FUNERAL PLANNING

Introduction.

The purpose of this chapter is to provide guidance when an agency is faced with planning an employee’s funeral.  This chapter will specifically address issues relating to the viewing, the funeral or memorial service, procession, and the graveside service.

Primary consideration should be given to family wishes, religious traditions, and law enforcement tributes and protocols, while at the same time trying to keep the service within reasonable time frames.  

Combining law enforcement traditions and protocols with various liturgical religious services can create challenges, particularly with time management.

Planners must be mindful of the comfort and physical requirements of attendees when scheduling speakers, music, and other protocol in the service.  

There are several areas of importance that will be covered in this chapter to assist planners in organizing a law enforcement funeral.  By utilizing these guidelines some of the difficulties can be eliminated.

Initial planning.

Viewing/vigil.

Scheduling of funeral or memorial service.

Seating arrangements.

Religious services, traditions, protocols, special music, and speakers.

Processions.

Graveside services.

Reception.

Media participation.

 Slide/Video Presentation.

�Initial Planning.

Agency heads or their designated planners may wish to consult with agencies who may have had recent experience with funeral planning.

When assisting clergy with a law enforcement service, your agency may find it beneficial to provide a description of the protocols, traditions, logistical requirements, and departmental concerns involved in a line of duty memorial service while keeping the family’s wishes in mind. 

These planning issues are not intended to supersede the desires of the surviving family, but will provide an awareness of issues which may be overlooked by planners or clergy who are unfamiliar with law enforcement traditions and protocols.  

Planners need to balance the desires of the family with the need to keep the service within appropriate time limits.  It is only natural that family members would want every honor and tradition available.  Planners must be diligent in selecting the traditions that will best suit the family’s desires, and still conform to the service time constraints.

Many law enforcement attendees will not have known the deceased officer; they are attending the service in order to honor a fallen comrade. 

The procedures and protocols herein will be described as if the agency were planning a line of duty death funeral or memorial service and should be scaled back as circumstances dictate.

Planning a large and complex memorial service requires the coordination and cooperation of many agencies and individuals.  Those involved in the planning process should be reminded of the need to remain flexible, and adapt as changes occur.  Planners should be aware that communication is the key to successfully coordinating the efforts of those involved.

Agencies should use the “Incident Command System” approach to planning, with key functions delegated to several levels of sub-commands or subordinates.  It is imperative to hold an initial planning meeting involving the key coordinators.  The meeting should include but not be limited to the following key planners:  The agency head, chaplain, mortuary representative, family clergy, honor guard sergeant, a traffic coordinator, and the supervisor in charge of funeral planning.

Additional planning meetings should be scheduled as needed.  It may be beneficial to schedule a meeting for planners at the beginning and end of each business day.  This will ensure that all pertinent information has been disseminated.  To prevent the duplication of efforts, it is imperative that all planners know what tasks have been accomplished and which tasks have yet to be completed.  

Key planners may also want to keep an updated status board in the briefing room.  See “Status Board” this chapter (page 4-16).  This will help disseminate information to anyone who has a need to know the status of a particular task without having to locate the person responsible for completing the task.

Management may want to consider a “walk through” for large services on the day prior to the service.  This will ensure that management and the key planners are in agreement with the order of service and the planning details.

The protocols and traditions described herein are to be used as a guide, and are not all-inclusive of events to be included in every memorial service.  When planning a funeral or memorial service, agencies should be extremely time conscious, recognizing that every protocol, speaker, presentation, and special musical arrangement requires a certain amount of time.  

The church or memorial service should optimally be planned to last not more than 1 hour 40 minutes.  Planners, in working with the family, need to try to stay within the 100-minute time frame.  This may mean deleting some of the tributes, speakers, videos, or special music.  Consideration should be given to those attendees who are not accustomed to sitting or standing for long periods of time.  Additionally, planners should consider the amount of time attendees will be in place or standing in formation without the opportunity to utilize restroom facilities.

It may be necessary to remove one or more of the various protocols in order to stay within the optimal time constraints.

If it is anticipated that the service may be unavoidably lengthy or complex, planners will have to make additional provisions for attendees such as:  portable rest rooms, water, shelter, etc.  Additionally, due consideration should be given to extreme weather conditions; i.e., heat, cold, wind, and rain.  It may also be advisable to have a paramedic unit stand by in case of a medical emergency.  

Employees should be advised not to discuss particular funeral protocols with family members.  Protocols should only be discussed with the family by the clergy and key planners.  Often employees may suggest a particular protocol that they observed at a previous funeral.  Planners may have elected not to use a particular protocol in order to make better use of the available time.

Certain protocols can be very time consuming.  Adding an additional protocol may be difficult during the later stages of planning.  Various protocols are listed under “Order of Service” (page 4-22) and “Graveside Service” �(page 4-24).

Management should recognize that planning and organizing a line of duty death funeral or memorial service involves more complex planning issues than when planning the service for a death that was not job-related.  

Planners should be aware that even an agency in a remote or rural area can expect attendance at a line of duty death funeral to be in excess of 2,000 people.

It may be necessary to utilize planners from resources outside of the agency to assist with traffic planning, ushering, etc.

3.  Viewing/Vigil.

Planners should ascertain if the family has a desire to hold a viewing/vigil.  

In the event of a horrific or highly publicized death, the agency may want to provide a 24-hour honor guard at the mortuary or hospital beginning with the initial notification.  Fellow officers and family members are often reluctant to leave the body unattended at the hospital or mortuary unless they are certain that an honor guard is present.

Never assign a single officer to sentry duty at the hospital or mortuary.  For the emotional well being of those officers selected for this detail, the assignment should only be made in pairs. 

The viewing or vigil should be discussed with the family, mortuary, and coroner prior to arranging for a date, time, and location.

Families may request a viewing (open casket) or vigil (closed casket) be held.

A viewing/vigil is normally held one or two days prior to the funeral, during specific hours requested by the family.

The date(s) for the viewing/vigil should be established in accordance with family wishes.  

An honor guard should be posted during viewing/vigil hours.  

Immediate family members should be escorted by agency personnel to and from the viewing/vigil.

After the honor guard has been posted, the family may desire the detail leave the room to enable the family to have some private time with their loved one.  Under these circumstances, it would be proper for the honor guard to post just outside of the entrance to the room until the private viewing is completed.

Catholic protocols may include a Vigil or Rosary service in conjunction with the viewing.  This may or may not require the participation of an honor guard.  Coordinate this participation with the officiating priest.  Normally, the honor guard would post at the head and foot of the casket, or on the right and left side of the casket.  If the honor guard is not allowed to post near the casket, it would be proper to post at the main entrance to the building.

The Vigil or Rosary service may be held at the mortuary or the church.  An honor guard or escort should accompany the body of the officer from the mortuary to the Vigil or Rosary service.  The honor guard should also provide an escort back to the mortuary at the conclusion of the service.

It is proper protocol for members of the honor guard to wear their uniform hat inside the church or mortuary including the time spent posted alongside the casket.  The chaplain should be notified immediately if the clergy has any objections to this protocol.

Immediate family members should be escorted to and from the Vigil or Rosary service by agency personnel. 

4.  Scheduling of Funeral or Memorial Service.

The scheduled date for the service must accommodate the needs of the family, facility, clergy, mortuary, cemetery, coroner, and the agency.  See �“Date/Time/Location” (page 4-18).

Planners should ensure that their agency does not have any conflicting events which cannot be rescheduled.

Planners should also attempt to ascertain if there are any major events planned at the facility or within the local community which may cause logistical conflicts, such as parades, construction work, or sporting events. 

Scheduling the service start time is also critical.  Various factors must be considered including:  commute traffic, lunch hour traffic, cemetery procession, reception, overall length of service, and other events planned within the community.  Planners must consider attendees traveling longer distances, may not be familiar with the area, local commute patterns, and traffic congestion.  It is essential to avoid having the funeral procession interfere with either the morning or evening commute in metropolitan areas.

Law enforcement officers from various agencies have been known to travel long distances to attend a line of duty memorial service. 

When scheduling the time of service, planners should also consider family members who must travel long distances to attend.

Planners must be cognizant that a service scheduled for 10:00 a.m., normally begins for planners, traffic coordinators, and various other assistance personnel at 7:00 a.m.  

As long as events continue on schedule, the family would be returning home from the reception at approximately 4:00 p.m.

Assisting personnel will be released at the conclusion of the church and reception facility clean-up, at approximately 4:30 p.m.

This is a very long and demanding day for everyone who participates.  Every effort should be made to expedite each task in order to make the services run smoothly.  

The location is one of the most critical elements in funeral planning.  In the past, attendance at a line of duty death funeral has reached as many as 5,000 people.  Locating and securing a facility that will accommodate such a large seating capacity can be very challenging.  

�In smaller or midsize communities, or when the death(s) are attributed to extremely traumatic events, it may be necessary to explore unusual alternatives for the service such as:  civic centers, gymnasiums, or athletic stadiums.  

The use of alternative facilities will also create additional planning challenges such as:  poor acoustics, lack of a sound system, inadequate lighting, poor visibility, lack of protection from inclement weather, etc.

When larger facilities cannot be secured, planners may want to consider some form of overflow seating.

If the facility does not have overflow rooms available, it may be advisable to provide audio coverage of the service for attendees that cannot be seated.

If overflow crowds will be required to stand for long periods of time, consideration should be given to providing shelter, water, and portable restroom facilities.

Consideration should be given to uniformed officers who are not seated and must stand in ranks until the conclusion of the service.  

Planners should be cognizant of adverse weather conditions when having officers stand in ranks for extended periods of time.

Consideration should also be given to other attendees who are not able to be seated.

Often, planners are faced with using inadequate facilities.  When faced with this challenge, planners will need to improvise in order to accommodate as many people as possible.  

5.  Seating Arrangements.

Planners will need to prepare a facility use and seating plan to accommodate the needs of the family, agency, visiting dignitaries, and the public.  

Depending on the seating layout of the facility, planners will also need to assess the use of ushers.  

Normally, ushers should be assigned to the front and rear of each aisle, and given specific instructions to facilitate the seating plan.

When using large facilities, or when a very large attendance is anticipated, it may be necessary to utilize volunteers or fire department personnel for usher duties.  

Many allied law enforcement and fire agencies volunteer their services to the department.  Accepting their assistance allows departmental personnel to be utilized for more critical tasks.

When a large service is anticipated, attendees seeking a good seat usually begin arriving an hour or more prior to the scheduled start time.  Therefore, ushers should be assembled and fully briefed on their duties an hour and a half before the start of the service.

When faced with having to use a facility that does not have adequate seating capacity, planners will need to develop an effective seating plan to ensure that family members, visiting dignitaries, and agency personnel needs are met.

Planners will need to determine the availability of rooms that can be utilized before and during the service.

A private or “quiet” room should be provided to accommodate the immediate family prior to the start of the service.

Immediate family members should normally be scheduled to arrive not more than 15 minutes prior to the start of the service.

A room should be provided for agency heads or dignitaries to gather prior to the service.

A room should be provided for the honor guard to practice and rest during guard changes.

Consider seating the deceased officer’s departmental members with their significant others during the service(s).

Facility security is also an important concern.  To eliminate the potential of terrorist threats, a search utilizing an explosive detection dog is recommended for all line of duty death services.  The dog should be used to check the facility, flower arrangements, and vehicles surrounding the immediate facility, prior to all services.

It would be devastating for family members to have the service interrupted or postponed for an evacuation and bomb search.

In metropolitan communities, it would be very difficult if not logistically impossible to facilitate an evacuation, search the facility, and reschedule the service for the same day.  

Past experience has proven the search can be accomplished easily and unobtrusively, thereby preventing the need for an evacuation in the event of a threat.

6.  Religious Service, Protocols, and Speakers.

Planners should be familiar with the order of service protocols that are found in this guide.  See “Order of Service” (page 4-22).  Checklists are provided to keep track of the allotted time for each protocol and speaker.

Religious services take precedence over law enforcement traditions and protocols.  Planners should meet with the family clergy to determine the extent of the agency’s involvement.

Past experience has shown that some clergy members are inflexible regarding law enforcement protocols.  In such instances, it is imperative to have clear direction as to the family’s wishes.  

In some faiths or denominations, the only law enforcement involvement will be the limited participation of an honor guard.  

Certain law enforcement traditions and protocols may have to be performed at the graveside rather than at the church.

When dealing with restrictive religious services, or when the family requests private religious services, planners may want to consider having a separate memorial service that will not interfere with religious customs.  

Holding a separate memorial service will allow planners the opportunity of utilizing traditional law enforcement protocols which may have been precluded during the religious service.

Agencies opting to hold a separate memorial service should consider planning the memorial service on a different day from the religious service.

It is preferable to have the funeral services conducted by a minister or chaplain who is familiar with law enforcement protocols.  In their absence, the funeral should be conducted according to the suggestions provided in this guide, while ensuring the family’s needs are met.

Family requests to have the Governor speak at the funeral should be directed, through channels, to the head of the agency.

Normally, the order of speakers should be assigned from the highest ranking speaker to the lowest.  These speakers will normally be followed by eulogies from a family representative, and an agency representative.  

Depending on the number of speakers and the time allotted to each speaker, musical selections can be utilized to separate some of the speakers.  Music also allows the posted honor guards time to change personnel with minimal disruption of the service.  It is recommended that posted honor guards be changed every 15 - 20 minutes to prevent collapsing from fatigue.

The clergy or chaplain should provide the speakers with ideas regarding content and the amount of time allotted.  Each speaker should be limited to 10 minutes.

The clergy or chaplain should advise speakers to prepare written notes, as well as practice, and time their presentation.  As a general rule, notes should be typed, double spaced, using a 14 or larger bold face font.

Specific instructions should be given to attendees regarding the dismissal of the service.  Various protocols, such as a casket “file by” utilized during the dismissal, can be very time consuming.  When time is limited, a file by should be avoided, in order to expedite the transition from the funeral service to the graveside service.

7.   Processions.

Motorcades are often desirable but not required.  Consideration should be given to the logistics involved in planning a complex motorcade such as:  the length of time it takes to get a motorcade to its destination, safety, and traffic disruption.  

Planners should also be sensitive to the public’s perception of the appropriate use of publicly owned vehicles, and use of departmental personnel.  Whenever possible, four officers should be seated in each patrol vehicle that is used in the procession.

Long motorcades can cause time delays, and may generate citizens’ complaints.  Processions should be well planned, using the least intrusive route available.  Proper planning will minimize traffic congestion, and help prevent unwarranted delays for citizens.

A preservice procession may also be desirable when there has been a cremation, or when no burial service is planned.  See “Staging” (page 4-26) and “Escorts” (page 4-27).

For a very large service it may be necessary to place some limitations on participation in the procession.  

When there are large numbers of attendees, the clergy or chaplain should direct attendees to meet at the graveside rather than wait for the funeral procession.  When appropriate, written directions to the cemetery should be provided.

When possible, the route of the procession should be published in the service bulletin and in the local newspaper.

Parking limitations should also be addressed by the clergy or chaplain at this time.  

Your agency may want to limit the procession to the immediate family and extended family members, and employees of the involved command, or local law enforcement agencies.

Planners should advise allied agencies when their respective jurisdictions will be impacted by either the memorial service or the procession.  

It may be desirable to delegate parking and traffic planning to an adjacent jurisdiction, particularly one that has experience in Dignitary Protection, or one that has a large motor squad.  See “Traffic Plan” (page 4-25).

Planners should also consider delegating parking and traffic control responsibilities to allied agencies who have jurisdictional responsibility.

Officers assigned to traffic control details should have clear direction as to the “tail vehicle” in the procession.  Prematurely releasing controlled intersections can cause significant delays to the start of the graveside service. 

The primary consideration should be given to the minimal disruption of normal traffic.  A “Sigalert” should be issued to the media so that listeners can avoid the area if possible.

Caltrans and county public works agencies should be contacted to determine if the intended routes will be free of hazards, planned construction, or road/ramp closures.

8.  Graveside.

The graveside service normally consists of a short religious service and several law enforcement protocols. 

The arrival at the cemetery is a very difficult time for family members.  A long wait before the service begins can cause a great deal of anxiety.  

If an extremely long motorcade is anticipated, it may be advisable to arrange for a family waiting room.  This will help alleviate some of the anxiety of the long wait, and allow the family to utilize restroom facilities. 

Although it is desirable to have everyone in place before starting the graveside service, the minister may choose to begin before everyone has parked their vehicles, and can be assembled.  Ministers often choose to do this in order to alleviate family anxiety at the graveside.  

It is imperative to have a parking plan at the cemetery.  Cemeteries in metropolitan communities usually have traffic plans and will tell you exactly how many vehicles can be accommodated.  Planners should ensure that provisions have been made to utilize public streets when the cemetery cannot accommodate all of the vehicles.  

Most cemeteries do not provide sound systems and it is very difficult for attendees to hear what is being said.  It may be desirable to utilize a portable sound system to enable attendees to hear the committal service and various presentations.

Additional speakers should not be scheduled during the graveside service.  The graveside service should be kept short in order to allow people to express condolences to the family at the conclusion of the service.

An aerial fly-over is normally utilized only for officers assigned to air operations programs.  Because these maneuvers are not normally practiced and can be dangerous, your department should have specific regulations and training procedures in place.

All requests for participation should be made through channels to the appropriate air operations supervisor.

Planners should not request special or elaborate maneuvers.

Additionally, your agency may want to place restrictions regarding the participation of allied agency, media, or medical aircraft who may not have the same standards of training and maintenance.  

Dove releases should not be utilized unless specifically requested by the family and never in conjunction with an aerial fly-over.

9.   Reception.

A reception is usually planned immediately following the graveside service, or immediately following the funeral or memorial service when no graveside service is planned.

Planners will need to arrange for an adequate reception facility, preferably close to the graveside service, or close to the facility used for the memorial service when no graveside service is planned.  

Planners should consider that it is very difficult to make an unorganized move of large numbers of vehicles over long distances, in a timely manner.

As a general rule, when there is some distance between the location of the service and the location of the reception, only half the people attending the service will attend the reception.  

If a reception is planned immediately following the funeral service at the same facility or at a facility within a very close proximity, planners can anticipate that approximately 75 percent of the attendees will stay for the reception.

Whenever possible, a route map should be published in the service bulletin, or provided at the service.

Planners will need to arrange for food, drinks, set-up, and clean-up.  

Sandwiches, finger-foods, soft drinks, and water will normally be adequate.  It is not necessary to arrange for a full-service meal.

Receptions should normally last no longer than two hours.

�10.  Media Participation.

Management should discuss media participation with the family.  If the family is agreeable to media participation, planners should make specific arrangements to accommodate media needs, as well as respecting the family’s privacy.

Management may want to request the assistance of a photographer and/or videographer for the service.  Photographs and videos from the services may be desired for various publications.

�STATUS BOARD

The status board has proved to be an effective tool to aid in the management of employee deaths.  It is helpful to have this information placed on a white board or chalk board in the office briefing room.  By looking at the board, everyone involved in the planning process should be able to locate the assigned responsibilities and determine their completion status.

��STATUS BOARD CHECKLIST



ITEM�ASSIGNED�COMPLETED��Notifications����Teletype����Agency Head����Agency Personnel����Chaplain����Retired Personnel����Department of Industrial Relations (Cal OSHA)����Next of Kin����Personnel����Workers’ Compensation Unit/SCIF����Allied Agencies����Governor����Peer Support Coordinator ����Risk Management����Critical Incident Stress Debriefing����Family Transportation����Dignitary Transportation��������Funeral Details����Obituary����Coroner (release form)����Mortuary����Cemetery����Facility/Church/Chapel����Honor Guard (viewing)����Personal Photo����Bomb Dog (standby for facility search)����Teletype/Location/Time/Uniform����Bugler����Piper����Rifle Team����Fly By (Air Operations)����Flag/Presentation Case����Military Participation����Personal Slide/Video Presentation�������Fraternal Participation����Ushers/Pall Bearers����Singer����Special Music����Retrieval of Badge/Name Tag/ Cap Piece����Photographer����News Media/Press Participation����Walk Through of Event����Staging Area����Traffic Plan����Return of Departmental Equipment����Memorial Fund����Telephones����Media����Press Releases����Beat Coverage����Beat Coverage prior to service (1st day)����Beat Coverage prior to service (2nd day)����Beat Coverage day of service��������Benefits����Investigative Reports����Coroner’s Report����Certified copy of Marriage Certificate����Death Certificate (15 Certified Copies)����Final Divorce Decree (Prior Marriage)����Social Security����G.I. Life Insurance����DD 214 Form����Personal Life Insurance����Labor Union����Fraternal Organizations��������Reception����Facility����Caterer����Hostesses�����DATE/TIME/LOCATION

One of the most critical components in organizing a funeral is the selection of the date, time, and location.  For line of duty deaths or when large gatherings are anticipated, these selections become even more critical.

Date.

The date should be set to allow family and dignitaries sufficient time to travel to the area.  

Remember, during holiday seasons it is more difficult to obtain travel reservations.

When it is anticipated that dignitaries will be attending, the agency head should be advised of the date in advance of the announcement, in case there are any conflicts that should be resolved.

3.	Time.

Ensure that the time does not conflict with commute hours or local events.  It is not unusual for a large funeral to last three hours including graveside internment services.  An afternoon funeral scheduled for 1400 hours would be concluding right at the peak of commute traffic.

Time also has to be considered when scheduling a reception after the service.

4.	Location.

It is not unusual for 2,000 or more people to attend a line of duty funeral.  Highly publicized line of duty deaths in large metropolitan areas have had attendance in excess of 5,000 people.  In these cases, planners should anticipate the sentiment of the community and work with the family to select a facility accordingly.

It may be necessary to hold the funeral at a location outside of a church facility, such as an arena or hall in order to accommodate the number of attendees.

Weather permitting, it may be necessary to hold the service in an outdoor facility such as an amphitheater, park or stadium.

Additionally, when large attendance is anticipated, or when using outdoor facilities, you will need to ensure that there is an adequate sound system and a sound technician available.

�FUNERAL PLANNING INFORMATION DATE/TIME/LOCATION CHECKLIST�

�ITEM�DATE�TIME�LOCATION��� FORMCHECKBOX ���Viewing������ FORMCHECKBOX ���Vigil������ FORMCHECKBOX ��������������� FORMCHECKBOX ���Staging������ FORMCHECKBOX ��������������� FORMCHECKBOX ���Pre-Funeral Procession������ FORMCHECKBOX ��������������� FORMCHECKBOX ���Funeral������ FORMCHECKBOX ���Procession������ FORMCHECKBOX ���Graveside������ FORMCHECKBOX ��������������� FORMCHECKBOX ���Reception������ FORMCHECKBOX ��������

�ANTICIPATED ARRIVAL OF FAMILY/DIGNITARIES





NAME�DATE OF ARRIVAL�

TIME�

LOCATION�TRANSPORTATION NEEDED?��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

Governor����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

Agency Head����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No��

����

� FORMCHECKBOX �� Yes�

� FORMCHECKBOX �� No���ORDER OF SERVICE

Overview.  In some instances, it may be necessary for the head of the agency or his/her designee to plan the order of service.

Guideline.  A generic guideline is provided to assist with this process:

Invocation.

Prayer.

Opening remarks/greeting.

Musical selections.

Scripture reading clergy/chaplain remarks.

Bagpipes.

Speakers.

Governor.

Legislators.

Agency Head.

Family representatives.

Eulogy.

Special music - family request.

Presentations.

Closing remarks/prayer.

Personal slide/video presentation.

Dismissal instructions.

�ORDER OF SERVICE CHECKLIST�

Time of Day�Time Allotted�Task�Performed by���00:02�Invocation����00:03�Prayer����00:05�Opening Remarks����00:03�Special Music����00:05�Chaplain’s Remarks����00:05�Scripture Reading����00:05�Chaplain’s Remarks����00:03�Bagpiper����00:10�Governor’s Remarks����00:05�Senator’s Remarks����00:10�Department Head’s Remarks����00:03�Special Music����00:30�Eulogy����00:05�Closing Remarks����00:03�Closing Prayer����00:02�Benediction����00:02�Personal Slide/Video Presentation����00:03�Dismissal Instructions���Service time is approximately 01:40.  The planner may add or delete categories as necessary.  Management should be aware that certain religious services require in excess of an hour to perform; therefore, the time for law enforcement traditions would have to be reduced.  In addition, the agency head should consider reviewing the contents of what the agency chaplain will be speaking on to ensure appropriateness of the presentation.

�GRAVESIDE SERVICE

Position of Officers.  Officers should be positioned in ranks at the graveside service.

Guideline.  A generic guideline is provided for instances where the agency head must provide the order of service.  It should be remembered that the following items are suggestions only and not a requirement.  Services run longer when a large assembly is present.  Therefore, eliminating some of the suggested items will help the service run smoother.  Please ensure that the family’s desires are met.

Assembly.

Officers attention, salute (command given, ready two, when casket is placed over grave).

Opening prayer.

Scripture reading.

Bagpiper.

Committal reading, closing prayer.

21-gun salute.

Taps.

Fly by.  (Dove release not recommended). 

Flag fold (parade rest).

Presentations.

Attention, dismissal.

�TRAFFIC PLAN

Traffic Plan.  For large funerals, traffic and parking plans are essential.  Planners should consider the anticipated response of law enforcement and the community and consider elements such as:  motorcades, routes, parking, travel time, commute traffic, and the need for emergency vehicle traffic which will be responding to everyday emergencies.

If your agency’s resources are taxed, it may be advisable to request assistance from a neighboring jurisdiction.

Even facilities that have seating for 2,000 or more people usually do not have parking for 2,000 vehicles.  It may be necessary to better utilize the space available rather than to use marked stalls.

Lane/Road Closure.  It may also be necessary to close lanes or roadways to accommodate parking.  Planners should also check with the agency having responsibility for road maintenance to identify planned repairs, construction or closures on designated routes.

�STAGING

In instances where there is no graveside service, it may be desirable to stage a gathering of attendees in one location and follow the hearse to the facility where the memorial service will be held.

Groups of allied agency vehicles traveling to the location of a memorial service may want to travel together.  Planners may want to designate a staging location away from their facility to prevent congestion from interfering with routine business.



�ESCORTS

1.   Your department should develop escort procedures to assist family members and dignitaries.

It may be necessary to provide drivers for family members and dignitaries who will be arriving via public transportation.  Agencies may provide drivers as resources are available. 

3.   When resources are limited, it may be necessary to make arrangements with adjoining jurisdictions to accomplish escort responsibilities.
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