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ILLINOIS ASSOCIATION OF CHIEFS OF POLICE
FUNERAL PROTOCOLS

POLICE OFFICER DEATH
CHECK-OFF LIST
The purpose of this document is three-part.  The first part is to provide a check-off list of functions and responsibilities to be completed by your agency prior to the death of the Officer.  It is to ensure your agency has the proper personnel assigned, their duties and functions addressed, and areas of responsibilities prepared for activation.  The subsequent check-off list is to assist with the death (or serious injury) of the Officer immediately following the event through the funeral.  The third part is the post-care of the Officer’s memory and his/her family’s well-being.  
Throughout this document, the term family is used.  Please keep in mind that this term is used in the broadest of context.  Your respective agency needs to be sure all the different family dynamics are addressed and included.
PART 1 
INITIAL DUTIES AND RESPONSIBILITIES


Completed AGENCY MEMBER NOTIFICATION FORM
This is a standardized document completed by the employee identifying essential family background and wishes.  See attached generalized form.



Formulate the NOTIFICATION TEAM

Individuals responsible for making proper IN-PERSON notification to the survivors in the event of death or serious injury.  May include but not limited to: Chief/Sheriff, immediate Commanding Officer, and Chaplain/Priest/Pastor/Rabbi; anyone else identified by Officer’s Agency Member Notification Form Sheet.  Note:  These people should not be the deceased Officer’s partners, teammates, or close friends.  Experience has shown that when having these individuals present, survivors end up comforting these individuals more than these individuals comfort the family.

1. Chief/Sheriff  ________________________________________________________________

TX#  ______________________________________________________________

2. __________   ______________________________________________________________
TX#  ________________________________________________________________________

3. __________   ______________________________________________________________

TX#  ________________________________________________________________________

4. __________   ______________________________________________________________

TX#  ________________________________________________________________________




Identify FAMILY LIAISION REPRESENTATIVE

Individual responsible for attending to ALL the needs of the family.  This person will coordinate with the family and be the liaison to the agency in regards to the family’s wishes.  This includes advising on the planning of visitation, funeral requests, and follow-up care.  Ensure this Police Department employee is accessible at all times to the family from notification to post funeral.  It is best if this person knew the deceased, but is not emotionally tied.  This assignment will include ensuring the family’s wishes are followed closely by the other liaison representatives.  
1. ___________________________________________________________________________



Identify OFFICER LIAISON REPRESENTATIVE

Individual should be of Command Level with the authority to authorize and make financial obligations/purchases, order department personnel to perform necessary duties, and ensure privacy for the family from the public, media, and other department/agency members.

1. ___________________________________________________________________________
ASSISTANT  ________________________________________________________________




Identify FUNERAL LIAISON REPRESENTATIVE

Individual will be responsible for assisting the family (with or through the Family Liaison Representative) in funeral service arrangements.  This individual should be familiar with Law Enforcement protocols; however the wishes of the family may override such ceremonies.  This person should have a basic understanding or trained in the different types of funeral services for the more popular religions.  This person will also be responsible for travel needs for family in and outside the area.  He/she must coordinate wake and funeral settings, parking, seating arrangements, motorcades, honor guards, etc.  
1. ___________________________________________________________________________
ASSISTANT  ________________________________________________________________




Identify HONOR GUARD REPRESENTATIVE

Individual responsible for coordinating all Honor Guard participation (both internal and external) during the process.  Secure pipes, drums, buglers, flag folding, etc.

1. ___________________________________________________________________________
ASSISTANT  ________________________________________________________________




Identify BENEFITS REPRESENTATIVE

Individual responsible for compiling all death or serious bodily harm benefits due to survivors.  This will be updated by the Benefits Representative on an annual basis.  Also responsible for completing or assist in completing all necessary paperwork as soon as possible; check the status of claims submitted, and ensures benefits are received. 
1. ___________________________________________________________________________
ASSISTANT  ________________________________________________________________





Identify PRIEST/CHAPLAINS/RABBI/OTHER RELIGIOUS LEADERS
Individuals responsible for assisting the Family Liaison Officer and family with necessary burial ceremonies or rituals.  Review of Officer Notification Forms to ensure a religious leader is located for all religions within your department.
1. Name  ______________________________________________________________________

TX#  _____________________________________________________________________

Religion  _________________________________________________________________

2. Name:  _____________________________________________________________________

TX#  _____________________________________________________________________

Religion  _________________________________________________________________

3. Name  ______________________________________________________________________

TX#  _____________________________________________________________________

Religion  _________________________________________________________________

4. Name  ______________________________________________________________________

TX#  _____________________________________________________________________

Religion  _________________________________________________________________

PART 2
SECTION 1

NOTIFICATION OF DEATH OR SERIOUS INJURY

The following are instructions and a check-off list to be completed by representatives of your agency based on their roles and responsibilities.  This of course is not all encompassing and may be significantly changed based on the wishes of the family or religion.

In the event of a death or serious injury, the ON DUTY SUPERVISOR will notify his/her immediate Supervisor of the death or serious injury of an Officer.  If the on-duty Supervisor is dead or seriously injured, then the Officer with the highest seniority will notify the On Duty Supervisor’s immediate supervisor.  When this is completed, the On Duty Supervisor will go back to handling the scene while the next in rank Supervisor will contact the Chief/Sheriff and the Family Liaison Representative.

FAMILY LIAISON REPRESENTATIVE DUTIES




Retrieve the Officer’s Agency Member Notification Form.



Request the Chief/Sheriff activate the Notification Team or others based on the Officer’s Agency Member Notification Form.
NOTIFICATION TEAM DUTIES

  
DO NOT DELAY IN NOTIFYING THE FAMILY

Immediately assemble at a common location.  If this is not   possible or if any member of the notification team is not immediately available, always ensure at least two people make notification.

PREPARE MORE THAN ONE VEHICLE

The notification team may need to separate to handle various tasks at the same time.

  
DO NOT RELAY INFORMATION OVER THE PHONE; MAKE NOTIFICATIONS IN PERSON



If family are not in state or at a significant distance; request notification be made from the areas Law Enforcement organization and have them request phone contact with the head of the Notification Team.




If the Officer is not yet dead, the family will be driven (via emergency vehicle if necessary and authorized) to the Officer’s side.
 

DO NOT MAKE DOOR STEP NOTIFICATIONS



When responding to a residence or place of employment, have the family sit down (or go into a private meeting room at the location).




Inform the family slowly and clearly the facts as they are known and the information you have.  ENSURE YOU USE THE OFFICER’S FIRST NAME AND USE WORDS LIKE “DEAD” AND “DIED”, NOT “PASSED AWAY”.




If the family wishes to go to the hospital, they should be transported immediately by an unmarked police vehicle (if available).  If the family is insistent on driving, request an Officer ride with them.




If small children are home and will not be going to the hospital, a member of the notification team will either watch the children or arrange immediate babysitting needs.  




If other children are in school, notification should be made to the Principal or School Administrator.  The School Administrator should not make notification to the children without spouse or Notification Team Member being present; unless requested by the spouse.  If the child is out of state, a local police agency should be contacted and assistance requested in making notification.    




Ensure department is ordered that no social media is to be used to report anything to the media, other departments, or radio system.

OFFICER LIAISION DUTIES





Contact the Department of Labor within eight (8) hours.





Department of Labor Statute and Guidelines





1904.39(a)



Basic requirement.  Within eight (8) hours after the death of any employee from a work-related incident or the in-patient hospitalization of three or more employees as a result of a work-related incident, you must orally report the fatality/multiple hospitalization by telephone or in person to the Area Office of the Occupational Safety and Health Administration (OSHA), U.S. Department of Labor that is nearest to the site of the incident.  You may also use the OSHA toll-free central telephone number, 1-800-321-OSHA (1-800-321-6742).

SECTION 2
ASSISTANCE AT THE HOSPITAL
Note:  Not all of these will be necessary if the Officer is suffering a serious injury.

NOTIFICATION TEAM





Order a uniformed Officer stay with the dead or seriously injured Officer.  ENSURE THE DEAD OR SERIOUSLY INJURED OFFICER HAS A POLICE GUARD AT ALL TIMES.  This will ensure honor for the profession and to shield the family from the media.  Verify with the family on who they wish to see, and protect from unwanted visitors.  
FAMILY LIAISION REPRESENTATIVE




Will act as the liaison between hospital staff and the family.




Will ensure the family is comfortable and fed while at the hospital.




Arrange for the family to see the Officer as soon as possible.  The family should be made aware of the body’s condition and should not be overly protected from reality.




If the Officer has died, the Family Liaison Representative will immediately begin discussions pertaining burial wishes.  The family needs to be made aware of police funerals and protocols; however if the family wishes otherwise, they will have the final decision.




As soon as possible, notify Officer Representative, Funeral Representative, Honor Guard Representatives, and Benefits Representative.  REITERATE THAT THE FAMILY’S WISHES WILL BE FOLLOWED.




If the Officer has died, as soon as practical discuss arrangements, potential magnitude of a police funeral, and ensure family’s wishes are followed.

OFFICER LIAISON REPRESENTATIVE




Prepare a file for all incoming bills such as Worker’s Compensation paperwork, medical bills, food and beverage receipts, travel receipts, etc.




Have assistance from the department’s personnel in preparing or ordering memorial items to be presented to the family, i.e., shadow boxes, flags, etc.




Arrange transportation and lodging for immediate family members traveling from out of the area.




Transmit a LEADS message outlining the Officer death.
FUNERAL LIAISON REPRESENTATIVE

Will receive the family’s request for funeral arrangements from the Family Liaison Representative and begin notifying the locations.




Will scout locations and begin to prepare logistical information for services.  This will include parking, transportation needs and routes, vehicle assignments, vehicle procession order, dignitaries attending, etc.

HONOR GUARD REPRESENTATIVE




Will notify neighboring or assisting Honor Guard agencies for assistance in the funeral services.  They may include bag pipes, bugle, rifle salute, posting of colors, etc.




Note:  Military honors may supersede Honor Guard activities.
1. Assisting Department _________________________________________________________

TX#  ________________________________________________________________________

2. Assisting Department _________________________________________________________

TX#  ________________________________________________________________________

3. Assisting Department _________________________________________________________

TX#  ________________________________________________________________________

4. Assisting Department _________________________________________________________

TX#  ________________________________________________________________________
BENEFITS OFFICER




Will begin immediate notifications of necessary agencies related to fallen Officer benefits and services.




Ensure a Supervisor is present at the hospital to stop distraught Officers from forcing their way into a hospital room, Medical/Coroners.
SECTION 3

FUNERAL SERVICES
FAMILY LIAISON REPRESENTATIVE




Attempt to quickly identify location of pre-burial services (i.e., wake) and burial location with Priest/Chaplain, etc.



Determine family wants and needs.  Ensure a police type funeral is desired.




Identify with the family who are “real family” and protect family from distant/long lost relatives or “fame chasers” the family does not want present.




Discuss what public officials, politicians, celebrities, etc., (who if any) will be allowed to speak or address mourners.  Also discuss seating arrangements for these guests if they will be present.

OFFICE REPRESENTATIVE




Make every effort to ensure every member of the department is able to attend the burial services.  Secure assistance from outside agencies and dispatching if possible. 



Ensure every department member is aware of uniform standards regardless of specialty (i.e., TAC Officer shave/haircut and Class A uniforms worn).




Ensure Officers are aware of predetermined assembly point for inspection and briefing by the Chief/Sheriff.  This will need to be coordinated with the funeral liaison representative.




Appoint staff to take Officers badge/name tag/patches/rank insignias/award ribbons for preparation for shadow boxing.  Prepare flags to present (if chosen).  DO NOT PRESENT FLAG IF MILITARY HONORS.




Note:  Children of the fallen Officer should be recognized as well.  Personal memorabilia of their deceased parent should be prepared to give.  Parents of deceased should also not be forgotten.  




Prepare deceased Officers uniform if chosen to be worn by family.  Class A; newly purchased.  Chief/Sheriff will issue ceremonial badge and name plate to be worn while lying in state.




Order Porta Potties for funeral.



Contact with the Red Cross or Salvation Army may be beneficial in providing assistance.  

FUNERAL LIAISON REPRESENTATIVE




Identify pre-burial location (or school if possible anticipating large police presence).




__________
Locate casket/urn position




__________
Locate family/friend seating positions




__________
Locate casket escorts for positioning




__________
Prepare staging, direction of walk through and exit



__________
Prepare parking and parking attendants



Identify church after receiving information from Family Liaison.  Meet church representative to determine lay out.




__________
Locate casket/urn position


__________
Locate family/friend seating, dignitaries, department  


Officers, other agency Officers, other guests

__________
Coordinate movements with casket guards, honor


guards, military

__________
Coordinate escort of casket into building and existing

__________
Coordinate parking, parking attendant assistance, hearse proceeding procession or following

__________
Coordinate family movement, motorcade or transportation


__________
Ensure second hearse is available


Note:  Family may request private burial therefore all ceremonial events may take place at church (gun salute, removal of badge, shadow box presentation, etc.)




Identify burial location with family




__________
Plot course to/from church to cemetery




__________
Coordinate family entering facility and parking




__________
Coordinate parking for all guests




__________
Coordinate casket movements, honor guard positions, casket guards




__________
Is counter surveillance necessary



__________
Prepare other details and order of events

HONOR GUARD REPRESENTATIVE




Notify assisting agencies.



Plan assisting agencies duties, positions, and practice areas.



__________
Carrying colors




__________
Rifles




__________
Casket guards and rotations




__________
Retiring colors




__________
Buglers




__________
Removal of ceremonial badge and name plate after lying in state




__________
Flag presentation (IF NOT MILITARY)




Review and prepare protocol commands.  See Illinois Chiefs of Police Line of Duty Funeral Protocols LINE OF DUTY DEATH.
MORE INFORMATION OUTSIDE OF THIS CHECKLIST CAN BE LOCATED ON THE ILLINOIS CHIEF’S OF POLICE WEBSITE

www.ilchiefs.org/index.cfm?fuseaction=Page.ViewPage&pageId=629
PART 3
SECTION 1

AFTER CARE
The following are instruction and a check-off list to be completed by representative of your Agency to assist in the remembrance of your fallen Officer(s) or support of a seriously injured Officer.  It is also to provide assistance, guidance, and support for the family of said Officer.

FAMILY LIAISON REPRESENTATIVE DUTIES




Assist Chief/Sheriff and/or Administrative Secretary with notification of important dates and anniversaries for your agencies fallen/injured Officer(s).



Assist Chief/Sheriff and/or Administrative Secretary with important dates for all National, State and local events to include but not limited to:  National Law Enforcement Week, your State’s Law Enforcement remembrance dates, and any other local events supporting Law Enforcement.



Work with the family to make arrangements to attend the National Law Enforcement Officer’s Memorial event on the first anniversary of the officer’s death, or the year their sacrifice is to be recognized at the event.

OFFICER LIAISON
  
Secure a schedule of events related to the National Law Enforcement Memorial Service in Washington D.C. as they pertain to the fallen officer’s family.  
  
NOTE:  The organization C.O.P.S. (Concerns of Police Survivors) can be a beneficial resource.  

http://www.nationalcops.org
http://ilcops.org



Secure funding for the family’s trip to include but not limited to:  airfare, lodging, and meals.  If this could be a financial burden on the agency, utilize outside donations, financial institutions, or fundraising organizations for assistance.  If should be noted that the family should not take part in raising funds for their own trip to Law Enforcement events.
.
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