Appendix A

Sector Officer Roles and Responsibilities

SURVIVOR ACTION OFFICER

The fire chief will assume the position or appoint someone to fill this role.

Special staff appointment

 Principle concern is ongoing welfare of the next of kin

Coordinates and supervises activities of:


Family liaison officer (FLO) - on call to family 24 hours to provide any needed assistance.


Funeral officer - coordinates and interacts with funeral director on funeral arrangements.


Church officer - coordinates and interacts with church involved in funeral service.


Cemetery officer - coordinates with cemetery and funeral officer.


Procession officer - arranges and directs funeral procession.

SURVIVOR ACTION OFFICER CHECK LIST

· Assure proper notification of next of kin.


· Officially notify all fire department stations of the death and have flags lowered to half mast.  Make arrangements for notification of off-duty and vacationing personnel.


· Notify the following personnel


· Union president.

· Other city departments.

· Other county fire departments and police departments.

· Make appropriate follow-up contacts when funeral arrangements and schedule is determined.


· Work with FLO to determine method of collecting the deceased firefighter's personal items from the fire station (screen items in advance).


· Conduct coordination meeting with key personnel as soon as possible so that everyone understands what options will be used in the funeral ceremony.  Once funeral procedures are established, key personnel should make appropriate contacts and a final coordination meeting scheduled to:


· Establish schedule and timetables.

· Identify times and places for group gatherings as required by schedule.

· Recontact all appropriate people and agencies with schedule, meeting places and special instructions.


· Function as key contact person for outside agencies, news media, and other departments in relation to the 


death and subsequent ceremonies.


· Make arrangements for post funeral meal and facility to handle a large group (with family approval through the liaison officer).  Additional meals for the family to be provided as needed.


· Coordinate with Personnel for final paycheck and the completion of any required paperwork.


· Contact neighboring fire departments for mutual aid coverage.


· Maintain accessibility for the duration of the funeral process.

FAMILY LIAISON OFFICER

■
Principal concern is to ensure that the NEEDS OF THE FAMILY are honored and come before the wishes of the department.

■
Provide a fire department vehicle, pager and radio for the duration of the funeral process.

■
Promptly report to the deceased’s residence or to the treating medical facility to provide reassurance and support to the family.

■
Be prepared to discuss all aspects of the funeral process and counsel the family in its decisions.  The FLO must be able to relay information to the fire chief as to what level of involvement the department will have in the funeral process in accordance with the family’s wishes.

FAMILY LIAISON OFFICER CHECK LIST

· Make the family aware of what the department can offer in the way of assistance if the family decides to have a line-of-duty funeral.

· Advise the family of churches with seating capacities that are large enough to accommodate attendance at the funeral.  Any alternate church will need to be made aware that the family minister or fire department chaplain will officiate the service.  THE DEPARTMENT MUST ONLY MAKE THE FAMILY AWARE OF THE ALTERNATIVES, IT IS THE FAMILY’S CHOICE.

· Brief the family on the fire department funeral procedures (taps, bagpipes, last alarm, etc.)

· See that the surviving parents, if not the immediate next of kin, are afforded proper recognition and have proper placement arranged for them during the funeral and procession.

· Assist family in determining eight primary pallbearers and optional honorary bearers.

· Assist the family in determining:

· Type of internment

· Which funeral home will be used

· Which clergy will be used

· Which cemetery will be used

· Will deceased be buried in uniform, if so, obtain uniform

· Obtain all articles of clothing that deceased will wear and deliver them to the funeral director

· Determine length of service to include

· Readers of scripture

· What scriptures will be read

· Music to be used and who will perform

· Who will deliver the funeral sermon/eulogy

· Will last alarm be used

· Length of wake - establish tentative schedule

· Ceremonies that will take place at the cemetery

· Pipers

· Honor Guard

· Readings

· Eulogy and who will deliver

· Taps/Last Alarm

· Will engine be caisson/or conventional hearse

· Be available 24 hours to assist in any way necessary

· Address the following items at the appropriate time:

· Autopsy report, birth certificates, marriage certificates, death certificates (workers comp), VA or military records

· Consult an attorney for the family to review all matters

· Fire Department benefits due to survivors

· VA widow and children’s benefits and burial benefits

· Social Security benefits

· Public Safety Officer Benefits (PSOB) federal and state

· Life insurance

· Final paycheck, including sick leave, vacation, and W-2 forms

· Deferred compensation account

· Income tax report

· Loans outstanding that may be insured, including credit union loans

· Transfer of property and vehicles to survivors

· Review bills for legality, authenticity, and accuracy before payment by survivors.

· Change title on all bank accounts

· Check on mortgage insurance

· Possible workers comp claim

The family liaison officer must be constantly alert for ways he/she can assist the family of a fallen firefighter to cope with the tragedy.  Any special needs that are noticed should be relayed to the fire chief immediately so that necessary resources to meet those needs can be acquired.

FUNERAL OFFICER

The funeral officer coordinates with the family liaison officer and the funeral director to ensure that the wishes of the deceased firefighter’s family concerning all aspects of the funeral are carried out.

Will attend all meetings called by the survivor action officer in order to determine the following:


The schedule of events and the length of time the mourning and burial process will involve.


Whether fire department vehicle will be used as caisson.


If firefighter’s immediate family has not requested limousine service from the funeral home for transportation during the day of the funeral, the funeral officer, at the direction of the fire chief, will advise the funeral director to provide the limousine service and send an invoice for the limousine service to the fire department.

· Coordinate with honor guard members to establish honor guard schedule at the funeral home and church.

· Coordinate formal walk-through with uniformed personnel and the funeral director.  This includes seating arrangements.

· Work with the department chaplain or clergy member designated by the family to coordinate any prayer services to be conducted at the funeral home, and forward information to the survivor action officer.

· Develop a schedule for uniformed personnel for coordination at the funeral site to include:

· Arrival time for uniformed personnel and specific instructions as to where to gather

· Briefing and practice of formations that will be used when the casket is removed

· Briefing on proper protocols for entering and leaving funeral

· Coordinate vehicle staging with the procession officer, including arrangements for the fire department vehicles used.  Ensure that sufficient personnel are available to direct and stage incoming apparatus and vehicles.

· Obtain from the FLO the uniform or clothing to be worn by the  deceased and deliver it to the funeral director.

· Coordinate with the FLO on special readings or eulogies to be presented during the funeral.

· Obtain white gloves for all department pallbearers

PROCESSION OFFICER

The procession officer is responsible for coordinating the funeral procession from the funeral home to the church (if necessary) and from the church or other funeral site to the cemetery.  Duties include:

· Attend all coordination meetings to determine the following

· Name of the funeral home

· Name of the church

· Name of the cemetery

· Will an engine be used as a caisson or will a conventional hearse be used?

· Schedule of events the day of the funeral

· If the procession will involve walking

· Honor guard

· Band or pipers

· Pallbearers

· Establish a system for staging and coordinating vehicles at locations where the funeral activities will occur.  Coordinate the vehicle staging with appropriate key personnel (church officer, cemetery officer, etc).  Ensure that sufficient personnel are available at all staging locations to efficiently direct and stage apparatus and vehicles.

· Coordinate with the FLO to determine any special considerations involved in the procession, which may include:

· Passing the firefighter’s home, fire station, or other significant location.

· Special static displays of equipment and personnel at a location on the procession route.

· The use of crossed aerial apparatus at the cemetery entrance or other location.  Coordinated with the survivor action officer.

· Contact the police department and funeral director for assistance with:

· Establishing routes for the procession.

· Determining traffic control needs.

· Rerouting traffic and street closing at the funeral home and church (contact Public Works to obtain barricades as needed).

· Establishing traffic control at any special assembly points used.

· Posting “No Parking” signs around the funeral home, church and any assembly points

· Directing staged vehicles as they line up for the procession.

· Arrange for procession escorts.

· Develop maps showing the procession route and any other needed information.  Maps will be handed out at the briefing at the funeral site prior to the beginning of the service.

· Align vehicles in the procession basically as follows (coordinate with funeral director):

· Lead escort

· Hearse or fire department engine used as caisson

· Family vehicles

· Pallbearers (if not riding on caisson)

· Honorary pallbearers

· Honor guard / color guard

· Fire department chief vehicle

· Other fire department vehicles

· Police department vehicles

· City officials

· Vehicles from other fire departments

· Vehicles from other police departments

· Family friends

· Rear escort

· If the fire department engine is used as a caisson, contact the survivor action officer and determine which apparatus will be used. Ensure the following items are taken care of in relation to the fire department vehicles:

· Apparatus is thoroughly cleaned and hose beds stripped.

· Hose dividers removed from apparatus used as caisson

· Hose bed on caisson is adapted to easily facilitate casket placement and removal (coordinate with funeral director.)

· Apparatus operators have full dress uniforms to wear while driving.

· Deceased firefighter’s bunker gear is obtained and placed in a riding position on the caisson (bunker boots will be turned backwards.)

· If used, bunting and/or funeral flags are affixed to the apparatus.

CHURCH OFFICER

The church officer has the primary responsibility of coordinating all activities and ceremonies at the church.  Duties include:

· Attend coordination meetings and determine the following from the action survivor officer and the family liaison officer:

· Schedule of events

· Location of the church

· Clergy to be used, including fire department chaplain

· Scripture to be read and readers

· Type and length of service

· What ceremonial items are requested

· Badge presentation

· Special readings

· Special eulogies

· Music to be played and who will present

· Who will deliver eulogy

· Contact procession officer and coordinate vehicle staging at the church.

· Make seating arrangements for those attending the church service.  In addition to family members, dedicated seating should be provided for:

· Pallbearers

· Honor guard

· Uniformed personnel

· Determine formations to be used and coordinate them during the arrival and removal of the casket from the church.  Review military commands for formations and issue them when appropriate.

· Develop a program for the service and any special prayer cards, provide for their reproduction and distribution.

CEMETERY OFFICER

The cemetery officer is responsible for the preparation and coordination of events that occur at the gravesite from the time the procession vehicles stop and people exit the vehicles.  The officer is also responsible for liaison with the cemetery personnel.  Duties include:

· Attend coordination meetings and determine from the survivor action officer and family liaison officer:

· What type of internment will be used

· Burial

· Crypt

· Cremation

· Does the family wish to have:

· Final alarm service

· Taps played

· Scripture read (who will read it)

· Music (who will perform)

· Schedule and coordinate the sequence of events that will take place at the gravesite.  This includes coordinating any special requests received from the survivor action officers or family liaison officer.

· Develop the type and location of formations that will be used by uniformed personnel and issue orders as appropriate and consistent with military standards.

· Ensure that the cemetery takes care of necessary items such as:

· Overhead protection for immediate family at the gravesite

· Public address system provided (if needed)

· Ensure pallbearers are thoroughly familiar with the process of folding and presenting the flag to the next of kin.

· If the family situation warrants, coordinate with the survivor action officer to have emergency medical personnel/equipment present.

· Upon dismissal of the formation, give instructions as to the location of the post funeral meal (as determined by the survivor action officer and family liaison officer).
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