The Funeral Officer
			reports directly to the Survivor Action Officer
			and keeps him well informed during the planning
			process.
			1.	Duties include the following:
				a.	Establish a tentative schedule of
					events. 
				b.	Determine which fire company vehicles
					will be used as caissons or flower
					vehicles.
c.	Make arrangements for the surviving
					family to get from the funeral home to
					cemetery.
				d.	Establish an honor guard schedule to
					stand guard during viewing at the
					funeral home.
				e.	Arrange for honorary pallbearers (family
					and company officers).
				f.	Arrange for active pallbearers.
				g.	Secure the bugler, color guard, bag
					pipes, band, and firing squad.
				h.	Obtain an American flag.  (The Funeral
					Director secures a flag for veterans
					only.)
				i.	Coordinate any formal walk through of
					uniformed personnel during the period of
					viewing with the agencies and Funeral
					Director.  This includes seating
					arrangements.
				j.	Coordinate any prayer services to be
					conducted at the funeral home.
				k.	Develop a schedule and a brief set of
					instructions for uniformed personnel the
					day of the funeral.  Be sure to
					coordinate with the funeral home.  This
					includes:
				

					1.	Arrival time of uniformed personnel
						with specific instructions as to
						where to gather.
					2.	Briefing and development of
						formations that will be used when
						the casket is removed.
					3.	Briefing of proper protocols for
						entering and leaving the funeral
						home.  (See Appendix D for Military
						Standards).
				l.	Arrange for photographers to record the
					entire funeral.
				m.	Arrange with the PIO to establish
					guidelines for TV and press:
					1.	At the church inside and/or outside
					2.	Funeral home inside and/or outside
					3.	Cemetery - general photo coverage
						and/or coverage of the immediate
						grave
				n.	Coordinate the vehicle staging with the
					Procession Officer and include the
					vehicle assignments for the company.
				o.	Obtain white gloves for the pallbearers
					and black bunting for the station and
					apparatus.

		D.	HONOR GUARD

			1.	At least four honor guards are required.
			2.	One member of the honor guard shall be
				designated as the Officer of the Guard.  He
				or she shall be responsible for obtaining the
				necessary equipment and scheduling of the
				honor guard members.
			3.	Two honor guards, one for the head and one
				for the foot of the casket, shall be
				scheduled for 15 minute shifts.
			4.	Honor guard uniforms shall be dress uniform, 
				and black mourning drape on official badge.
			5.	Honor guards shall stand at attention at
				their assigned positions for the duration of
				the 15 minutes tour of duty.
			6.	Honor guards may be used during viewing and
				prior to service as custom dictates.

		E.	HONORARY PALLBEARERS

			1.	Personnel designated as honorary pallbearers,
				shall at all times move ahead of the casket
				as it is moved.
			2.	The honorary pallbearers shall sit together
				in a designated area in the church during the
				service.
			3.	Dress for honorary pallbearers:
				a. 	Non-members will normally wear civilian
					clothes.
				b. 	Active members shall be in dress
					uniform.

F.	ACTIVE PALLBEARERS

			1.	The Active Pallbearer Detail shall consist of
				a minimum of six pallbearers plus an officer.
			2.	The officer of the detail shall contact the
				Funeral Officer for details.
			3.	The pallbearers will remain covered at all
				times while acting in that capacity and will
				wear white gloves.
			4.	The pallbearers will not salute while acting
				in this capacity.
			5.	The flag shall be placed over the casket with
				the blue field at the head over the
				deceased's left shoulder.
			6.	If the casket arrives at the church from the
				funeral home, then the Active Pallbearer
				Detail shall position themselves to receive
				the casket in front of the church.
			7.	During the service the pallbearers will sit
				together in a designated area in the church
				with the funeral detail.
			8.	At the cemetery, after placing the casket
				over the grave site and upon the officer's
				command, the detail shall raise the flag to
				waist high over the casket and hold it there
				during the committal service.  After the
				committal service is read, taps may be
				sounded.  The flag is then folded upon the
				officer's command in the prescribed military
				manner (see Appendix D) and presented to the
				next of kin by the officer of the detail.
			9.	The detail, on orders of the officer, shall
				take a place with the funeral detail.
			10.	During the graveside service, where the flag
				is not draped over the casket, the
				pallbearers, after placing the casket over
				the grave site, on orders of the officer
				shall step back with the funeral detail and
				follow the procedures for the funeral detail.

G.	FUNERAL DETAIL

			All members of the company not otherwise detailed
			will act as the Funeral Detail, in dress uniform,
			gloves required.
			1.	The Funeral Detail will arrive as a group
				from the staging area prior to the arrival of
				the funeral coach at the church and take a
				position in front of the church on the right
				hand side as indicated in the diagrams in
				Appendix C, Funeral Formations.
			2.	For formal and semi-formal funerals the
				Funeral Detail will take a position in front
				of the church in two facing ranks with senior
				officers closest to the church.
			3.	As the active pallbearers move the casket
				from the coach, the Funeral Detail will be
				called to attention by the Officer-In-Charge
				(OIC).  If the casket is draped with the
				flag, the OIC will order a hand salute as the
				casket passes.  The command shall be "Present
				Arms!"  The command to end the salute shall
				be "Order Arms!"
			4.	After the casket passes, the OIC will order
				"at ease", and the Funeral Detail will file
				into the church according to rank and sit in
				a designated area of the church.  Head
				covering is removed upon entering the church.
			5.	After the service the Funeral Detail, on
				order of the OIC will file out of the church
				and in the case of a formal funeral take a
				position on the right of the entry as
				indicated in the diagram.
			6.	If the services are semi-formal, the Funeral
				Detail will form facing ranks on both sides
				of the entry with senior officers closest to
				the hearse.
			7.	As the flag-draped casket is brought out of
				the church, the detail is brought to
				attention and a hand salute is executed on
				order of the OIC.
			8.	The Funeral Detail rides as a group in
				designated cars to the cemetery and also
				between the funeral home and the church.
			9.	The Funeral Detail at the cemetery again
				forms two ranks according to rank from the
				location of the hearse to the grave site,
				with officers closest to the grave.
			10.  	As the flag-draped casket is removed from the
				hearse by the active pallbearers, the Funeral
				Detail executes a hand salute on order of the
				OIC, "Present Arms."  If the casket is not
				covered by the flag they stand at attention.
			11.  	After the casket is placed over the grave,
				the Funeral Detail from ranks in front of the
				grave, highest rank on the right.
			12.  	If taps are sounded, uniformed members should
				execute hand salute on order of the OIC.
			13.  	During religious grave-side services all
				personnel will bow their heads at the words,
				"Let Us Pray."
			14.  	All personnel, except the active pallbearers,
				while holding the flag, will follow the
				example of the officiating clergy.  If he
				uncovers, they will uncover.  If he remains
				covered, they will remain covered.

	In addition to the Funeral Officer, the flow chart on the
	following two pages shows the sequence of events and the
	roles of the Procession Officer, Church Officer, and
	Cemetery Officer.  These are described in detail below.

		












H.	PROCESSION OFFICER

			The Procession Officer has the primary
			responsibility of coordinating the transportation
			arrangements and funeral procession from the
			funeral home to the church and then finally to the
			cemetery.  The following duties fall within
			his/her responsibility:

			1.	Attend coordination meeting and determine the
				following:
				a.	Names of the funeral home, church, and
					cemetery.
				b.	Will a pumper or other fire company
					vehicle be used as a caisson or will
					conventional methods be used?
					1.	Rollers and steps for caisson are
						available from neighboring
						companies.
				c.	Tentative time schedules.
				d.	Will the procession involve walking
					personnel?
					1.	Honor guards
					2.	Band
					3.	Bag Pipes
					4.	Pallbearers
			2.	Establish a simple systematic scheme for
				staging and coordinating vehicles at each
				location.  The scheme should include areas
				large enough to accommodate large numbers of
				emergency vehicles.  The staging areas should
				be within a block or two of the funeral home
				or church preferably at a fire station,
				school, or park, where ample parking and
				assembly area available.  This group can then
				"march" as a unit to the church or funeral
				home to act as a Funeral Detail.
			



3.	Obtain sufficient rolls of black plastic tape
				along with small round-tipped scissors that
				can be carried in a pocket and made available
				in the assembly areas for all uniformed
				personnel to place a horizontal black band
				over their badges.
			4.	Determine any special considerations the
				procession may need to consider by contacting
				the Family Liaison Officer.  These include:
				a.	Will the procession drive past the
					deceased's home, fire station, or other 									locations?
				b.	Will a special line-up of equipment be
					needed at any point in the procession
					for purposes of showing respect?
				c.	Will crossed aerial equipment be used
					over the cemetery entrance so the
					procession will drive under it?  If so,
					the request for the equipment should be
					forwarded to the Survivor Action
					Officer.  The actual coordination of the
					aerials belongs to the Procession
					Officer.
				d.	Coordinate the vehicle staging at the
					church and cemetery with the "task
					force."
			5.	Upon completion of the above tasks, make
				contact with the appropriate police agency to
				determine a route and appropriate traffic
				control.
			6.	Create maps that indicate the route and any
				other specific instructions to be distributed
				at the funeral service.  These maps and
				instructions should be handed out at a
				briefing prior to the beginning of the
				funeral service.  The maps should include
				locations of: 
				a.	The fire company 
				b.	The funeral home 
				c.	The church 
				d.	The Chief	Officer and dignitary assembly
					area 
				e.	Firefighter's assembly area 
				f.	Auxiliary parking areas 
				g.	Motels for out-of-town guests (including
					phone numbers) 
				h.	Vehicles for the funeral procession 
				i.	The cemetery and grave 
				j.	Food service areas  
				k.	The route of the funeral procession  
				l.	On this map or on a separate sheet
					include a copy of a diagram showing the
					proper arrangement and movement of
					personnel to the various sites.
				m.	Sufficient quantities of the map should
					be reproduced for anticipated guests.
			7.	The protocol for aligning the proper sequence
				of vehicles in a procession is basically as
				follows from first to last:
				a.	Lead car (Police department, etc.)
				b.	Flower caisson or car
				c.	Hearse or pumper
				d.	Immediate family limousines or cars
				e.	Pallbearers and honor guard in cars
				f.	Fire Chief's car
				g.	Other  Fire Company vehicles
				h.	Police department
				i.	Local government officials in cars
				j.	Neighboring and visiting staff vehicles
				k.	Neighboring and visiting apparatus
				l.	Other municipal vehicles
				m.	Friends of the family private vehicles
				n.	Rear car (Police Department.)
			8.  	With extremely large funerals, line up the 								vehicles two across.
			9.	If appropriate, contact the Survivor Action
				Officer to determine which apparatus will be
				used as a caisson and/or flower vehicle(s). 
				Once this has been determined the Procession
				Officer must assure the following items are
				taken care of:
				a.	Apparatus are thoroughly cleaned and
					hose beds stripped.
				b.	Bunting placed on the appropriate
					apparatus.
				c.	The hose bed adapted to allow for the
					placement and removal of the casket.

		



I.	CHURCH OFFICER

			The Church Officer has the primary responsibility
			of coordinating all the activities and ceremonies
			at the church or other locations of funeral.
			Additional duties include:

			1.	Attending the coordinating meeting and
				determining the following from the Survivor
				Action Officer and the Family Liaison
				Officer:
				a.	Tentative scheduling
				b.	Location of the church
				c.	Clergy to be used, including the
					Chaplain(s)
				d.	Scripture to be read and readers
				e.	Type and length of the service
				f.	What ceremonial items are being
					requested by the family (e.g., last
					alarm bell service)
				g.	Musical arrangements to be used (such as
					the Battle Hymn of the Republic,
					Bagpipes, or Amazing Grace.)
				h.	Special musical arrangements
				i.	Who will deliver the eulogy
			2.	Contacting the Procession Officer and
				coordinating the vehicle staging of the
				procession.
			3.	Making seating arrangements for those
				attending the church service.  Dedicated
				seating should be provided for the following:
				a.	Pallbearers
				b.	Honor guard
				c.	Uniformed personnel
			4.	Considering formations and coordinating the
				same during the arrival and removal of the
				casket from the church.  Reviewing military
				commands for the formations and issuing them
				where appropriate.  (See Appendix C for
				Funeral Formations.)
			5.	Assuring that specifically assigned medical
				personnel be provided at the cemetery for the
				family should they require immediate medical
				assistance.
			

6.	Upon dismissal of the formation, giving instructions as to the location of the post-funeral meal, (determined by the Survivor Action Officer and Family Liaison Officer).

		J.	CEMETERY OFFICER

			The Cemetery Officer is primarily responsible for
			the coordination and preparation of the events
			from the time the procession vehicles are stopped
			at the cemetery and the people exit their
			vehicles.  He or she is also responsible for being
			the liaison with the cemetery staff.  Additional
			duties include the following:

			1.	Attending the coordination meetings and
				determining from the Survivor Action Officer
				and Family Liaison Officer the following
				information:
				a.	What type of interment will be used.
					1.	Burial
					2.	Crypt
					3.	Cremation
				b.	Does the family wish to have any of the
					following:
					1.	Taps played
					2.	Firing squad
					3.	What Scripture will be read and who
						will read it
					4.	A band
					5.	Bagpipes
		2.		Upon receipt of this information, the
				Cemetery Officer should be responsible for
				the following:
				a.	Scheduling and coordinating the sequence
					of events for the family.  This includes
					coordinating the requests for special
					items as mentioned with the Survivor
					Action Officer.
				b.	Ensuring that the pallbearers are
					familiar with and understand the process
					of folding and presenting the flag to
					the next of kin.
				


c.	Managing the formation of personnel (see
					Appendix C) and issuing of orders as
					appropriate and consistent with the
					Military Standards (see Appendix D).
				d.	Assuring that the cemetery takes care of
					all the necessary items such as:
					1.	Overhead protection for the
						immediate family at the burial site
					2.	A public address system if one is
						to be provided

		K.	TRANSPORTATION OFFICER

			The Transportation Officer will be responsible for
			arranging for the transportation of all visiting
			out-of-town guests to and from the airports and
			funeral service.

			1.	This includes but is not limited to the
				following:
				a.	Airports
				b.	Hotels, motels
				c.	Funeral services
				d.	Cemetery
				e.	Food service areas
			2. 	Provide adequate transportation for visiting
				personnel.
			3.	Also included in the Transportation Officer's
				duties is arranging for housing as necessary
				for any overnight guests.  This will include
				arrangements for transportation to the food
				service areas for visiting chief officers,
				dignitaries, and firefighters.













			    		      GUIDELINES FOR FUNERALS
			ACTIVE/LIFE PAST CHIEF/   FORMER   AUXILIARY   HONORARY   MEMBERS	  REG. *
			MEMBER       PAST PRES     MEMBER    MEMBER      MEMBER      FAMILY      MEMBER
ALERT CO.
BY PAGER	      	   Y 		  Y		N	    N		  N	          N	     N    
W/MESSAGEN

SEND FLOWER               Y		  Y		Y	    Y		  Y	          Y	     Y
/DONATION

SEND CARD                    Y  		  Y		N	    Y		  Y	          Y	     Y
(IF CHARITY)

PLACE NAME
IN MEMORIAL 
PLAQUE, DRAPE            Y		 Y		N	    Y		  Y	          N	     Y
FIREHOUSE/
DISPLAY MEMBER
GEAR

MEMORIALFLAG           Y		Y		N	    Y		  Y	          N	     Y
HALF MAST

MEMORIAL 
SERVICE IF                    Y 		Y		N	    N        	   N	          N 	      Y
FAMILY WANTS

USE OF APPARATUS
FOR PROCESSION TO   Y		Y		N	    N		   N	          N	      Y
CARRY CASKET OR
FLOWERS

COMPANY GOES AS      Y		Y		Y	    Y		   Y	          Y	      Y
GROUP TO VIEWING

COMPANY GOES AS	  Y		Y		N	    Y		   Y	          Y	      Y
GROUP TO FUNERAL

PROVIDE LUNCHEON
AFTER SERVICES FOR
FAMILY (EITHER AT        Y		Y		N	    Y		    Y	           N	      Y
FIREHOUSE OR FOOD
TO FAMILY HOME)

ACTIVATE SIREN            Y		Y		N	    N		     N	            N	      Y
“LAST ALARM”

GRAVE MARKER	   Y		Y		N	    Y		     Y		N	       Y
PLACED BY CO.		
· MEMBER THAT HAS NOT BEEN ACTIVE		Y – YES       N- NO
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