Honor Guard Commanders Checklist

 FORMCHECKBOX 

Receive request for Honor Guard

 FORMCHECKBOX 

Notification to Fire Chief 

 FORMCHECKBOX 

Notification to Union President 

 FORMCHECKBOX 

Notification to Retirees Assoc   

 FORMCHECKBOX 

Family contact name-__________________________Phone#_______________

 FORMCHECKBOX 

Notification to all Honor Guard members

 FORMCHECKBOX 

Fax detailed information to Dispatch Center for broadcast

 FORMCHECKBOX 

Fax to Firehouses


 FORMCHECKBOX 

Establish Family Liaison (if necessary) _________________________________

 FORMCHECKBOX 

Funeral Home (name)___________________ address-____________________
 FORMCHECKBOX 

Funeral Director-_______________________  phone-_____________________
 FORMCHECKBOX 
  
Request podium for Honor Guard Sign up sheet

 FORMCHECKBOX 

Church-_____________________________  address-____________________
 FORMCHECKBOX 

Clergy-______________________________  phone-______________________

 FORMCHECKBOX 

Cemetery-____________________________ address-____________________

 FORMCHECKBOX 

Bagpipes / Buglers / Fifers


 FORMCHECKBOX 

Print a sign up sheet for the casket vigil

 FORMCHECKBOX 

Print Casket Vigil Instructions

 FORMCHECKBOX 

Department Family Members who want to attend services – Child Care



Location



Care providers



Food



Play ideas
 FORMCHECKBOX 

Procession Line Up



Police Escort



Local Honor Guard



Bagpipe Band



Apparatus w/ Casket



Family



Local Firefighters

 FORMCHECKBOX 

Connecticut State Fire Chiefs  =  30 ft x 60 ft US Flag

 FORMCHECKBOX 

Reception Area-



Family-



Firefighters-

 FORMCHECKBOX 

Station Coverage-

 FORMCHECKBOX 

Family Benefits-

 FORMCHECKBOX 

Shuttle Service-



Buses



Parking area for firefighters



Parking area for family/friends   
	PLANNING 
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	Death Notification to family
	
	
	

	Confirm FD participation with family
	
	
	

	Use ICS to manage this project
	
	
	

	ID CISM resources and needs
	
	
	

	ID any special wishes from the family
	
	
	

	Initiate first planning meeting
	
	
	

	ID Budget (FD, Union, City, other)
	
	
	

	ID PIO & use of photos
	
	
	

	ID photographer / videographer
	
	
	

	KEY: Confirm wake hours
	
	
	

	KEY: Confirm time funeral service
	
	
	

	KEY: Confirm cemetery and preplan
	
	
	

	KEY: Confirm reception location
	
	
	

	KEY: Plan / run daily ops meetings w/ PD, EMS, City Officials, Funeral Director
	
	
	

	KEY: Update FD personnel daily
	
	
	

	KEY: Establish communication rules
	
	
	

	KEY: ID Flag folding team and practice until perfection with the actual flag
	
	
	

	KEY: Plan on and anticipate something going wrong; have the flexibility to modify, adapt, and overcome
	
	
	

	Preplan Funeral Home and Route
	
	
	

	Break room for family with food and beverages
	
	
	

	Separate break room for Honor Guard members with food & beverages
	
	
	

	Flow pattern for attendees, FD, VIPs
	
	
	

	FD Honor Guard
	
	
	

	Statewide Honor Guard 
	
	
	

	ID Pallbearers / Honorary Pall Bearers
	
	
	

	Maintain ranks outside by Sgt at Arms
	
	
	

	Police Escort
	
	
	


	PLANNING 
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	Bus procession to church, how many buses, use of staging area
	
	
	

	Bus procession to cemetery, staging area
	
	
	

	Pass in review by HQ, bell ring
	
	
	

	Military Honor Guard & Flag
	
	
	

	Rifle Firing Detail
	
	
	

	Taps *** Note: “echoed” Taps is not proper
	
	
	

	Bag pipers
	
	
	

	Family movement from the funeral home (Escort detail)
	
	
	

	Family movement at the church (Escort detail)
	
	
	

	Family movement at the cemetery (Escort detail)
	
	
	

	Confirm each leg of the procession route
	
	
	

	Confirm separate transportation needs for Color Teams, Flag Folding Team and Pipe Band
	
	
	

	Confirm transportation needs for VIPs
	
	
	

	Confirm transportation for clergy
	
	
	

	Transportation acquisition
	
	
	

	Determine # of apparatus
	
	
	

	Determine # and placement of color guards and  Battalion Formations
	
	
	

	Clean & polish apparatus
	
	
	

	Obtain steps / platform for loading casket 
	
	
	

	ID FFs to accompany mutual aid
	
	
	

	ID mutual aid FDs for funeral
	
	
	

	ID all special transportation needs
	
	
	

	Get additional portable radios w/ ear piece and bone microphone
	
	
	

	Role of Ladies Aux
	
	
	

	Role for FD Chaplin
	
	
	

	Confirm # and order of eulogies
	
	
	

	Food/coffee standby
	
	
	

	Create and install signs to direct out of town attendees (use DPW/Traffic Div.,etc)
	
	
	

	Confirm any special religious nuances
	
	
	

	Establish daycare for department children for all phases
	
	
	

	Square away uniforms
	
	
	


	WAKE
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	PD to secure family home during wake
	
	
	

	Work with the funeral director 
	
	
	

	Get building layout of funeral home
	
	
	

	ID flow of attendees
	
	
	

	ID parking
	
	
	

	Need for shuttle buses
	
	
	

	Special lighting needs
	
	
	

	Review seating arrangements
	
	
	

	Quite room for family
	
	
	

	Separate room for Honor Guard 
	
	
	

	Special Announcements
	
	
	

	Mass Cards / Last Alarm cards
	
	
	

	Color Guard Note: pre-posting flags behind the casket is highly recommended
	
	
	

	Honor Guard 

· Review casket vigil protocols (See attachment)

· Honor Guard Schedule 

       (See attachment)

· Presentation of fallen FF pin
	
	
	

	Assembly of Apparatus
	
	
	

	Assembly of FD: location & time
	
	
	

	Staging out of town FFs
	
	
	

	Maintaining ranks outside Funeral Home using Sgt. at Arms
	
	
	

	Have portable radios w/ ear pieces and establish comm. protocols for inside and outside ops.
	
	
	

	Special escorts for VIPs and dignitaries
	
	
	

	PD for traffic
	
	
	

	Overflow parking
	
	
	

	ID mutual aid standby companies
	
	
	

	Food for mutual aid companies
	
	
	

	Have CISM resources available
	
	
	

	OTHER:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	FUNERAL & PROCESSION
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	PD to secure home during funeral
	
	
	

	Assembly of procession and line up 
	
	
	

	ID procession route, confirm w/ PD, and confirm use of PD escorts
	
	
	

	Have portable radios w/ earpieces and establish communications protocols for inside and outside operations
	
	
	

	ID access/parking for apparatus
	
	
	

	ID parking for private vehicles
	
	
	

	ID need for shuttle buses
	
	
	

	ID staging area for buses 
	
	
	

	Procession arrival and parking at church
	
	
	

	ID mutual aid standby companies
	
	
	

	Food for mutual aid companies 
	
	
	

	Pipe & Drum Corp
	
	
	

	Special color guard transportation
	
	
	

	ID two aerials for the flag
	
	
	

	Organize flag display
	
	
	

	Setup confirmed and tested
	
	
	

	Any special requests of the family
	
	
	

	Reading of Fireman’s Prayer
	
	
	

	Confirm the number of eulogies with the clergy
	
	
	

	Organizing FFs outside the church
	
	
	

	Arrival of procession at church
	
	
	

	Rendering of ceremonial salute by FD personnel

· Review and practice prior to processions arrival

· Arrival salute protocol

· Exiting church protocol
	
	
	

	Preplan church seating and use of ushers
	
	
	

	Seating of attending Chiefs, officers, FFers
	
	
	

	Seating of civilians
	
	
	

	Use of public address and video system outside the church
	
	
	

	Loading FF’s into buses and procession to the cemetery
	
	
	

	OTHER:
	
	
	

	
	
	
	

	
	
	
	


	CEMETERY
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	Use of public address system at cemetery
	
	
	

	Apparatus pre-placement
	
	
	

	Procession past fire house
	
	
	

	Arrival of procession 
	
	
	

	Drop off location and parking of buses
	
	
	

	Assembly of FFs using Sgt. At Arms
	
	
	

	Arrival and Movement of the casket
	
	
	

	Colors escort casket to the burial site
	
	
	

	Locate Color Team near burial site
	
	
	

	Dismiss the Colors
	
	
	

	Religious aspects are completed
	
	
	

	Confirm cues for firing squad
	
	
	

	Confirm cues for bugler - Taps
	
	
	

	Flag folding

· ID location

· Reading of the folds option - Y/N

· Presentation of the flag
	
	
	

	Confirm cues for Bell Ringing

                  - Badge number

                  - Box number

                  - 5-5-5-5

                  - Returned to quarters(OOS)
	
	
	

	Last alarm – Radio call, pager tone out
	
	
	

	Confirm cues for Bag Piper to play Amazing Grace
	
	
	

	Announcements

· Services are concluded

· Invitation to reception

· Uniformed personnel are dismissed
	
	
	

	Transportation to reception
	
	
	

	Reception 
	
	
	

	Have CISM resources available
	
	
	

	OTHER:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Follow Up
	PERSON RESPONSIBLE
	STATUS
	SPECIAL NOTES

	Critique
	
	
	

	Plan critique 10-14 days post funeral
	
	
	

	ID what went well
	
	
	

	What can be done better
	
	
	

	Other:
	
	
	

	
	
	
	

	Paperwork
	
	
	

	Thank you letters to all mutual aid & support agencies
	
	
	

	OSHA
	
	
	

	PSOB
	
	
	

	Other:
	
	
	

	
	
	
	

	BENEFITS
	
	
	

	Union
	
	
	

	Workers Compensation
	
	
	

	State Fireman’s Association
	
	
	

	County/Regional Chiefs Association
	
	
	

	State Chiefs Association
	
	
	

	FD Life Insurance
	
	
	

	FD Pension / Retirement
	
	
	

	Personal Insurance
	
	
	

	100 Club
	
	
	

	Fallen FFs
	
	
	

	Registrar's Office, University of Connecticut – Free college education for surviving children
	
	
	

	Other:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


