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PART I - NOTIFICATIONS











This chapter contains the following information on making notifications when managing a line of duty death:





Family members should be notified in a timely and sensitive manner by a predesignated notification team.  Team members may consist of agency individuals, a friend of the deceased, a chaplain, and/or a mental health professional �(page 1-1).  





If the employee is not yet deceased, the following hospital duties should be considered:





Agency transportation to and from the hospital should be provided for the family (page 1-2).  �


Assign a press officer to manage the media, release appropriate information, and also shield the family (page 1-2).





Arrange for the family to be met by the ranking agency official (who should remain with the family and hospital staff and ensure that the family has the opportunity to see the officer if they wish) (page 1-3).





Ensure that any medical bills are sent to the agency (page 1-3).


�


The following checklists/worksheets (contained in this chapter) should be�photocopied prior to being utilized:





Family Notification Guidance.  This list was created to ensure that critical, known facts about the incident are provided to the family, someone who knows the surviving spouse or significant other accompanies the notification team, and that clear, sensitive but factual words are used during the notification process (page 1-4).





�
Telephone Notification Checklist will ensure that only designated information is released, that assigned personnel are given a specific list of employees to notify, as well as tracking those contacted in a log.  Immediate notification should be made to a chaplain, mental health professional, and peer support personnel (page 1-7).�


Pertinent Information consisting of the employee’s personal information, employment history, military service, family (spouse, significant other, ex-spouse, children, siblings, parents) names and addresses, phone numbers, incident/funeral details, and releasable information (page 1-8).





Workers’ Compensation Notification Checklist will ensure that the agency’s insurance carrier is notified during business hours, ideally within �24 hours (page 1-16).





Risk Management Notification Checklist will ensure that agencies notify their risk management office, logging the date, time, and person notified �(page 1-17).  �


Department of Industrial Relations, Division of Occupational Safety and Health On-Duty Death.  The nearest District Office shall be notified of any serious injury or illness, or death within eight hours (page 1-18).














�
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PART II - INCIDENT MANAGEMENT











The agency should initiate a modified Incident Command System to manage duties surrounding an employee death and consider the following assignments:





Personnel Officer responsible for funeral planning, including parking control, funeral plan, church, street, cemetery parking, and motorcade plan �(page 2-1).





Logistics Officer assists with arranging for signs, cones, barricades, refreshments, white gloves, photocopies, paramedics, tow services, sound system, maps, and reception/wake for the funeral (page 2-2).





Administrative Officer responsible for the death notice, coroner’s report, release of the body, teletype, allied agency notification, follow-up notices, rosters, and ensuring that assigned notifications are completed (page 2-3).





Public Information Officer responsible for all press releases, media inquiries, television coverage, and a videotape of the funeral for the family (page 2-3).





Chaplain responsible for funeral coordination, order of service, special music, speakers, honor guard, piper, bugler, rifle team, funeral director, and ministry liaison (page 2-3).





Family Liaison Officer responsible for family information profile, assisting with family needs, providing information between the agency and the family, furnishing transportation, screening visitors, and ensuring the family’s privacy (page 2-4).





Allied Agency Liaison Officer responsible for assisting out-of-state allied agencies with transportation and lodging, logging name, agency, and address of who attended the funeral, as well as who provided specific assistance during the funeral (page 2-4).





Peer Support Coordinator responsible for coordinating deployment of peer support personnel to provide one-on-one and group support to departmental employees (page 2-5).





�
Mental Health Professional responsible for facilitating various group Critical Incident Stress Debriefings and individual counseling as necessary �(page 2-5).�
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PART III - ASSISTANCE











This chapter contains the following specific information on assistance when managing a line of duty death:





Hospital Duties include providing transportation for the family to and from the hospital and preparing them for what they will see once they arrive.  A close friend, family member, and/or chaplain should accompany the family.  These individuals should have access to a quiet room upon arrival to the hospital to ensure privacy and be protected from the media (page 3-1).  





Beat Coverage (page 3-2) may need to be augmented with allied agency staff to manage:





Relief for employees who are emotionally overwhelmed.





Major investigations and/or shooting investigations (i.e.:  follow-up, crime scene, clerical duties, and telephone coverage)





Funeral planning (parking transportation, ushering, and reception functions)





Family Liaison Duties consisting of two rotating individuals, should be assigned to those who knew the employee but at the same time will be able to function without being overcome by grief.  The role of family liaison, is that of a facilitator between the family and the agency (page 3-3).  





Chaplain either within or outside of the agency, should be available to respond in the event of an employee death (page 3-5).





Peer Support Program personnel (page 3-6), including safety and dispatch employees, can assist in lessening the emotional impact on other employees by: 





Being trained in defusing and Critical Incident Stress Debriefing (CISD) procedures.





Not providing counseling, but being available to listen confidentially, share feelings, answer questions, and describe common reactions individuals may experience.





Having been personally involved in a critical incident themselves and experienced similar reactions.�


Recognizing the need for and making professional referrals as necessary.





Mental Health Professional Assistance�


A CISD is a confidential group or individual discussion made available to all employees and is facilitated by a mental health professional, assisted by peer support personnel, and a chaplain.  The purpose of the session(s) is to mitigate the risk of Post Traumatic Stress Disorder by allowing employees and facilitators to discuss the facts, describe emotions, share reactions, and learn how to cope with normal physical, cognitive, emotional, and physical reactions to the event.  Follow-up with a mental health professional may be necessary for employees and their families who require additional professional counseling after the CISD sessions have occurred (page 3-7).





Survivor Issues are common concerns shared by many family members which management needs to recognize and try to address either through peer support, a mental health professional, the clergy, or survivor support groups (i.e.:  feelings of isolation, guilt, marital problems, and frustrations over the legal process) (page 3-8 and Part VIII).





Non-Traditional Relationship issues should also be considered (page 3-10).
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PART IV - FUNERAL PLANNING











This chapter contains the following information on funeral planning when managing a line of duty death:





Initial Planning (page 4-2) should include the following:





Family wishes, religious traditions, and law enforcement protocols are primary considerations.





Time management and allotment is a challenge when assessing the comfort and physical requirements for a large group of attendees, scheduling speakers, and allowing for special music.  Services should not be excessively long, typically within a 100-minute time frame, beginning and ending outside of peak commute times. 





The Incident Command System should be utilized in funeral planning. 





If the family wishes, a viewing or vigil, may be arranged one or two days prior to the funeral, with an honor guard, consisting of two individuals in uniform (page 4-4).





When selecting a facility large enough to accommodate attendance at a law enforcement funeral, planners may wish to consider civic centers or athletic stadiums if a church is not feasible. There may still be a need to plan for overflow seating or audio/visual coverage for those outside of the facility (page 4-6).





Seating arrangements inside the facility should include family, agency, visiting dignitaries, and the public with ushers facilitating the seating (page 4-7).





Security measures should be taken by sweeping the facility, floral arrangements, and vehicles, for explosive devices prior to the service (page 4-8).





Since religious services take precedence over law enforcement traditions, it may be necessary to hold two memorial services on different days, in order to satisfy both family and agency wishes (page 4-9).





�
The order of speakers is typically assigned from the highest ranking to the lowest, followed by eulogies from the family and agency, each lasting a maximum of ten minutes (page 4-10).�


Honor guards should rotate every 15 minutes to avoid fatigue and a casket “file by” by those in attendance should only be utilized if time allows (page 4-4).





Avoid long motorcades, use the most efficient travel route, and try to occupy four individuals in each vehicle.  These strategies will help to avoid citizens’ complaints due to traffic delays.  In addition, advise public and allied agencies of the motorcade route beforehand (page 4-10).





Graveside service consists of a short religious ceremony augmented by law enforcement protocol (aerial fly over) at the family’s request.  Due to limited space, a cemetery parking plan should be considered (page 4-12).





A reception is held immediately following the funeral or graveside service, within close proximity to the church or cemetery, and should not last longer than two hours.  Food and beverages are served; however, a full service meal is not necessary �(page 4-13).





Media involvement should be discussed with the family to ensure that their privacy is respected (page 4-13).





Checklists (contained in this chapter) should be photocopied prior to being utilized for:





Date/time/location of the funeral and reception (page 4-20)





Anticipated arrival of family/dignitaries (page 4-21)





Order of service (page 4-23)





Graveside service (page 4-24)





�
PART V - BENEFITS











This section provides a description of financial benefits to which survivors may be entitled.  Although providing factual information to designees is crucial, utilizing extreme sensitivity regarding how and when such information is conveyed cannot be overemphasized. 





When presenting pay warrants and other benefit documentation to designees, special care should be taken to ensure such transactions take place in a comfortable and private environment.  Funerals and other ceremonies are not the appropriate events where such information should be provided.  Additionally, it is important to allow sufficient time to explain benefit provisions to designees and to thoroughly answer any questions or provide clarification of benefits as necessary.





Finally, pay warrants (and other financial or benefit checks) should be provided directly to the surviving spouse/significant other, as soon as possible following the line of duty death.  Immediate monetary payment to surviving families is imperative, to help reduce feelings around loss of financial security following the death of a spouse/significant other.





NOTE:  The financial benefits contained in this Chapter, to which survivors may be entitled, require submission of a certified copy of a Death Certificate.  As such, it is recommended at least 15 certified copies of the Death Certificate are obtained.  These copies are normally provided by the involved funeral director; however, copies can also be acquired through the local County Recorder’s office in which the death occurred, or through the Office of the State Registrar in Sacramento.
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PART V - BENEFITS (PAY WARRANTS)











This chapter contains the following information on benefits when managing a line of duty death:





The following warrants may be cashed:  pay warrant, travel warrant, uniform check, overtime check/shift differential (page 5-1).





Warrants are issued in the name of the employee and may be cashed by the designee or received via direct deposit.  This individual may be someone other than the designee entitled to other benefits. 





Management should ensure that only the designee receives the final pay warrants.


 


In order to initiate a final pay warrant, agencies must process documentation as with any other type of separation such as a final attendance report and return of departmental property.





If no designee is named, warrants will be paid in the following order:  spouse, children, parents, brothers and sisters, estate, and next of kin as provided by law (page 5-2).





Public Employees’ Retirement System (PERS) Death Benefits will vary according to options selected by the employee and the circumstances surrounding the death, whether or not the employee was eligible for retirement, safety or general employment, or if death occurred on or off duty (page 5-4).





Pension Benefits are available to California Peace Officers through three systems (page 5-9):





PERS





1937 Act County Retirement System





Independent Local Pension Systems





A description of current Health Benefits coverage for survivors may be obtained through your agency’s personnel office (page 5-10).





Workers’ Compensation Benefits (page 5-10).





Labor Code Section 4709 entitles dependents of a peace officer killed in the line of duty to educational scholarships under the Cal Grant Program.  Miscellaneous law enforcement scholarships and financial aid are also available (page 5-11).





Federal Benefits �


Public Safety Officers’ Benefits Act (page 5-12).�


Federal Workers’ Compensation Benefits for Non-Federal Law Enforcement Officers (page 5-16).





Veterans Benefits (page 5-17).�


Other Insurance (page 5-19).�


Personal Life Insurance (page 5-19).





Social Security Benefits and Social Security Survivor Benefits are available based on annual income and ages of survivors (page 5-21, 5-22).





One-Time Death Benefit of $255 is paid to surviving spouses (page 5-23).�


Scholarships (page 5-24).�


Other Education Benefits (page5-25).  �


Miscellaneous Death Benefits�


California Narcotic Officers’ Association Memorial Fund (page 5-26).�


The 1959 Survivor Benefit (page 5-6).





National Rifle Association Death Benefit (page 5-26).
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PART VI - MEMORIALS (MEMORIAL FUND)











This chapter contains the following information on memorials when managing a line of duty death:





When establishing a memorial fund, agencies should ensure that, for tax purposes, the individual setting up the account does not use his/her own Social Security Number.  Two individuals should be in charge of tracking and logging donor information so that survivors may express their appreciation (page 6-1).





Floral memorials should be checked for explosive devices and a list of contributors maintained for the family (page 6-2).





A permanent memorial marker may be erected with a dedication ceremony taking place to honor the fallen officer (page 6-3).





Police Memorial Week ceremonies take place each May with some communities holding local memorial services in addition to attending the Capitol Memorial Service held in Sacramento (page 6-4).





National Law Enforcement Memorial services are held each May in Washington, D. C.  Families of officers killed in the line of duty from all states receive an invitation to attend and it is suggested that a minimum of one member from your agency accompany them to the service.  In addition to the Peace Officers’ Memorial services, events include a candlelight vigil, seminars, meals, and a tour of the Nation’s Capitol (page 6-7).





Air transportation costs to Washington, D. C. for family members may be the responsibility of the family with some ground transportation provided by Concerns of Police Survivors (page 6-9).�
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PART VII - SUPPORT GROUPS (CONCERNS OF POLICE SURVIVORS)











This chapter contains the following information on support groups when managing a line of duty death:





Concerns of Police Survivors (COPS) is a nationwide, Missouri-based, peer support network for law enforcement survivors consisting of spouses, children, and parents of officers who have been killed in the line of duty.  Through tax deductible donations, National COPS coordinates programs and hosts seminars for survivors each May during National Law Enforcement Week.  Additionally, the COPS Executive Board is active in the state’s legislation regarding benefits and victims’ rights (page 7-1).





Local chapters can assist your agency in coordinating survivor benefits for the family after a line of duty death in addition to sharing experiences and offering support.





California has three local chapters; northern, central, and southern.  Volunteers within these chapters hold regular meetings so that newer survivors may meet and interact with their peers (page 7-2).





Parents of Murdered Children (POMC) is a national organization formed to help survivors of homicide victims by providing self-help groups, conferences, and written publications on grief and bereavement.  POMC has a Parole Block Program which allows survivors to participate in the parole process (page 7-3).





The National Victim Center located in Arlington, Virginia, is a resource center for victim concerns (page 7-4).





Local District Attorney’s offices usually have victim assistance programs available (page 7-4).





NOTE:  Victim family members may be contacted by various support  groups offering condolences, while soliciting funds and/or endorsements for their organizations.  To verify legitimacy of these various support groups, agencies should contact CPOA, the International Association of Chiefs of Police, or the Attorney General’s office. 


�
SAMPLE EMPLOYEE EMERGENCY INFORMATION FORMS








Many agencies already utilize some type of form requiring employees to record the names of persons to be contacted in case of emergency.  The Address and Emergency Information (CPOA 01) form was developed as an example of the type of information which should be maintained for every employee.  Completion of this form, or one similar to it, should be mandatory for ALL employees.





The Instructions in the Event of Death (CPOA 02) form was developed to record the employee’s specific directions and other personal information that will be extremely useful to agency management in the event of the employee’s death.  Completion of this form by employees should be recommended but not required.  The completed �CPOA 02 should be placed in a sealed envelope and maintained either by the agency or in an alternate location of the employee’s choosing (i.e., attorney or close friend).  The agency should note the alternate location in the employee’s personnel file.





To be of value, both forms must contain current information.  The forms should be reviewed annually by the employee.  It is suggested that review and updating of the forms be part of the employee’s annual performance evaluation process.  





These forms should be maintained in a location that is accessible to agency supervisors/managers at all times in the event the emergency incident occurs.  














