LASD Funeral Checklist

Number 7








     November 1, 2001


GUIDELINES FOR IN THE LINE OF DUTY

EMPLOYEE FUNERALS

OPERATIONS COMMANDER'S CHECKLIST
The Operations Commander for an employee funeral is responsible for coordinating all phases of the operation and will act as a liaison with the various support units involved.  The following guidelines are not all inclusive, but serve to assist units in the planning and coordination of Departmental funerals.  

Station                                                          Unit Commander  ___________________________                                                         Operations Commander                                                         Date of Funeral  _______________                                  Decedent’s Name                                                                 Age                   Rank ____________                            Funeral Service Loc.                                                                          
Tel ______________                                           Mortuary Loc.                                                                                    
Tel ____________________                                          Grave Site Loc.                                                                                  
Tel ______________                                          Clergy Name                                     Denomination                          
Tel_______________                                           Loc. of Command Post                                                                      
Tel_______________                                           Radio Frequency                                                    Expected Attendance ___________________                                          
VIP's Expected to Attend    ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
IMMEDIATE CONSIDERATIONS
[   ]
Contact Health and Safety Unit, ensure that the decedent’s family's needs are being met and arrange a meeting with Health and Safety Unit representatives as soon as possible.


Who Contacted                                                       
Date/Time ___________________                                        
Who Contacted                                                       
Date/Time  ___________________                                    

Who Contacted                                                       
Date/Time ___________________                                        

Who Contacted                                                       
Date/Time ___________________                                        
[   ]
Prepare and send teletype to all personnel regarding the death of the employee.

[   ]
Assign personnel for logistical planning of service.


[   ]  Church Memorial Service


Assigned To _________________                                                

[   ]  Procession (service to cemetery)

Assigned To _________________                                             

[   ]  Grave Site Service



Assigned To                                   _              

[   ]  Security




Assigned To                                                _ 
[   ]
If the family desires a military funeral, contact Recruit Training Bureau for Honor Guard request.  


Who Contacted                                                       
Date/Time                                      _   
[   ]
Meet with Health and Safety Unit representative and unit personnel assigned to logistical planning and discuss each unit’s area of responsibility.  

[   ]
Notify Training Division Chief for permission to request flags to be flown at half mast.  

[   ]
Contact Board of Supervisors for order that all County Departments to fly their flags at half mast.  (If approved, teletype order will originate from Board.)  

[   ]
Prepare a biographical sketch of deputy and family, coordinate with Health and Safety Unit and Sheriff's Headquarters Bureau.  

[   ]
Obtain flag through mortuary, Training Bureau, or the Health and Safety Unit.

[   ]
Contact Sheriff's Headquarters Bureau and keep them aware of all funeral plans.

HEALTH AND SAFETY UNIT RESPONSIBILITIES
Health & Safety Unit Representative(s)  ________________________________________                                                                                          
[   ]
Ensure family needs are met.

[   ]
Determine from family when and where funeral or memorial service is to be held.

[   ]
As soon as possible, advise Operations Commander of funeral arrangements desired by family.  

[   ]
Meet with family, minister and mortuary representative to discuss exact arrangements.

[   ]
Meet with Operations Commander to formalize plans.

[   ]
Escort family to seating area in church.

[   ]
Escort family to limousine after service, if necessary.

[   ]
Escort family to seating area at grave site service.

[   ]
Identify widow or representative of family who is to receive the flag from department representative.

[   ]
Advise family of insurance and benefits due them.

LOGISTICAL PLANNING CONSIDERATIONS
Church Memorial Service

Assigned To __________________________          
[   ]
Drive family to memorial service, if necessary.

[   ]
Make a diagram of the church services site.

[   ]
Locate sufficient parking for civilian and police vehicles.

[   ]
Designate parking areas for Sheriff, executives, and family members (ensure easy ingress/egress).  

[   ]
Reserve seating for family.

[   ]
Reserve seating for Sheriff and executives (should be near front section of church or funeral home and in proximity to or behind Honor Guard). 

[   ]
Reserve seating for Honor Guard.

[   ]
Designate area for media (obtain assistance from Sheriff's Headquarters Bureau).

[   ]
Designate area outside of church for personnel and ensure they are in the proper formation.  

[   ]
Assign a person(s) the responsibility of noting all police agencies present at service and guiding executives to parking area and seating in church.  

[   ]
Determine whether division representative or representative from S.H.B. will meet Sheriff on arrival and escort him to his seat.  

[   ]
Following the service, the Sheriff and executives will exit the church behind the family.  An appropriate location should be designated for the Sheriff and executives to await the procession of the coffin to the hearse.  

[   ]
Designate area for family to await procession of the coffin to the hearse.

[   ]
Designate a person to give commands to personnel (attention, at ease).

Procession




Assigned To __________________________                                                             
[   ]
Contact S.E.B. regarding motorcycle escort.



Who Contacted                                                       
Date/Time ________________                                        
[   ]
Make diagram of procession route; coordinate with S.E.B.

[   ]
Procession should be led by Motorcycle Reserve or one radio car followed by hearse, family, limousine, Honor Guard, Sheriff, ranking officers, police vehicles and civilian vehicles.  

[   ]
Assign a person(s) to direct the vehicles into the proper order.

[   ]
Locate sufficient parking for vehicles at/near burial site.

[   ]
Assign person(s) for traffic control/direction at cemetery.

Grave Site Service


Assigned To __________________________                                                              
[   ]
Set up public address system with assistance from E.O.B.
                                         

Who Contacted                                      Date/Time ____________________                                        
[   ]
Designate area for family, executives, sworn and civilians and assign a person(s) as a guide.  

[   ]
Designate person(s) to direct uniformed personnel into orderly, professional ranks.

[   ]
Designate a person to give commands to uniformed personnel.

[   ]
Designate area for Honor Guard, bugler and rifle team (not too close to ceremony - noise factor).  

[   ]
Determine who will present flag to widow or family member; coordinate with Health and Safety Unit.  (Does not have to be Sheriff or ranking executive; may be a deputy close to family).  

[   ]
Division representative or representative from S.H.B. should escort Sheriff to designated area for grave site service.  

[   ]
Ensure easy exit for Sheriff and executives.

Security




Assigned To __________________________                                                            
[   ]
Contact S.E.B. regarding security during service, paramedics on standby at location of services and, if applicable, patrolling station area during services.  


Who Contacted                                                       
Date/Time ________________                                        
[   ]
Contact O.S.S. regarding gang intrusion.


Who Contacted                                                       
Date/Time ________________                                        
[   ]
Contact Arson/Explosives for bomb sniffing dog.


Who Contacted                                                       
Date/Time ________________                                        
[   ]
If necessary, contact Recruit Training Bureau regarding utilization of cadets for perimeter control.  


Who Contacted                                                       
Date/Time ________________                                        
[   ]
Contact Aero Bureau for aerial observation.


Who Contacted                                                       
Date/Time ________________                                        
[   ]
Survey and diagram services site.

[   ]
Obtain frequency clearance from S.R.C.


Who Contacted                                                       
Date/Time ________________                                        

Frequency                        
From                    hours 
To                    hours

[   ]
Brief security personnel prior to deployment.

[   ]
Deploy personnel at church services well in advance of ceremony.

[   ]
Bomb sniffing dog check all areas in and including proximity of services.

[   ]
Deploy personnel at grave site services well in advance.

[   ]
Establish an Operations Command Post.

Support Provided by Sheriff's Headquarters Bureau
S.H.B. Representatives ____________________________________________________                                                                                                                     
[   ]
Will assist in the development of a biographical profile of deceased officer upon request.

[   ]
Will keep the Chief aware of arrangements.

[   ]
Will act as department media liaison at services.

[   ]
Will note all police agencies in attendance at service (station is also responsible for this).

[   ]
Will meet VIP's at services and escort them to their designated area, if requested.

Other Considerations 
(Operations Commander)

[   ]
Coordinate and ensure that all personnel assigned to logistical planning understand and complete their assignments.  

[   ]
Have personal contact with family.

[   ]
Meet with all concerned personnel to finalize plans.

[   ]
Prepare and send teletype to all personnel announcing date, time, location of services, direction, parking, uniforms, and car pooling.  Ensure S.H.B. and Health and Safety Unit have been consulted regarding uniforms.  

[   ]
Prepare and send with Division Chief's approval statewide teletype announcing funeral. This teletype must be specific and should include most if not all of the information in the department teletype.  

[   ]
Prepare briefing of plans for Division Chief or Commander for presentation to the Sheriff.

[   ]
Coordinate notifications of department executives and V.I.P.'s regarding directions, parking, seating, procession route, grave site services and uniforms with Division Chief or Commander.

Post Operation Considerations 
(Operations Commander)

[   ]
Account for all department equipment.

[   ]
Coordinate with S.H.B. the preparation and distribution of thank you letters to participating police agencies in attendance, church, volunteers, etc.

[   ]
Debrief, critique, and plan for improvement.

[   ]
Arrange memorial fund through Sheriff's Relief Association.
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