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Operational procedures 
for the death of a FIRE DEPARTMENT MEMBER or retiree

Purpose

This policy has been established to provide guidelines and procedures for funerals of active and inactive members of the Hanover Park Fire Department as well as people that have a close tie to the Hanover Park Fire Department.  The fire department’s goal is to provide respectful fire service honors that are accepted as correct and proper for the occasion.

The fire department’s participation in the funeral shall be determined by the type of death as contained within this policy.  

The deceased member’s family will determine to what extent the Fire Department will participate in the funeral services based on the type of death as listed within this policy.
Hanover Park Fire Department Death Notification Guidelines:

1. Be ABSOLUTELY sure the correct identification of the deceased/injured has been completed.

2. Name of the deceased/injured shall not be released until all possible attempts have been exhausted to notify the immediate family first.

3. The individual’s Emergency Contact Form (ECF) will need to be accessed following the established HPFD ECF access plan.  The contents of the individuals ECF shall be reviewed for any special situations the Notification team should know

4. Once details and facts of the LODD or injury have been gathered/confirmed, and if the surviving family has not been notified previously by the investigating police agency, no less than two representatives of the Hanover Park Fire Department shall accompany the police agency to assist in the family notification.  See the individual’s Emergency Contact Form for additional notification information

5. At no time whatsoever, should the injured/deceased persons name be used over any radio channel

6. Those persons making notification should be in some type of recognized Hanover Park Fire Department uniform.

7. Never make notification on the doorstep.  Ask to go into the house and sit down.  
8. Use plain language to explain what has happened.  As well, use the deceased’s first name at all times.  Try not to overwhelm the family with too many details at first.  

9. Once adequate details and facts have been gathered and confirmed and family notification has been made, an appropriate communication shall be sent out to all remaining Hanover Park Fire Department membership.
Additional notification issues:

10. Offer to make needed phone calls.

11. Arrange for a childcare if needed.

12. A member of the Hanover Park Fire Department to be assigned to the family to act as the Family Liaison to assist them with interactions with Hanover Park Fire Department and other agencies.  Check the individuals ECF for further related details

13. If the notification will be done at the receiving hospital, consider working with the hospital media relations and security personnel to set up waiting areas for the family and other Hanover Park Fire Department members that are involved and for any press that should be expected.  Make all attempts to keep the media away from these waiting areas within the hospital.

The family may decide that the fire department will not be involved in the funeral services.  In this case, it is recommended that the fire department hold its own memorial service at a date following the private funeral service.  This will allow department members to bring closure to the loss of one of its members.

Section 1: GENERAL Line Of Duty Death GUIDELINES

1.1 
When a member of the Fire, Emergency Medical or Rescue Services dies in the line of duty, several considerations are crucial for those dealing with the tragedy. These include:

1.1.1 
Identifying and meeting the needs of the surviving family.
1.1.2  
Ensuring that the needs and wishes of the family always come before the needs and wishes of the department

1.1.3 
Providing ongoing emotional and spiritual support for the next of kin

1.1.4 
Using good organization, coordination and communication

1.1.5. Maintaining flexibility

1.1.6  Monitoring constantly not to overload any individuals

1.2 
The primary goal of the fire department should be to work with the family, the funeral director and others involved ensuring that the fallen firefighter receives a fitting tribute. At all times the fire department must carry out the wishes and desires of the surviving family regarding the funeral ceremonies.

1.3 
The fire department’s responsibilities are not the same as those of the funeral director. Fire department personnel should work with the funeral director in the best interest of the firefighter's family.

Section 2: FUNERAL TYPES

The death of a firefighter may occur under a variety of circumstances. Based on the circumstances, the department should provide appropriate services from the planning of the funeral through the survivor follow-up process. To ensure all fallen firefighters are honored in a consistent manner, the department should adopt a policy on the types of services it will provide. The following policy is an example of what one state has adopted. 


2.1 
Definitions

2.1.1 
Line-of-duty: The death must be the result of a traumatic injury suffered in the line of duty.

           2.1.2 
Job-related traumatic injury: A blow to the body by an outside force e.g., crushing injuries suffered in a building collapse, apparatus accident or fall. Burns, smoke inhalation and such climactic injuries as heatstroke or frostbite are considered traumatic injuries.

           2.1.3  Job-related non-traumatic injury: A non-traumatic injury                               that is strongly believed or has been proven to be attributable to the job.


Examples are stress, heart attacks, strokes, diseases and mental illness  (suicide).

2.1.4 
Active member: A full-time or volunteer member of a fire or emergency medical service agency serving in an active capacity.

2.1.5 
Inactive member: A retired or former member of a fire or emergency medical service agency. f. Affiliate member: An individual who has served in some capacity with the department, such as a commissioner, trustee, dispatcher, etc.

2.1.6
 Non-job-related death: Deaths, natural and traumatic, that are not related to fire or emergency medical service duty.

2.2 
Types of Services

2.2.1
 Level One: A line-of-duty or job-related death. This may include an inactive member whose death has stemmed from an injury sustained during active duty.

2.2.2 
Level Two: A non-job-related death of an active member.

2.2.3 
Level Three: A non-job-related death of an inactive or affiliate member.

Section 3:  SUGGESTED FUNERAL SERVICE OPTIONS

	LEVEL ONE
	LEVEL TWO 
	LEVEL THREE

	American Flag
	American Flag
	American Flag

	Badge shrouds
	Badge shrouds
	Badge shrouds

	Bagpipers
	
	

	Bell service
	Bell service
	Bell service

	Bugler
	
	

	Color Guard
	
	

	Crossed ladders
	
	

	Eulogy 
	Eulogy 
	

	Fire engine caisson
	Hearse
	Hearse

	Fire service flag
	Fire service flag
	Fire service flag

	Flower unit
	Flower unit
	

	Honor Guard
	Honor Guard
	Honor Guard

	Honor detail
	Honor detail
	

	Pallbearers, active
	Pallbearers, honorary
	Pallbearers, honorary



	Station bunting 7 days
	Station bunting 7days
	Station bunting 7 days

	Vehicle bunting
	Vehicle bunting
	Vehicle bunting

	Walkthrough
	Walkthrough
	Walkthrough

	Bell ceremony
	Bell ceremony
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 4: Survivor Action Officer 

4.1
The Fire Chief will assume the position of Survivor Action Officer or appoint a Staff person to act as his/her representative in providing liaison and support to the family of a firefighter killed in the line of duty.  

4.2
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 fire department.  The Survivor Action Officer will appoint assistants and delegate responsibilities as required to successfully complete all assigned duties.

4.3
The Survivor Action Officer is responsible for the management of several important activities.  His/her principal concern is the ongoing welfare of the next of kin.  He/she will render assistance to the deceased member’s family from the time of the member’s death until the completion of the funeral services using the guidelines of the funeral policy.  The department should not act on assumptions without contacting and getting the consent of the immediate family.

The Survivor Action Officer coordinates and supervises the activities of a number of key personnel assigned to handle the specific aspects of the funeral arrangements and to assist the surviving family.  These key personnel include:

4.1 Family Liaison Officer - On call to the surviving family 24 hours per day to provide the member’s family with assistance and support from the time of death until the completion of the funeral services.  Provides the Survivor Action Officer with constant updates on the family’s status and needs.

4.2 Funeral Officer - Provides coordination and interaction with the Funeral Director and other personnel on funeral arrangements.


4.3 Church Officer - Provides coordination and interaction with the church involved to arrange the funeral service.
4.4 Cemetery Officer - Provides coordination with the cemetery and others involved in the funeral arrangements in order to organize all arrangements at the gravesite.
4.5 Procession Officer – Arranges and directs the funeral procession.
4.6 Fire Department Chaplain - The amount of involvement the chaplain has will be determined by the family. One option is a shared responsibility between the family’s clergy and the department chaplain. Should the department chaplain be requested, the following are areas of responsibility:

4.6.1   Comfort and support for family members
4.6.2 
Prayer services at the funeral home

4.6.3
Church services

4.6.4
Final committal

4.6.5
Follow-up support for the family

4.6.6
Departmental or community memorial services

4.7
Additional duties for the Survivor Action Officer include:

4.7.1
Assure next-of-kin notification has been properly accomplished.
4.7.2
Notify the following personnel and agencies of the death: Union president, Village President, Village Manager, Human Resources: Illinois Dept. of Labor – Line of Duty Death

4.7.3 All fire department stations.  Have Station flags lowered to half-mast.  

4.7.4 Make arrangements for the notification of off-duty and vacationing personnel. All other Village departments.
4.7.5 All other fire departments and police departments.
4.7.6 Make appropriate follow-up contacts when the funeral arrangements  and schedules have been determined
4.7.7 Conduct coordination meeting with the key personnel, as soon possible so that everyone understands what options will be used in the funeral ceremony.  Once the funeral procedures are established, all key personnel should be instructed to make the appropriate contacts and given the time for a final coordination meeting.
4.7.8 Conduct a final meeting with key personnel to:
4.7.9 Establish schedule and timetables.
4.7.10 Identify times and places for group gatherings as required by the ceremonies to be conducted.
4.7.11 Re-contact all appropriate people and agencies with the schedule, meeting places, and special instructions.
4.7.12 The Survivor Action Officer is the key contact person for outside agencies, news media, and other departments in relation to the death and subsequent ceremonies.
4.7.13 Make appropriate arrangements, (with family approval through the Family Liaison Officer), for a post-funeral meal and the facility to handle a large group of people.  Will Fire Department members be with family or will separate places be arranged? Consider if arrangements will be made for Visiting Fire Departments.  Arrangements will also be made for a fire department member to be on hand at the residence to assist the family in any manner possible if requested through Family Liaison Officer.  

Section 5: FUNERAL OR MEMORIAL SERVICE PLANNING CONSIDERATIONS

There are many ways for the department to offer help for the funeral or memorial service. Some families will welcome all offers of help, while others may choose to have no departmental involvement. The family must always be allowed to make that choice.
5.1 
Honor Guard – If the family requests an Honor Guard, the Funeral Officer should coordinate with Honor Guard personnel to schedule Honor Guard activities according to the family’s and funeral director's wishes. The following basic rules apply to these activities:

5.1.1
Two Honor Guard members should be posted at the casket. During viewing hours, they should be posted at the head and at the foot.
5.1.2 
There should be a minimum of four Honor Guard members for each set of viewing hours.
5.1.3
 Honor Guard members should rotate at 15-minute intervals. Relief guards should march up together. Posted guards should come to attention and smartly make the transfer and then march off together.
5.1.4
Posted Honor Guard should assume the position of parade rest.
5.1.5
American and department flags (or a state flag, if there is no departmental flag) should be posted at the casket.

5.1.6
 Honor Guard members should wear Class A uniform, if available, with white gloves. They should use black mourning bands over uniform badges. If a department does not have Class A uniforms, dress uniforms are an acceptable option.

5.2 
Pallbearers - Should the family choose to use department members as pallbearers, it is the Family Liaison Officer's responsibility to ask which firefighters the family would like to use. There should be between six and eight pallbearers. They should wear Class A uniforms with hats and white gloves.

5.2.1
 Due to their specific responsibilities, pallbearers are exempt from following the majority of orders given to the remainder of the formation.
5.2.2
 The Funeral Officer, assisted by the Funeral Director, should give instructions on removing, handling, and transporting the casket. If a fire engine serves as a caisson, pallbearers should hold a practice session the day before the funeral. If this is not possible, pallbearers should report to the funeral home several hours before the beginning of the service for a protocol briefing and practice.

5.2.3
 If the casket is draped with a flag to present to the next of kin, three pallbearers will be instructed on the proper method of removing, folding, and presenting the flag. Two pallbearers will fold the flag and present it to the third pallbearer who, in turn, will present it to the next of kin. The Final Committal Officer will coordinate the flag folding.  If the casket is not draped with a flag, the department can present a prefolded flag to the next of kin.

5.2.4
 If fire department engines serve as caisson and flower vehicle, pallbearers should ride on them. If engines are not used, the department will provide the pallbearers other department vehicles for the procession.

5.3 
Procession - The family may request a procession from the funeral home or church to the place of final committal. The procession involves staging vehicles at the funeral home or church prior to the funeral, directing vehicles as they leave for the place of final committal, and staging of vehicles upon arrival there.


Specific considerations include:

5.3.1 
Department vehicles used as caisson, flower car, and for transportation

5.3.2
 Coordination with the funeral director to determine the procession route, including a drive by the deceased firefighter's fire station or home. If the procession passes the fire station, apparatus should be parked on the apron. Firefighters on duty should assemble outside, come to attention as the procession passes, and toll a muffled bell as the caisson or hearse passes.

5.3.3
Static displays of apparatus along the procession route
5.3.4
Crossed ladders or aerial equipment at the funeral home, church, or place of final committal entrance

5.3.5
Caisson - A fire department engine may be appropriate as a caisson to carry the casket. If an engine is used, personnel must take it out of service for a period of time and prepare it as follows:

5.3.5.1   Thoroughly wash and wax the engine.

5.3.5.2    Remove hoses and dividers.
5.3.5.3    Add available mourning flags or bunting.

5.3.6
The operator of the engine should be in dress uniform.

5.3.7
In the event of inclement weather, an enclosed hearse should carry the casket and the apparatus should serve as a flower car.

5.4 
Flower Car - A fire department engine may also serve as a flower vehicle. If so, personnel must take it out of service and prepare it as indicated above for a caisson. Hoses and dividers need not be removed.

5.5
Formations - Special formations may be appropriate at the following points:

5.5.1
 Walkthrough of all attending firefighters at the funeral home or church

5.5.2
 Honor Guard formations on either side of the casket’s path from the funeral home to the hearse or caisson

5.5.3
Honor Guard formations on either side of the casket path during entry to and exit from the church

5.5.4
 Honor Guard formations on either side of the casket path from the hearse or caisson to the place of final committal.

5.6
Taps - Taps may be sounded by one or more buglers at the place of final committal. The location of the bugler should be approximately 75 feet from the final committal site.

5.7
Firing Party - A military-type firing party may be used at the final committal. If so, the party will fire three volleys 75 feet from the final committal site. This type of salute may startle people at the service, especially in times of heightened national security. The family should be aware of this.

5.8
 Musical Selections

a. A band, a piper, an organist, a choir or soloists may play or sing during various funeral ceremonies.

b. The Family Liaison officer should discuss this option with the family and communicate its wishes to the Funeral Officer.

5.9
 Last Alarm Service - A traditional bell-ringing ceremony at the end of the church service or committal service usually signifies the firefighter’s last alarm. A short reading accompanies the ringing of the bell. 
5.10
 Readings - Numerous scripture passages and fire-service-related readings are appropriate during the funeral services. The Family Liaison Officer will work with the family to determine if they would like any readings and who should read them.

5.11
 Eulogy - A eulogy may be appropriate at any point in the funeral ceremonies. The family should decide who will deliver the eulogy and when it is fitting. The Fire Chief, a clergy member, the department chaplain, or a close family friend from the fire department may be asked to perform this task. The Family Liaison Officer will make the necessary contacts and advise the Funeral Officer.
5.12
 Crossed Aerial Ladders - If the family wishes to have the crossed aerial ladders at the entrance to the final committal site, the Family Liaison Officer will forward this request to the Survivor Action Officer for approval and coordination.

5.13
 Static Equipment Display - During the processions, the family may choose to have a static display of department apparatus and crews at attention and saluting the passing casket and family vehicle. This final tribute may be set up at the funeral home or church, at key locations along the procession route, at a fire station on the procession route, or at the place of final committal entrance. The Family Liaison Officer will communicate this request to the Survivor Action Officer.

5.14
 Burial In Uniform - If the family chooses to bury the deceased firefighter in the departmental uniform, the Family Liaison Officer will deliver the uniform to the Funeral Officer or funeral director. If the family selects non-departmental clothing, the Family Liaison Officer should deliver this.

5.15
 Presentation of Fire Department Badge - As a part of the funeral service at the funeral home or church, the Fire Chief may present the badge and name tag worn by the deceased firefighter to the next of kin. The items should be in a framed display containing a department uniform patch. Administrative and support personnel will work with the Fire Chief to obtain the badge and name tag actually worn by the firefighter and to obtain duplicates to be placed on the burial uniform.

5.16
 Closed Casket - If the family requests a closed casket, the family may wish to place a picture of the firefighter in uniform along with the firefighter’s dress hat on top of or next to the casket.

5.17
 Walkthrough - A walkthrough of firefighters at the funeral home may occur to pay tribute to the deceased firefighter. If so, the Funeral Officer will schedule the walkthrough and have firefighters form line by department. The formation will pass single file by the casket with each firefighter stopping briefly to pay tribute.

5.18
 Post-services Reception - A reception may be held following the funeral. A church hall, school cafeteria, fire station, or other facility may serve for this purpose. The Survivor Action Officer will coordinate the event and ask department members, the firefighters association, or local service organizations to assist in donating and/or preparing food.

5.19 
Memorial Fund - Fire department members and local organizations may want to start a memorial fund for the deceased firefighter's family. The Survivor Action Officer should work with local financial organizations in establishing this fund. The family should be involved in deciding how this will occur. The officer will emphasize to the family the importance of working with a local bank to avoid legal complications.

5.20
 Flags at Half-staff - Upon notification that a fire department member has died, the Fire Chief will direct that all station flags be lowered to half-staff. They will remain at half-staff until 1700 hours the day of the final committal. When the American flag is at half-staff, no other flags will fly on the same pole. For line-of-duty deaths, the Fire Chief will request that the local officials ask other facilities to fly their flags at half-staff.

5.21
 Badge Shrouding - The shroud should appear on badges at the time of notification of the death and should remain on the badge until after the funeral and final committal. For line-of-duty deaths, the badge shrouds will remain in place for a 30-day mourning period. To shroud of a badge, place a 1/2" to 3/4" piece of black material horizontally around the badge at its midpoint. If the chaplain’s badge contains a cross, a crescent, tablets, or the Star of David, the chaplain’s badge remains uncovered.

5.22
 Flag Presentation - When the casket is draped with a flag, an appropriate flag presentation ceremony


Section 6: OTHER CONSIDERATIONS

6.1 
Inclement weather may impact upon funeral services. If severe weather conditions are anticipated, personnel involved in coordinating the funeral services should work with the Survivor Action Officer and Family Liaison Officer to implement alternative plans.

6.2 
If services will occur outside the local area, the department should coordinate all planning steps with officials and agencies in that location. If possible, representatives from fire and police departments in all the communities involved should participate in the planning.

6.3 
For a line-of-duty death, a large contingent of out-of-town fire service personnel will want to attend the funeral. If there will be a procession from the funeral home to the church, ask these firefighters to report directly to the church for staging prior to the start of the procession from the funeral home.

6.4 
All firefighters and apparatus may take part in the procession from the funeral or memorial site to the place of final committal. If there will be a procession of firefighters marching to the church, only members from the fallen firefighter’s department should participate.
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	(
	Appoint
	Name
	

	
	Family Liaison Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Funeral Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Church Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Procession Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Cemetery Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Family
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
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	Notification of Death 
	By Who:
	Initial
	With Funeral Schedule/Plans

	
	
	
	(
	(

	
	Union President
	
	
	

	
	All Stations 
	
	
	

	
	Off Duty Shift Personnel 
	
	
	

	
	Personnel off on Vacation/Comp.
	
	
	

	
	Village President
	
	
	

	
	Village Manager
	
	
	

	
	Assistant Village Manager
	
	
	

	
	All Village Department Heads
	
	
	

	
	All Fire Depts. & Police Depts.
	
	
	

	
	DuComm
	
	
	

	
	News Media
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	(
	Task
	Comments

	
	Next of Kin Notified
	

	
	Station flags lowered to half mast
	

	
	Village Flags lowered to half mast
	

	
	Hold News Conference
	

	
	Set Meeting Time and Place for key personnel of Funeral Group
	

	
	Assign car, radio/charger, and cell phones (if available) to key personnel of Funeral Group. 
	Funeral Group Frequency ________________

	
	
	

	
	
	

	
	
	

	
	Arrange for post-funeral meal and facility.
	

	
	Arrange Mutual aid station coverage for wake service and funeral through MABAS.
	

	
	Set time for family to pickup belongings from locker (when they are ready).
	

	
	Set Meeting Time and Place for Funeral Group additional meetings.
	

	
	
	

	
	
	

	
	
	

	
	Consider starting donation fund at a bank for family.  

(With their approval).
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	(
	Using Type of funerals chart, explain to family what Fire Department funeral ceremonies the Fire Department offers.  The family has the decision to use all, parts or nothing of what is offered. 

	
	Task
	Comments

	
	Advise family that you are available 24 hours/day.  

Give them necessary phone numbers in writing
	

	
	Is there anything that the Dept. can do for the family?
	

	
	Will the family need rides to and from funeral home?
	

	
	Obtain photo of firefighter for funeral director.  Ask if the family would like to use Fire Dept. photo (bring copy if possible for approval).
	

	
	Take necessary clothing to funeral home if requested.
	

	
	What clergy will be used?  
	

	
	Will F.D. chaplain be used?
	

	
	Will F.D. personnel give a eulogy?
	

	
	Will someone else give a eulogy?
	

	
	Assist in selecting pallbearers.
	

	
	Flowers or donations to family charities.
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	Will the Following be used?
	Yes
	No
	

	Burial in Class A Uniform
	
	
	

	Casket Flag

Was Deceased a military veteran
	
	
	

	Honor Guard at Funeral Home
	
	
	

	Fire Department Pall Bearers
	
	
	

	Honorary Pall Bearers
	
	
	

	Use F.D. Chaplain’s Services
	
	
	

	Fire service walkthrough at funeral home and time not to conflict with prayer services.
	
	
	

	March of Dept. members from staging area to the church
	
	
	

	Engine used as caisson
	
	
	

	Engine for flower car
	
	
	

	Fire Department Formations
	
	
	

	Last Alarm ceremony – church

or other location
	
	
	

	Crossed aerial ladders at entrance to cemetery
	
	
	

	Bag Pipers Church and Cemetery
	
	
	

	Bugler - Taps at cemetery.
	
	
	

	Firing Squad at cemetery 
	
	
	

	Flag Presentation at the cemetery.
	
	
	

	Family Liaison with family during wake and funeral.
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	Will the Following be used?
	Yes
	No
	

	Set time for family to pickup belongings from locker (when they are ready
	
	
	

	Arrange for post-funeral meal and facility.
	
	
	

	Provide Meals for family
	
	
	

	Provide transportation for family
	
	
	

	Provide Childcare for family
	
	
	

	
	
	
	

	
	
	
	

	
	Special family requests
	Actions/Comments
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	Name
	

	
	Survivor Action Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Funeral Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Church Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Cemetery Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Procession Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	
	Phone Number
	Comments

	Name of Funeral Home
	
	
	

	Location of Funeral Home
	
	

	Name of Church
	
	
	

	Location of church
	
	

	Days/Times of wake and funeral service at church
	Wake:

Funeral service:
	

	Will procession pass firefighter’s Station?
	Address:


	

	Will procession pass firefighter’s Home?
	Address:
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	Name
	

	
	Survivor Action Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Family Liaison Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Church Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Cemetery Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Procession Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	Home #
	

	
	
	
	

	
	
	Phone Number
	Comments

	Name of Funeral Home
	
	
	

	Location of Funeral Home
	
	
	

	Days and Hours of the Wake
	
	
	

	Time of Walk Through by Fire Department
	
	
	

	Time of Prayer Service by Clergy / F.D. Chaplain
	
	
	

	Time Leaving Funeral Home
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	Ceremonies
	Person/Group Completing
	Information

	Final Alarm 

(if not at church)
	Bell Ringer:

Reader:
	

	F.D. Walk Through
	
	

	Prayer Service
	
	

	Eulogy of Firefighter
	
	

	
	
	

	
	
	

	
	
	

	Formations
	Person/Group Completing
	Information

	(
	Task
	Responsible Person
	Information

	
	Meet with funeral home director 
	
	

	
	Deliver firefighter’s uniform or other clothing to funeral home
	
	

	
	Location for parking of Vehicles
	
	

	
	Personnel for staging vehicles
	
	

	
	Obtain bell for Last Alarm 
	
	

	
	Schedule and prepare Honor Guard – (Movements & Badge shrouding).
	
	

	
	ALS Unit on Standby (staged?)
	
	

	
	Control of Media
	
	

	
	Schedule Walk Through
	
	

	
	Instruct personnel for Walk Through (Staging area)
	
	

	
	Obtain white gloves for Honor Guard and Pall Bearers
	
	

	
	Practice movements with Pall Bearers
	
	

	
	Coordinate with Family Liaison Officer for special requests of the family
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	Name
	

	
	Survivor Action Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Family Liaison Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Funeral Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Church Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Cemetery Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	

	
	
	Phone Number
	Comments

	Name of Funeral Home
	
	
	

	Location of Funeral Home
	
	
	

	Name of Church
	
	
	

	Location of church
	
	

	Route from Funeral home to church
	
	

	Leave Funeral Home
	
	

	Route from church to cemetery
	
	

	Pass FF’s Home or Station
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	(
	Task
	Responsible Person
	Information

	
	Apparatus used as flower car
	
	

	
	Pumper used as caisson or will a hearse be used
	
	

	
	Obtain bunting and flags for apparatus
	
	

	
	Contact Survival Action Officer for which equipment will be used
	
	

	
	Prepare vehicles to be used as caisson and flower car – remove hose, wash, wax, install casket rails, remove rear bar etc.
	
	

	
	Obtain firefighter’s gear for placement on apparatus during procession if not impounded 
	
	

	
	Location for parking of Vehicles
	
	

	
	Personnel for staging vehicles
	
	

	
	Meet with Police Departments along all routes and for traffic control assistance during processions and for parking
	
	

	
	Develop maps of all routes and distribute to F.D., P.D. and the Survival Action Officer for other departments and media
	
	

	
	ALS Unit on Standby (staged?)
	
	

	
	Control of Media


	
	

	
	Practice moving casket on and off engine with pallbearers.
	
	

	
	Instruct Pallbearers and Honorary Pallbearers on their movements
	
	

	
	Coordinate with Family Liaison Officer for special requests of the family
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Vehicle Order for Processions

	(
	Vehicle
	Comments

	
	Lead Escort 
	

	
	Fire department vehicle used as flower car
	

	
	Hearse or engine used as caisson
	

	
	Family vehicles
	

	
	Pall Bearers (if not riding on flower vehicle/caisson)
	

	
	Honorary Pall Bearers
	

	
	Honor Guard/Color Guard
	

	
	Fire Department Chief vehicle
	

	
	Other Hanover Park Fire Department vehicles
	

	
	Hanover Park Police Department Vehicles
	

	
	Hoffman Estates Village Officials
	

	
	Vehicles from other fire departments
	

	
	Vehicles from other police departments
	

	
	Family’s friends and private vehicles
	

	
	Rear Escort
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	(
	
	Name
	

	
	Survivor Action Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Family Liaison Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Funeral Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Cemetery Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Procession Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	

	
	
	Phone Number
	Comments

	Name of Church
	
	
	

	Location of Church
	
	
	

	Clergy
	
	
	

	
	
	
	

	Scripture Readings
	Selection
	Reader
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	Type of Service
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	Ceremonies
	Person/Group Completing
	Information

	Badge Presentation
	
	

	Special Reading
	
	

	Special Eulogies
	
	

	Eulogy 
	
	

	
	
	

	
	
	

	
	
	

	Formations
	Person/Group Completing
	Information

	Outside of church
	
	

	
	
	

	
	
	

	
	
	

	Inside of church
	
	

	
	
	

	
	
	

	
	
	

	Music
	Person/Group Completing
	Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Seating Arrangement
	Group
	Location

	
	Family
	

	
	Pall Bearers
	

	
	Honor Guard
	

	
	Fire Department
	

	
	Uniformed Personnel
	

	
	Friends
	

	
	Others
	

	
	Media
	

	
	
	

	Program for Service
	Developed/Printed by:
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	Name
	

	
	Survivor Action Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Family Liaison Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Funeral Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Church Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	Procession Officer
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone #
	
	

	
	
	
	Home Phone
	

	
	
	
	Pager #
	
	Radio Call #

	
	
	
	Cell Phone
	
	

	
	
	
	Home #
	

	
	
	
	Home #
	

	
	
	
	

	
	
	Phone Number
	Comments

	Name of Cemetery
	
	
	

	Location of Cemetery
	
	
	

	Clergy
	
	
	

	
	
	
	

	Scripture Readings
	Selection
	Reader
	Comments
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	Ceremonies
	Person/Group Completing
	Information

	Final Alarm (if not already completed)
	
	

	Music
	
	

	
	
	

	
	
	

	
	
	

	Taps
	
	

	Firing Squad
	
	

	Flag Folding
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Formations
	Person/Group Completing
	Information

	Location of:
	Grave or Chapel
	

	
	Pipers
	

	
	Firing squad
	

	
	Bugler
	

	
	Family
	

	
	Fire Department
	

	
	Pall Bearers
	

	
	Honor Guard
	

	
	Uniformed Personnel
	

	
	Others
	

	
	Media
	

	(
	Task
	Responsible Person
	Information

	
	Meet with funeral home director and cemetery director
	
	

	
	Parking of Vehicles
	
	

	
	Overhead protection for Family
	
	

	
	Public Address System
	
	

	
	ALS Unit on Standby (staged?)
	
	

	
	Control of Media
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sample Press Releases

Line of Duty Death (traumatic or non-traumatic)

It is with deep regret that the Hoffman Estates Fire Department announces the death of

Rank, Name, Engine/Truck/Squad/Ambulance Company who lost his/her life in the

line of duty while participating in the operations at incident Number, Location, Date and Time.

Off Duty Death

It is with deep regret that the Hoffman Estates Fire Department announces the death of 

Rank, Name, Engine/Truck/Squad/Ambulance Company who lost his/her life 

due to accident/ short/long term illness on Date and time.

Death of a retired Firefighter

It is with deep regret that the Hoffman Estates Fire Department announces the death of 

Retired Rank, Name, who lost his/her life due to accident/ short/long term illness on Date and time.

Death of a past member

It is with deep regret that the Hoffman Estates Fire Department announces the death of 

Name, a former member who lost his/her life due to accident/ short/long term illness 

on Date and time.

Death of a non-sworn member

It is with deep regret that the Hoffman Estates Fire Department announces the death of 

Name, job title who lost his/her life due to accident/ short/long term illness on Date and time.

FUNERAL BELL CEREMONY 

(Department Member or Chaplain reads:)

Throughout most of history, the life of a firefighter has been closely associated with the ringing of a bell.  As he began his hours of duty, it is the bell that started it off.  Through the day and night, each alarm was sounded by a bell, which called him to fight fire and to place his life in jeopardy for the good of his fellow man.  And when the fire was out, and the alarm had come to an end, the bell rang a series of three rings three times each to signal the end.

And now our Brother/Sister _________________ has completed his/her task, his/her duties well done, and the bell rings three times in memory of, and in tribute to his/her life and service.

Officer in charge calls firefighters to attention.

Officer in charge calls firefighters to present arms.

Bell is sounded a series of three rings three times each.

Firefighters called to order arms.

Honor Guard processes out.

Closing Prayer.
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