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I.  PURPOSE

The intent of this policy is to assist the Rock County Sheriff’s Office in the enormous task of planning a funeral/assisting the deceased Officers family for a Line-of-Duty Death, or the tragic death of an active Officer/employee.  Clearly, the family/survivors of the fallen Officer have final rights in the various details of a funeral.  However, upon following historical & time honored traditions, bestowing upon the fallen Officer the honors he/she has earned, may assist in helping the family and the Law Enforcement community with the closure needed to assist in emotional recovery.

II. POLICY

This policy shall serve as a resource guide for the Rock County Sheriff’s Office or other agencies to the various elements of a Law Enforcement Funeral, and shall be composed in such a way to be suitable and adoptable. In the various aspects of this policy, the concept: “At the discretion of the Agency Head” is understood.  Law Enforcement Executives are as always, at liberty to make whatever decisions are in the best interest of their agencies.  It is also assumed that any decedent, subject to the provisions of this protocol, was not involved in criminal conduct at the time of death.

III. DEFINITIONS
A. Classification of Decedents

1. Sworn:  Those who have been sworn-in to protect and serve.
2. Civilian:  All other employees, including clerical employees.
3. Retired:  Those honorably retired from service or disability pensions.
4. Separated:  Those who have left the employment of an agency and whose welfare and whereabouts are of general interest to the agency or other government employees.

B. Line-of-Duty:  The death of an active duty Officer by felonious or accidental means during the course of performing his/her Law Enforcement Duties.

C. On Duty Death:  The death of an active Officer while working on or off duty resulting from a known or unknown medical condition or ailment, and/or accidental means.
D. Survivors:  Family members of the decedent, spouse, children, parents and siblings.  An Officer’s fiancée or significant other will be included and treated as such.

E. Procedural Terms:

1. Casket Team:  Also referred to as “Pallbearers”, Officers of the Honor Guard Unit, or assigned to the Honor Guard Unit, who are dedicated to the actual movement of the decedent’s casket.

2. Casket Watch:  Honor Guard Unit Officers standing at the head of the casket, if one Officer is conducting casket watch, and one Officer at the head and one Officer at the foot of the casket if two Officers are conducting Casket Watch.  The Casket Watch will arrive, stand, and leave in a ceremonious manner, standing “Watch” over the decedent, for the entire time of the decedent’s viewing.

3. Color Team:  Also referred to a “Color Guard” in Military terminology, is a team of four or five Officers bearing a right or lead rifle, to their left is the U.S. Colors, then the State Flag, followed by any optional subordinate flag, and the rear or left rifle.  (There can be more flags; however the U.S. Colors are always on its own Right.)

4. Honcho:  The Honor Guard member in charge of a particular ceremonial element.

5. Honor Guard:  Those Officers who are part of the Honor Guard Unit or temporarily assigned to the Unit, specifically trained in the ceremonious duties.

6. Rifle Team (Otherwise known as the Firing Team):  Officers designated to provide a “Rifle Salute”.  The Rifle Team will ideally be comprised of seven Officers firing rifles or shotguns and one Honcho, however there may be as few as four rifles or shot guns and one Honcho.

IV. PROCEDURES
A. Category I:  Death of an employee that is the proximate result of a traumatic injury sustained in the “Line-of-Duty”.

1. A Category I death is a public event that denotes full, military style, ceremonial honors.  This category is reserved for sworn Officers killed in the line-of-duty.  No effort should be spared in the conduct of a Category I Funeral.  This funeral will be consistent with tradition and in the wishes of the immediate survivors.

The elements of a Category I Funeral are, but are not limited to:

a) Standing Color Teams

b) Casket Watch

c) Casket Team

d) Rifle Salute

e) Flag Draped Casket & Ceremonial Flag Folding *(see foot note)*

f) Taps

g) Bag Pipers

h) Marked vehicle escorts to all venues for the decedent and family

i) Shrouded Squad

Notes:  Aircraft flyovers and equestrian elements can also be considered for a Category I Funeral.  Bagpipers and the release of birds are non-official funeral elements and would be included at the request of the decedent’s survivors.
The Sheriff is the final arbiter of what ceremonial elements will be included in a Category I Funeral.

According to proper Flag etiquette, only a veteran of the Armed Services or a “Line-of-Duty” death shall have the United States Colors draped over the Casket.* (See attached addendum on Flag Etiquette.)

Family members should be advised that a Category I Funeral will take considerable time to properly plan for.  A Category I Funeral usually consists of a religious ceremony in accordance with the family’s faith group and a graveside ceremony that will require an extended wait for all elements, dignitaries, and attendees to be in place before it can begin.

B. Category II:  Personnel whose death is not the result of a trauma, duty related event.

1. A Category II death may be a public event depending upon its circumstances.  This category denotes a reduced level of military style honors, o which will be determined by the Sheriff.

The elements of a Category II funeral are:

i. Marked vehicle escorts of the decedent to/from all venues

ii. Casket Watch

iii. A flag draped casket (If a veteran) or the ceremonious presentation of a memorial flag to the family (U.S. Colors flown over the Sheriff’s Office in the decedent’s honor)

iv. Color Team

v. Casket Team (Pallbearers)

Note:  The “On-Duty-Death” of an active sworn member of the Sheriff’s Office, although tragic, wouldn’t constitute a Category I Funeral.  Some elements of a Category I Funeral will be afforded the decedent Officer.  However, bestowing upon the decedent Officer the same honors as an Officer killed in the “Line-of-Duty” would not be proper.  The Highest Honors should be afforded to those who have died in the performance of their duties.

C. Category III:  Death of a Civilian Employee

1. The death of a civilian employee is a non-public event with limited Sheriff’s Office involvement.  Services offered will be at the discretion of the Sheriff.

i. It is customary to provide a “Casket Watch” or a “Color Team” to decedents in this category.

D. Category IV:  Death of a Retired or Separated Employee, or Dignitary of Interest

1. The death of an honorably retired, or disabled (Duty related) or those that have separated themselves from service is a non-public event with services to be offered at the discretion of the Chief.

i. It is customary to provide a “Casket Watch” or a “Color Team” to decedents in this category.
V. PLANNING/COORDINATION
A. Category I:  The Sheriff or his designee shall implement the Incident Command System.  The following positions will be appointed at the discretion of the Sheriff, or his/her designee.

1. Designate an Incident Commander

a) Preferably one of higher rank with decision-making authority.  The Incident commander shall announce a planning meeting and activate the following positions:

· Command Liaison Officer

· Operations Leader

· Planning/Security/Logistics Leader

· Ceremonies Group Leader (Honor Guard)

· Traffic Group Supervisor

· Family Liaison Officer

· Public Information Officer

These seven (7) positions are all necessary elements in the effective planning of a Category I Law Enforcement Funeral.  Clearly, the Sheriff or his designee can combine or expand the responsibilities outlined herein, depending on the event and its impact on our agency.  The Sheriff or designee and/or the Incident Commander may want to consult and make arrangements for a Psychologist to be consulted and present if needed or requested.  One of the first calls an agency should make is to the Law Enforcement Death Response Team (LEDR).  This is a group of highly trained law enforcement professionals that can provide services to the family of the decedent and the agency as a whole.  Counseling, de-briefing, planning & logistics, along with benefits due are just a small part of what they can offer an agency.  This resource can be contacted via any district of the Wisconsin State Patrol.
The Wisconsin Honor Guard Association (WHGA) will prove to be a valuable asset in the event of a Line-of-Duty death.  WHGA will be contacted by LEDR in the event of a Line-of-Duty death and will respond with LEDR or will be in contact shortly afterward.

A Category I Law Enforcement Funeral will require the most preparation and planning.  A Category II or below may require the activation of some leadership/command positions for planning purposes, however, these positions can be assigned at the Sheriff’s discretion.

B. Responsibilities of Leaders/Commanders

1. Command Liaison Officer
The Command Liaison Officer is assigned directly to the Incident Commander and is the initial point of contact for all outside agencies, dignitaries and VIPs.  Responsibilities for the Command Liaison Officer:

· Coordination of the attendance of outside agencies., dignitaries and VIPs;

· Have all outside agencies contact the Command Liaison Officer directly upon arrival at the jurisdiction;

· Document the attendance of departments/ dignitaries/ VIPs and the size of their delegations;

· Assure that dignitaries/VIPs and large delegations get commensurate visibility;

· With prior clearance from the Family Liaison Officer, arrange VIPs to personally express their condolences to the decedent’s family;

· Maintain documentation of attendance of such persons and delegations for follow-up letters of appreciation.

2. Operations Leader
The Operations Section Leader will oversee the various aspects of the funeral preparation and duties to be carried out on behalf of the Incident Commander.  The Operations Leader should be versed in all positions of the Incident Command System that are activated in the planning of a Category I Funeral.  Responsibilities for the Operations Section Leader:

· Identify the operational period and compose a written operations plan containing all elements of the operation, allowing sufficient time for all components to complete assigned duties;

· Maintain contact and plan meetings with all activated positions within the incident command structure;

· Supervise the progression of all funeral related events;

· Re-direct/modify the operations plans as needed;

· Explore the need for bomb sweeps at all venues prior to the arrival of personnel, (especially for VIPs);

· Document all actions taken, submit documents to the Planning/Intelligence Logistics Leader

3. Planning/Security/Logistics Leader
This Leader(s) will maintain all records/receipts and documentation and assist in the coordination of all elements of this operation, from within the Department and from without, that will be contributing technical expertise to the proceedings.  Responsibilities for the Planning/Security/Logistics Leader:

· Announce and conduct an initial planning meeting

· Coordinate with the Operations Leader and define the operational period

· Conduct a site survey of each venue of the funeral

· Coordinate site surveys with Ceremonies Group Leader (Honor Guard) and Traffic Group Supervisor

· Establish and maintain contact with the following elements:

· Religious leader identified by the Family Liaison Officer
· Funeral Director

· Benefits Counselor

· A Bag Piper

· In consultation with Ceremonies Group Leader

· A Bugler

· In consultation with Ceremonies Group Leader

· Photographers for all venues on the day of the funeral

· Audio expert for church and graveside ceremonies

· Have a tow truck standing by at all venues the day of the funeral.
· Have an ambulance standing by at all venues the day of the funeral.
· Arrange for the deployment of portable toilets at a suitable location in the cemetery and place of worship.
· Arrange transportation details to assist persons attending from distant locales.
· Law Enforcement

· Dignitaries

· VIPs

· Assist with family of the decedents

· Arrange for RVs for the family for comfort while waiting for all contingencies to arrive and place at the cemetery.
· Obtain any supplies needed for the Traffic Group.
· With the concurrence of the family, through the Family Liaison Officer, offer to assist the family with the post-funeral reception.
· Document all actions taken.
· Account for, and receive/return all equipment or supplies prior to an incident de-briefing.
· Accumulate all receipts and documents.
Note:  Contingent upon the arrangements for the Decedent, the actual location of the viewing/religious service, may present a large problem taking into account the weather, parking and the size restrictions of the venue.  Off site parking and bus transportation may be necessary.

4. Ceremonies Group Leader (Honor Guard)
Under the direction of the Operations Leader, the Ceremonies Group will research, plan and execute all funeral related ceremonies.  This position does not necessarily have to be an Honor Guard member, though it is recommended, or the appointee must have intimate knowledge of the duties and actions of the Honor Guard, and how those duties shall be performed.

a) For a “Line-of-Duty” death, upon completion of mortuary services, the Honor Guard should be solely responsible for all movement of the casket.
· All movement of the casket shall be done ceremoniously.
· Honor Guard will be in full dress uniform for each detail.
· On the day of the funeral, the Casket Team will remain consistent and the “Honcho” or Casket Team Leader will have coordinated all movements needed by the Casket Team in advance.

b) Appoint a member of the Honor Guard to view and plan the services to be conducted at each venue, and that person will become the Incident Commander at that venue and coordinate with the Master of Ceremonies

· Funeral Home

· Church or place of worship

· Cemetery

Note:  At each venue there are several considerations to be accounted for:

· Exact placement of the Hearse 

· Placement of the Color Team(s)

· Approach considerations for the Casket Team (Pre-planned)

· Position of the Gallery, Uniformed and Non-Uniformed

· Honor Guard Member, or designee, who will issue commands to the Gallery

After all elements of the cemetery service have been planned, actual mapping out of the cemetery location and positioning of signs/flags (even handing out of maps) for all the elements positioning is recommended.

C. Oversee all venues of the funeral.

D. Supervise the walk-through of each entity of this operation.

E. Confer with the Traffic Group Supervisor, allowing for easy/close parking for the Honor Guard Members and decedent’s family & VIPs.

5. Traffic Group Supervisor
· Attend all planning meetings.
· Diagram the parking facilities
· Funeral Home
· Place of worship (funeral)
· Cemetery
· Work thru the Command Liaison position to notify all jurisdictions that will be impacted by this operation.
· Formulate a motorcade route escorting the decedent to each venue.
· From the Funeral Home or place of viewing to place of worship
· From the place of worship to the cemetery
· Plan for the blocking of intersections to each venue.
· Work thru the Command Liaison to contact surrounding agencies.
Note:  Clearly in the event of a Category I Funeral, there will be a motorcade from the place of worship to the Cemetery.  In the event of a “Line-of-Duty” death, the decedent shall be escorted by marked patrol vehicles at any point the decedent is moved.  As stated, all physical movement of the decedent’s casket will be done only by Honor Guard personnel, and in a ceremonious manner.

6. Family Liaison Officer
The Family Liaison Officer is the person chosen by the decedent’s next of kin (or previously by the decedent and recorded in the “Death-in-the-Line-of-Duty” packet) who will be the primary contact for the family on all matters relating to the death and funeral of the employee.  This is a vital role in the Incident Command system, requiring a person of strong character who has a bond with the family.  Ideally, all contact with the family should be through the Family Liaison Officer.  Duties will include:

· Spend as much time with the decedents family as they wish during the funeral period.
· Remain in communication with the Incident Commander

· Relay all wishes of the decedents family to the Incident Commander.
· Be a conduit for all incoming or outgoing family communications.
· Attend all planning meetings.
· Maintain a journal of all activities.
· Accompany and assist the family with all funeral arrangements.
· Assist with the planning of a luncheon after the Burial at the cemetery.
The Family Liaison Officer should spend as much time with the family as requested.  They are not only there to preserve the interest of the family, but to assist the family with any matters that may arise.  The Family Liaison shouldn’t have any other duties, other than to assist the decedent’s family.  The interests of the family are paramount and should be a factor in all stages of planning.  The logistics of planning a Category I Funeral are enormous, thus the duties of the Family Liaison Officer and his/her responsibilities can be continuous.
7. Public Information Officer
The Public Information Officer is, or is assigned to the Incident Commander.  The Public Information Officer (PIO) is the point of contact for all media outlets and should:

· Attend all planning meetings.
· Prepare an initial statement to be released to the media, apprising the family first, (through the Family Liaison Officer) generic in nature, after all notifications have been made.

· Prepare a teletype to be released per Time System Control Center (TSCC) protocols, through the Command Liaison Officer.
· Compose a brief biographical history of the deceased employee.
VI. PROCEDURALS
A. Category I Law Enforcement Funeral shall be choreographed as follows:

1. Ensure that the family’s wishes, through the Family Liaison Officer are met.
The concerns of the survivors are paramount in this tragic event.  The Sheriff has the obligation to assist the family in their wishes, however also must take into account that he has the obligation to the decedents Law Enforcement family as well.  If the decedent, through his prior notification to the Department, does not wish a “Law Enforcement Funeral”, the Sheriff reserves the right to have a parallel ceremony, or a ceremonious event to commemorate the decedent, for the “well being” of the organization.

A member of our Law Enforcement family must realize that even though they do not feel the need for any “Law Enforcement” type ceremony, that they have the right to be honored for a “Line-of-Duty” death, and by allowing the Sheriff’s Office to bestow this honor upon the decedent will assist the “Law Enforcement” family in the closure it needs to move on.

· The family shall have the privilege of Police escorts to:

· The hospital if applicable

· The Mortuary/Funeral Home

· Place of Worship

· The Cemetery

a) Hospital

· The Command Staff Officer in charge shall ensure that any and all support is at the hospital.
i. Line-of-Duty Death packet should be opened as soon as practical and the Family Liaison representative should be brought in as soon as practical

ii. Department’s Clergy should be brought in as early as possible

b) Mortuary/Funeral Home (See attachment #1)

· Consult Honor Guard Commander for Honor Guard elements.
· Color Team(s) will be present for the Families arrival & departure.
· Door Greeters will be present.
· Casket Detail will be on-line ½ hour prior to beginning of visitation.
c) Place of Worship/Religious Service (See attachment #2)

· Consult Honor Guard Commander for Honor Guard Elements.
· OIC needs to be established

· Color Team(s) need to be positioned

· An OIC needs to be established for Multiple Color Teams to assure commands are uniform and in unison

· A designated Officer needs to be devoted to running the gallery of Officers that are present

It is very important to have a designated Honor Guard Member, or one knowledgeable in the ceremonious protocol to attend to and bring the gallery of Law Enforcement Officers to:  Attention, Present-Arms and then Order-Arms at the correct time(s).

This Officer does not need to be an Honor Guard Member, but must be knowledgeable in the proper protocol and elements of a Category I “Full Honors” Law Enforcement Funeral.  The OIC of the Officers assembly should keep the Officers informed as much as possible prior to an element starting.  Example:  Addressing the assembly that upon the Casket Team approaching the hearse, all elements will be brought to “ATTEN-TION”.  Then the command of “PRESENT-ARMS” would be given and so forth.

d) Cemetery

· Ensure that the Family can see and hear all elements of all the ceremony at the graveside.
· A Motor Home or other type vehicle should be acquired for the comfort of the family, as it will take time for all attendees to get in place.
· The Family will most certainly accompany the decedent to the final resting place.
· Ensure that the Master of Ceremonies has drill and ceremonies expertise and a commanding voice.
· Ensure that there is a clear path for all ceremonial elements, especially the pallbearers at each venue.
· Ensure that all formations can hear the proceedings at the graveside.  An “echo” command may be necessary for all formations to hear the prepatory command.  Example:  To bring all contingencies to “Present-ARMS”, the Master of Ceremonies will give the prepatory Command, “Present” which may be echoed so all contingencies can hear, however the Master of Ceremonies will then give the action command of “ARMS” which will not be echoed, bringing all contingencies to “Present-Arms” position

· An Officer(s) should be present to organize and command the assembly of Officers at the cemetery

· Color Teams present need a Commander to bring them to, “Right Shoulder-ARMS”, prior to “Present-ARMS”, then subsequently to “Shoulder-ARMS”, prior to other contingencies going to, “Order-ARMS”.

The actual procedural elements that cover the proper orientation of the decedent’s casket, and all other ceremonious movement, placement and orientation of all the contingencies of a Law Enforcement Funeral shall be clearly explained by the Honor Guard Commander.

