MENOMONEE FALLS POLICE DEPARTMENT

GENERAL ORDER:  2305




DATE:  February 12, 2015
SUBJECT:  Honor Guard

I. 
PURPOSE

The purpose of this policy is to establish guidelines for the administration and deployment of officers serving on the Honor Guard, and to establish guidelines for police employees who wish to participate or volunteer their time for an authorized community function, charitable cause, funeral, memorial service, or special event.  

II.
POLICY

It is the policy of this agency to represent the Village of Menomonee Falls in a professional manner when Honor Guard personnel make appearances at functions such as funerals, parades, ceremonies, charitable causes or any other similar events.  The department will consider all requests from those officers who wish to participate in or volunteer their time and services on an unpaid status for any authorized community activity or special event when an appearance by the officer is not required by the department.  Any required appearances made consistent with other department policy or at the direction of the Chief will be handled in conformance with the existing Labor Agreement.  

III.
DISCUSSION

The Honor Guard is established to provide both a symbolic and professional display of respect and gratitude for officers who die either in the line-of-duty, while an active member of the department, or after their retirement from the department.  By participating in memorials, parades and other special events, the Honor Guard can also provide a positive image and formal representation of the police department.  


When a request for the Honor Guard is made, the Chief of Police or designee shall make the determination if a detail or event shall require the attendance of an Honor Guard.  The Chief of Police may approve an appropriate number of officers from the available group to participate.  Officers participating in Honor Guard duty will adhere to all departmental rules, regulations, policies and procedures.  
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The Chief of Police or designee may approve the attendance and designate the appropriate number of Honor Guard members at any event, and will determine if attendance is required or voluntary.  Members may wish to participate in approved events that are not required, such as community gatherings, charitable cause and other activities as a way of demonstrating a commitment to their profession and enthusiasm for the career they have chosen.  Prior authorization to attend any function while wearing the department uniform must be approved by the Chief of Police or designee. 
IV.
DEFINITIONS

Honor Guard – A term used to identify a group of officers specially trained in ceremonial procedure who participate in Department authorized events.  The size of the Honor Guard will be determined by the Chief of Police.  


Color Guard – The size and makeup of a Color Guard will vary, but it shall be comprised of no less than four Honor Guard Members.  The purpose of the Color Guard is to carry and/or present the National Colors, Wisconsin Flag and other flags as appropriate for special events.  The National Colors must always be accompanied by two rifle guards.  

Rifle Team – The number of Honor Guard Members selected to participate in a Rifle Team will based upon the nature of the event.  The purpose is to demonstrate proficiency in the handling of the Rifles used by the Honor Guard.  This proficiency will be commonly demonstrated at funerals, parades and special events.  


Paid Status – Employees who have been authorized and who are required to participate in an event will be compensated pursuant to existing labor agreements.  


Unpaid Status (Volunteer) – An officer who is not required, and therefore not paid for participating in an event, may be authorized to wear the Honor Guard uniform and use departmental equipment.  Although not paid, these officers will be covered under the Village’s liability insurance and Workman’s Compensation if injured during the course of the event provided they are acting within the scope of their employment and policy guidelines.  Prior approval for participation on a voluntary basis must be obtained by the Chief of Police or designee.  
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V.
PROCEDURE AND STAFFING

A.
Administrative Leader:  

1.
The Chief of Police shall appoint the Administrative Leader (AL) who will be of a supervisory rank.
2.
The supervisor will have the requisite training in coordinating honor guard activities and will act as the coordinator for the planning of events in which the Honor Guard participates (including, but not limited to, the changing of participating officer duty schedules).  


B.
Operational Leader:



1.
The Chief of Police shall appoint the Operational Leader (OL).  



2.
This officer will have the requisite training in planning and executing the details or events and will act as the coordinator of the details in which the Honor Guard participates.  The OL may appoint or assign other members of the Honor Guard duties, or may give commands during the detail.  


C.
Honor Guard Member Selection and Responsibilities:



1.
Participation in the Honor Guard is a voluntary collateral duty assignment.  Officers shall present a positive image and a physically fit stature.  Officers volunteering for this assignment will be selected from applications submitted to the Chief of Police or his/her designee.  



2.
Participating officers will strive to participate in a minimum of 75% of the required attendance details (work schedule conflicts aside).  Removal from the Honor Guard will be at the discretion of the Chief of Police.  
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VI.
TRAINING

A.
Requisite Training:  Requisite training for positions other than the AL or 


OL shall consist of attending a formally recognized Honor Guard training 



course.  


B.
Periodic or Refresher Training:



1.
Periodic training shall be conducted to provide members with an opportunity to ensure proper timing and continuity in performance.  Training may be scheduled as regular duty time.  



2.
Each training session shall be evaluated.  


C.
Rehearsal Training before a Scheduled Detail or Event:



1.
Upon the approval of an event or detail by the Chief or Assistant Chief, the Honor Guard may be granted no less than 1-hour preparation time.  



2.
This preparation time shall be used to determine a proper route of travel, routine and member synchronization.  

VII.
OPERATIONS
A. Events or Details
1.
When special events or details are authorized for Honor Guard participation, the number of Honor Guard members will also be determined for the event.  



2.
Up to two Honor Guard members may be allowed to attend an in-the-line-of-duty police funeral anywhere in Wisconsin, staffing permitting and on duty time.  The wearing of the Honor Guard 
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uniform will be authorized.  At the discretion of the Chief or Assistant Chief, one night’s lodging and the use of a department

vehicle may be authorized.  The department will pay no per diem other than lodging and fuel.  



2.
For community events, charitable causes or various ceremonies where an employee wishes to volunteer their time and services, but wishes to wear official department uniform and use approved equipment, a written request must be submitted to the Chief of 




Police or Assistant Chief for consideration and authorization.  The request must include the following:




a.
An outline of the nature of the event;  




b.
Names of all Menomonee Falls Police Department employees to attend as volunteers;  




c.
Location;




d.
Equipment needed; and  




e.
Date and time of the event.  


B.
Paid vs. Unpaid (Volunteer) Determination:  



1.
In the event the Honor Guard is required to attend an event and an authorized number to be sent has been established, any additional trained Honor Guard employee wishing to participate in the event may do so as an unpaid volunteer, with permission of the Chief of Police or Assistant Chief.  
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2.
Community events, funerals, memorial services, charitable causes, and any other special event approved by the Chief of Police or Assistant Chief may be attended by non-Honor Guard trained officers to supplement Honor Guard staffing.  



3.
Compensation for officers that are required to participate in Honor Guard duty is governed by existing Labor Agreements.  



4.
Compensation for officers who are not required to perform this duty, but who would like to participate may do so by attending on regular duty time (no overtime will be incurred) provided it is approved by their duty supervisor and/or commander.  In allowing  members to promote a positive image of their profession, as well as gaining public support, officers may be permitted to adjust duty hours to accommodate their participation in these events.  



5.
Criteria used to determine which events will be approved for participation, and whether or not attendance will be required, or not required, may include the following:  




a.
The event fosters or promotes a positive image for the Department and the community;




b.
Participation serves to strengthen the relationship between the Department and the community at large or organizations within the community;




c.
Honors and represents the police profession in a respectful and dignified manner;




d.
The cost-benefit to the community for having paid employees participating in the event;




e.
The impact on the Department’s fiscal resources or ability to pay employees for their participation in the event;




f.
The availability of Department resources;
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g.
Unit scheduling concerns; and




h.
Timeliness of the request for consideration.  







APPROVED:







_________________________







Anna M. Ruzinski






Chief of Police

__________________________________________
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