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NOTIFICATION AND SCENE 

PRESERVATION PROCEDURES
PURPOSE:
To outline the steps that need to be taken by fire departments to insure that all the proper agencies are notified of the Line of Duty death in order to secure any and all benefits that are due to the deceased’s survivors in a timely manner.

PREFACE:
Below you will find a listing of the various agencies that need to be notified and the information they will require in order to process the claim.  Please also make a point to refer to Policy Statement 100 – 004, “Reporting and Filing of Injuries and Deaths”.
AGENCIES:



NEW YORK STATE DEPARTMENT OF LABOR

1.
Under Part 801 of the State of New York Department of Labor Recording and Reporting Public Employees’ Occupational Injuries and Illnesses Section 801.9, Reporting of Fatalities or Multiple Hospitalization Accidents, 

a.)
Within 8 hours after the occurrence of a firefighter accident which is fatal to one (1) or more firefighters, the Fire Chief or his/ her designee shall report the accident to the nearest office of the New York State Department of Labor, Division of Safety and Health, 450 South Salina Street, Syracuse, NY  13202, telephone 315-479-3212. 

b.)
Whether or not the accident is immediately reportable, if a firefighter dies of the effects of a fire department related accident within 6 months of that accident, the Fire Chief or his/her designee shall report to the Division of Safety and Health office, 315-479-3212, within 8 hours after learning of such death.

c.)
Each report required by this section shall relate to the circumstances of the accident and the number of fatalities.  The Fire Chief or his/her designee shall also provide to the Division of Safety and Health office any additional information and reports concerning the accident as the Department of Labor shall deem to be necessary.

d.)
If a fatality occurs, the Fire Chief or his/her designee shall take appropriate measures to prevent the destruction or alteration of any evidence that would assist in investigating the fatality or serious accident.

2.
Death Claims – the following forms shall be filed with the County within 90 days:
a.)
VF – 62:  the fire district following a line of duty death of a firefighter must complete this form

b.)
C – 64:  this form is proof of death.  It must be completed by the physician last in attendance of the deceased

c.)
C – 65:  this form is proof of burial and funeral expenses.  It must be completed by the mortician

d.)
The County Fire and Emergency Management Office and Insurance Company will assist with the proper filling out of all these forms

PUBLIC SAFETY OFFICERS’ BENEFITS PROGRAM

1. The fire department must:

a. Notify the family

b. Secure the scene

c. Begin an investigation of the incident and prepare a detailed Statement of Circumstances from the initiation of the incident to the pronouncement of the fire fighter’s death

d. Make arrangements for an autopsy or a statement signed by the Fire Chief or the medical examiner explaining why no autopsy was performed

Please note PSOB officials warn that the overwhelming majority of those for which claims were denied involved cases where no autopsy was performed

e. Provide a Toxicology Report or a statement signed by the Fire Chief or the medical examiner explaining why no analysis was performed

f.
Identify a department member to serve as a liaison between department and PSOB office

2. Responsibilities of the PSOB liaison:

a. Call PSOB staff at 1-888-744-6513

b. Provide accurate, up-to-date information including items

· Fire department 

· Liaison’s name

· Phone numbers for the department and liaison

· Fax number or mailing address so PSOB can send the claim initiation guidance letter

· Deceased Fire Fighter’s name

· Date of incident and date of death

· A brief description of the incident

c.
Relay only known information.  Do not speculate on the cause of death. 

d.
On evenings, weekends, and holidays, leave a phone message with the liaison’s name and telephone numbers.

3. PSOB actions upon receiving a claim include mailing a “Claims Guidance Package” to the department liaison.  The package will include:


a.
Claim initiation guidance letter

b. Report of the Public Safety Officer’s Death form (Must be signed by the Fire Chief)

c. Claimant for Death Benefits form (Must be signed by the Fire Chief)

d. Consent to Release Confidential Information form 

e. PSOB Act

4.
Upon receiving the Claims Guidance Package, the department liaison should:

a. Meet with the claimant (the immediate next-of-kin) and together complete the Claim for Death Benefits and the Report of Public Safety Officer’s Death forms.

b. Assure that the family provides a copy of the Death Certificate

c.
Provides a current copy of fire fighter’s Marriage Certificate, if applicable

d.
Divorce Decrees for all the fire fighter’s and current spouse’s previous marriages, including references to physical custody of any children, if applicable

e.
Birth Certificates for all the fire fighter’s surviving children and stepchildren, regardless of age or dependency, identifying the children’s parents, if applicable

f.
Gather any other documentation requested in the claim initiation guidance letter

g.
Submit completed forms and all supporting documents to the PSOB either by mail or fax.  

Public Safety Officers’ Benefits Program




Bureau of Justice Assistance




810 Seventh Street NW




Washington, DC  20531




Fax:  1-202-616-0314

5.
After the PSOB specialist receives the packet, he or she:

a.
Reviews the package

b.
May contact the department liaison and / or family if further information is needed

c.
Submits unresolved medical questions to an independent physician for review

d.
Prepares a determination which is routed for review by staff and the Office of General Counsel

6.
If the claim is approved, the PSOB office will send a letter notifying the claimant and the department of the decision on the claim.

7.
Once a claim for death benefits is approved, the benefit will be paid to eligible survivors in a lump sum, as follows:

a.
If there are no surviving children of the deceased officer, to the surviving spouse

b.
If there is a surviving child or children and surviving spouse, one-half to the child or to the children in equal shares and one-half to the surviving spouse

c.
If there is no surviving spouse, to the child or in equal shares to the children

d.
If none of the above apply, to the parent or in equal shares to the parents

8.
Under the PSOB Act, a child is defined as any natural child who was born before or after the death of the fire fighter, or who is an adopted child or stepchild of the deceased firefighter.


9.
At the time of death, the child or children must be:

a. 18 years of age or younger

b.
19 through 22 years of age and pursuing a full-time course of study or training



c.
Has not completed 4 years of education beyond high school

d.
19 years or older and incapable of self-support due to a physical or mental disability


10.
If the claim is denied, the PSOB specialist will:

a.
Send a letter notifying the claimant and the department of the denial of the claim

b. Provide information on the appeals process

11.
No PSOB Program benefit will be paid:

a.
If the death was caused by the intentional misconduct of the fire fighter or if the fire fighter intended to bring about his or her own death

b.
If the fire fighter was voluntarily intoxicated at the time of death

c. If the fire fighter was performing his or her duties in a grossly negligent manner at the time of death

12.
The PSOB death benefit is not subject to execution or attachment of creditors.  The Internal Revenue Service has ruled that the benefit is not subject to federal income tax (IRS Ruling No. 77-235, IRS 1977-28) or to federal estate tax (IRS Ruling No. 79-397)

GO TEAM GUIDELINES

DEFINITION:

Go Team -
The group of individuals chosen to notify the family of a line of duty death.  This team will generally be comprised of the Chief, Union President and/or their designee(s), and any members listed on Funeral Request Form to express department’s sorrow and offer assistance to the family.

POLICY:


1.
Establish a Go Team.  The Go Team will then take the following actions: 

a.
A full briefing of the event including the time, location and details of the death or injury must be obtained.

b.
Prepare before you arrive at the residence.  

c.
Prepare what you are going to say.

d.
Fully understand that the delivery of the news will be the ONLY time the survivors will hear this.  How well the notification is done will directly impact the survivors’ grieving, surviving the event and their eventual recovery and ability to move forward.

e.
Determine if any children will be present at the residence and what measures will need to be taken to meet their needs.

f.
Arrange for an ambulance to stage in the vicinity of the residence but out of sight.


2.
When arriving at the residence, the following actions shall be taken:



a.
Identify yourself fully with your name, rank, etc.



b.
Ask to go inside, NEVER break the news at the front door



c.
Ask to sit down



d.
Make and keep eye contact with the family members



e.
Use a calm and warm voice.

3. Inside the residence, the following actions should be taken:

a. Begin with “I’m sorry to tell you” or “ I have some very sad news”

b.
Use the deceased’s name at all times

c.
Be direct, “Bill died while …”  “Sue was seriously injured and has died….”

d.
AVOID: “Passed away”, “Is in heaven now”, “Is with God now”  “You’ve got to be strong”.



e.
Allow the family to express their emotions, disbelief, and shock

f.
Be prepared for outbursts of anger toward you, the department and others as to blame for the event



g.
Be aware of your own emotions and try to keep them realistic

h.
Stay with the family, offer to make phone calls, arrange additional assistance, and provide transportation to the hospital, etc.



i.
Do not let the family drive to the hospital on their own.

GO TEAM CHECKLIST
	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	RECEIVE A COMPLETE BRIEFING 
	
	
	
	

	PREPARE BEFORE ARRIVING
	
	
	
	

	PREPARE SAYING
	
	
	
	

	PREPARE FOR EMOTIONAL OUTLASH
	
	
	
	

	DETERMINE WHO WILL BE PRESENT AT RESIDENCE
	
	
	
	

	ARRANGE FOR AN AMBULANCE TO STAGE
	
	
	
	

	TRANSPORT FAMILY TO HOSPITAL
	
	
	
	


FUNERAL SERVICE PREPARATION GUIDELINES

PURPOSE:
The loss of a member of the department is one of the most stressful situations a fire department will experience.  The intention of this guideline is to provide guidance to fire departments to insure that the member is properly honored at his/her time of passing.  It is very important that all of the family requests and wishes are followed because this is a very trying and stressful time for the family.

PREFACE:
All services will require coordination between the family, funeral director, place of service and outside organizations.  The best way to approach an overwhelming situation is to establish a committee to perform the details required for the services.  It is also important to delegate and assign liaisons.  This will eliminate duplication, confusion, and over extension.

DEFINITIONS:

Full Fire Dept. Funeral -
Provided for a line of duty death.  This type of funeral requires a considerable amount of coordination and preparation.  It is very important that all of the family requests and wishes are followed.

Full Dress Uniform -
 shall consist of: black shoes, black socks, dress uniform pants, white dress uniform shirt, black tie, dress uniform jacket, bell cap, white gloves and black badge cover. The wearing of the white gloves for funeral services shall distinguish between a line of duty death and all others. Badge covers shall only be worn on the jacket badge, not on bell cap badge.
Color Guard -
shall display and guard the colors (Flags) at ceremonies. It shall consist of a flag carrier(s) with leather flag holster(s), and axe carriers (Guards). Regardless of the number of flags flown, two firefighters shall guard the flags on either side with axes. 
Honor Guard -
shall guard the casket of the fallen firefighter at the service and deliver and guard the casket to the cemetery until internment. Two Honor Guards at a time shall stand at attention on either side of the casket during calling hours. It is recommended that shifts be no more then 15 minutes. At shift change, the relief members shall face the current Honor Guards, at the same time all firefighters salute. The current Honor Guard steps to the side, the relief steps in, they all turn and face each other again, and at the same time, all firefighters salute, and a new shift begins.
Flag Presentation -
the Honor Guard shall surround the flag draped casket. The flag will be lifted, and folded down the long axis twice. Two members, one at the head and one at the foot of the casket, will stand between the casket and the seated family. They will respectfully fold the flag tightly in a triangle, give it to the highest ranking officer, and the officer shall present it to the family. 
GUIDELINE:

If the family requests the fire department presence to be more involved other than attending calling hours and the funeral as mourners then the following steps will need to be taken:

1.
Assign a Family Liaison.  The Family Liaison’s duties will consist of the following:

a.
Meet with the spouse, significant other, or immediate family.




b.
Provide and review assistance menu.

c.
Assist the family with making funeral arrangements

d.
Works closely with Funeral Liaison

e.
Oversees housing for out-of-town family

f.
Oversees transportation for family and others




g.
Offers to assist in arranging and meeting child care needs




h.
Contacts local law enforcement for family home drive by’s




i.
Maintains a log of all calls, cards, etc. that are received

j.
Provides to family any and all necessary cell, phone and pager numbers for immediate contact when needed

k.
Help prepare the family for what the funeral services will consist of.  Special attention should be paid to:






Who will do the Eulogy






Flag(s) presentation






Badge and Helmet presentation



Bell Ceremony




l.
Secure deceased member’s dress uniform for burial

m.
Assist with post funeral reception 




n.
Assists with meal preparation for family

o.
Develops a schedule to assist family with daily jobs and chores.  It is IMPERATIVE the family be included in all jobs.

p.
Return personal belongings to the family when the time is appropriate.  It is IMPERATIVE that items be sorted first before returning to family.  If there are any “less than ideal” items in that locker, DON’T return them to the family at all costs.

2.
Assign a Funeral Coordinator whose duties will include:




a.
Working with the Family Liaison

b.
Coordinating with funeral home and place of service.  Determine visiting hour for wake and funeral time.

c.
Work with Family Liaison to acquire items for display to be placed near the casket during the viewing.  This may include photos, fire helmet and whatever the family deems.

d.
Securing the proper equipment for apparatus to be used to carry casket or serve as a flower car

e.
Secures Aerial devices for crossing at place of service, cemetery or other appropriate location

f.
Secures Flag to be hung between Aerial devices.  (Blue field should be in the upper left corner as procession approaches)

g.
Establishes a location for a static display of apparatus.  This final tribute may be set up anywhere; however it is usually done at the church, fire station if on the procession route, or at the cemetery entrance.

h.
Delivering American and department flags.  Casket size flag is 5’ x 9 ½’. (The flag shall be placed over the casket with the blue field at the head over the deceased’s left shoulder)
i.
Addressing cemetery issues and needs.  This would include insuring proper cover for the family and possibly obtaining a portable public address system.




j.
Oversees Honor Guard and scheduling




k.
Oversees Color Guard and scheduling




l. 
Arranges for Bagpipers and Bugler

m.
Acquires a bell to be rung to signify the member’s last alarm answered

n.
Establishes an itinerary for all events relating to viewing, service and burial.  

o.
Develops a schedule and brief set of instructions for uniformed personnel.  This shall include:

Arrival time of uniformed personnel with specific instructions as to where to gather

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

Briefing of protocols for entering and leaving the funeral home, consideration should be made to allow for Ithaca Paid Firefighters to pass the casket single file, stopping briefly to pay respects.

p.
Arranges for ushers to insure seating arrangements as determined by family, place of service and fire department.

q.
May assist with developing a program guide for the funeral if family asks. 

r.
Arranges for documentation of the ceremony via photo or video if requested by the family

s.
Oversees floral arrangements and advises local florist of any special requests (Maltese Cross)

t.
Conducts a day before and day of ceremony walk through of funeral home, place of service and cemetery.  Consideration should be made for worst-case scenarios and possible inclement weather.



3.
Assign a Visiting Agency Contact whose duties will include:

a. Arranges for a location to stage all funeral procession vehicles and personnel at the place of service, cemetery and reception venue

b.
Post signs directing visitors to the assembly point

c.
Arranges transportation for out of town personnel

d.
Arranges for a location large enough to host post reception event




e.
Arranges for refreshments at post reception event

f.
Insures adequate restroom facilities are available




g.
Mutual Aid Coverage




h.
Prepares and provides maps for visiting agencies

i.
Prepares and provides an itinerary for all agencies




j.
Assigns an individual(s) to VIP’s

k.
Aligns meals for cover companies

4.
Assign a Logistics Officer whose duties will include:




a.
Working with the Family Liaison




b.
Establishing a rotational plan for Family Liaisons

c.
Working with the Funeral Liaison

d. Working with Visiting Agency Contact

e.
Coordinates with local law enforcement to meet the following needs:






Funeral Escort






Traffic and street closings at the funeral home






Traffic and street closings at the place of service






Traffic at the assembly point (if used)

Posting “No Parking” signs around the place of service, the assembly point, and the funeral home, if necessary






Removing cars from “No Parking” zones

f.
Coordinate with the Department of Public Works to assist with: 






Snow removal (if needed)






Street cleaning (if needed)






Barricades (if needed)

5.
Assign a Public Information Officer whose duties will include:




a.
Working with the Fire Department PIO

b.
Protecting the family from the media until a family representative is ready to make a public statement

c.
Preparing an announcement for department release to notify current and retired staff

d.
Preparing an announcement to notify Cortland County Emergency Service Agencies




e.
Insuring flags are placed at half - staff




f.
Insuring that all stations are bunted




g.
Providing information for media releases




h.
Will notify the following dignitaries:






President of the United States






NY State Governor’s Office






United States Senators representing NY

United States Assemblyperson representing Cortland County






NY State Senator representing Cortland County

NY State Assemblypersons representing Cortland County

i.
Will work with the Fire Department to insure the following agencies are notified:





NYS Office of Fire Prevention and Control
(518)474-6746





NYS Department of Labor (within 8 hours)
(518)457-5508





NYS Association of Fire Chiefs

(518)477-2631





US Department of Justice (PSOB)

(888)744-6513





US Fire Administration / National Academy
(301)447-1000





National Fire Protection Agency

(617)770-3000

6.
Assign a Public Safety Officer Benefit Point Person whose duties will include:

a.
Working with the staff of the Fire Department and municipality to insure that any and all deserved benefits are provided to the deceased’s family.

b.
Insuring that all steps are taken to secure funding from the Bureau of Justice Assistance, Public Safety Officer’s Benefits Program:  Death Benefits




c.
Contact the PSOB Office at 1-888-744-6513

d.
Insure that the guidelines and conditions of the PSOB autopsy protocol are followed.   

PLEASE NOTE, PSOB regulations do not require that an autopsy be performed to document cause of death.  Only a death certificate must be provided to establish death and indicate the proximate cause.  

PSOB officials warn that the overwhelming majority of those for which claims were denied involved cases where no autopsy was performed.

e.
Relay the information very carefully and include only what is known.  There should be no speculation as to the cause of death.

f.
Leave a phone message with liaison’s name and telephone number if calling during the evening or on a weekend.

7.
Survivor Action Officer – assigns and oversees all activities necessary to assist the next of kin and family.  The Family Liaison may assume this role.

a.
Maintains contact as deemed appropriate with the family in the time following burial

b.
Provides to family any and all necessary cell, phone and pager numbers for immediate contact when needed

c.
Develops a schedule to assist family with daily jobs and chores.  It is IMPERATIVE the family be included in all jobs.

d.
Return personal belongings to the family when the time is appropriate.  It is IMPERATIVE that items be sorted first before returning to family.  If there are any “less than ideal” items in that locker, DON’T return them to the family at all costs.




e.
Assists with establishing a memorial fund if one is desired.

f.
Assists spouse and children with obtaining assistance for higher education. A list of these funding opportunities as well as eligibility requirements is contained in the Education Assistance Guideline.

LINE OF DUTY DEATH
CHECKLISTS & OFFERING MENU

	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	PROVIDE ASSISTANCE MENU
	
	
	
	

	FUNERAL ARRANGEMENTS
	
	
	
	

	OUT OF TOWN FAMILY HOUSING
	
	
	
	

	FAMILY TRANSPORTATION
	
	
	
	

	CHILD CARE NEEDS
	
	
	
	

	LAW ENFORCEMENT DRIVE BYS
	
	
	
	

	PHONE / CARD LOG
	
	
	
	

	SUPPORT #’S TO FAMILY
	
	
	
	

	DETERMINE PALLBEARERS
	
	
	
	

	RETRIEVE DECEASED’S DRESS UNIFORM
	
	
	
	

	FUNERAL CEREMONY
	
	
	
	

	CEMETARY CEREMONY
	
	
	
	

	POST RECEPTION FAMILY REQUESTS
	
	
	
	

	MEAL PREPARATION FOR FAMILY
	
	
	
	

	DAILY FAMILY CHORE SCHEDULE
	
	
	
	

	RETURN PERSONAL BELONGINGS
	
	
	
	


FAMILY COORDINATOR CHECK LIST
FUNERAL COORDINATOR CHECK LIST

	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	FUNERAL HOME / CHURCH / CEMETARY LOGISTICS
	
	
	
	

	AQUIRE ITEMS TO BE DISPLAYED
	
	
	
	

	SECURE CASKET CARRYING MEANS
	
	
	
	

	SECURE FLOWER CAR
	
	
	
	

	SECURE COLOR GUARD TRANSPORT
	
	
	
	

	SECURE AERIALS
	
	
	
	

	SECURE AERIAL FLAG
	
	
	
	

	SECURE STATIC DISPLAY OF APPARATUS
	
	
	
	

	FLAGS TO CHURCH
	
	
	
	

	CEMETARY ISSUES PARKING / COVER / PUBLIC ADDRESS
	
	
	
	

	HONOR GUARD SCHEDULE
	
	
	
	

	COLOR GUARD SCHEDULE
	
	
	
	

	BAGPIPERS / BUGLER
	
	
	
	

	SECURES BELL FOR CEREMONY
	
	
	
	

	VIEWING / FUNERAL / BURIAL ITINERARY
	
	
	
	

	SECURE USHERS
	
	
	
	

	VIDEO / PHOTO DOCUMENT
	
	
	
	

	FLORAL ARRANGEMENTS
	
	
	
	

	FUNERAL HOME / CHURCH / CEMETARY WALK THROUGH
	
	
	
	


VISTING AGENCY COORDINATOR CHECKLIST

	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	LOCATION / STAGING OF VEHICLES & PERSONNEL FUNERAL HOME / CHURCH / CEMETARY
	
	
	
	

	POST DIRECTIONAL SIGNS FOR VISITORS
	
	
	
	

	SECURES HOST HOTEL(S) FOR OUT OF TOWN PERSONNEL
	
	
	
	

	ARRANGE TRANSPORTATION FOR VISITORS
	
	
	
	

	SECURE GUEST BOOK FOR VISITORS TO SIGN
	
	
	
	

	VIP REPRESENTATIVE
	
	
	
	

	RECEPTION VENUE
	
	
	
	

	REFRESHMENTS BEFORE EVENT
	
	
	
	

	REFRESHMENTS AFTER EVENT
	
	
	
	

	ADEQUATE RESTROOMS
	
	
	
	

	M/A COVERAGE
	
	
	
	

	MAPS FOR VISITORS
	
	
	
	

	ITINERARY FOR VISTORS
	
	
	
	

	MEALS FOR COVER COMPANIES
	
	
	
	


LOGISTICS COORDINATOR CHECK LIST

	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	MEET WITH FAMILY LIAISON
	
	
	
	

	DEVELOP ROTATIONAL PLAN FOR FAMILY LIAISONS
	
	
	
	

	MEET WITH VISITING AGENCY CONTACT
	
	
	
	

	SECURES FUNERAL ESCORT
	
	
	
	

	SECURES TRAFFIC AND STREET CLOSINGS AT FUNERAL HOME
	
	
	
	

	SECURES TRAFFIC AND STREET CLOSINGS AT THE CHURCH
	
	
	
	

	SECURES TRAFFIC AT ASSEMBLY POINT
	
	
	
	

	SECURES TRAFFIC AT CEMETARY
	
	
	
	

	NO PARKING POSTINGS
	
	
	
	

	SNOW REMOVAL NEEDS
	
	
	
	

	STREET CLEANING NEEDS
	
	
	
	

	SECURE BARRICADES
	
	
	
	


PUBLIC INFORMATION OFFICER CHECKLIST
	TASKS
	INDIVIDUAL ASSIGNED
	DATE ASSIGNED
	DATE COMPLETED
	CONTACT NUMBERS

	WORK WITH FD PIO
	
	
	
	

	PROTECT FAMILY FROM MEDIA
	
	
	
	

	PREPARE ANNOUNCEMENT FOR DEPARTMENT RELEASE
	
	
	
	

	FLAGS PLACED AT HALF – STAFF
	
	
	
	

	ALL STATIONS BUNTED
	
	
	
	

	NOTIFY LISTED DIGNITARIES
	
	
	
	

	NOTIFY VARIOUS LABOR RELATED AGENCIES
	
	
	
	


FAMILY ASSISTANCE OFFERING MENU
The members of the deceased member’s fire department are prepared and able to assist you and your family in the following areas:

Assisting in lodging arrangements for out of town family and friends

Child care needs 

Meal preparation

Assistance with daily chores

Provide equipment to use as a static display to be located at the church, cemetery, or other appropriate location

Provide an Honor Guard

Provide a Color Guard

Arrange for bagpipers and a bugler

Arrange for a photographer, videographer or both for documentation of the ceremony

Assist with a memorial fund establishment

Assist with setting up a bank account for donations / memorials to be sent to for direct depositing.

Assist with filing for and completing the Public Safety Officer’s Benefit packet

Assist spouse and children with obtaining assistance for higher education. A list of these funding opportunities as well as eligibility requirements is contained in the Ithaca Paid Firefighters Education Assistance Guideline.

FUNERAL SERVICE CEREMONY GUIDELINES

PURPOSE:
The intent of this section is to serve as a reference guide for us to meet with the family to provide a suggestive outline of how the viewing and funeral may be conducted.  At no time will this be forced on the family.  It is just another tool for us to make the situation go as smooth as possible for the family.

POLICY:


1.
A meeting with the family, funeral director and clergy (if desired) will occur as soon as possible to establish a plan for honoring the deceased member’s life.

2.
An Honor Guard shall be provided during the viewing hours at the funeral home.

3.
The following steps shall be taken when transferring the deceased from the funeral home to the place of service:




a.
Color Guard will be posted at exit point

b.
Pallbearers carry the casket from the funeral home to the hearse

c.
When the casket is in the hearse, pallbearers stand facing each other, and the OIC commands, “Detail, present arms” for a short hand salute by the pallbearers

d. The OIC calls, “Order arms”

e.
The OIC calls, “Detail dismissed”

f.
Immediately after dismissal, the color guard and pallbearers go by van to the fire department meeting location

4.
Transportation of the deceased from the funeral home to the place of service will be conducted as follows:




a.
Police Escort




b.
Fire Truck serving as the flower car

c. Hearse

5.
The following steps will be taken at the place of service:

a.
Colors shall be posted prior to service

b.
Honor guard should be posted outside place of service on both sides of entrance.

c.
Firefighters will take a position in front of the place of service in two facing ranks with senior officers closet to the place of service.  This position will go from the place of service entrance to the street

d.
Visiting Firefighters will be lined up along the street facing the place of service

e.
As the Funeral Procession approaches the place of service, the OIC calls, “Detail Attention” 

f.
As the casket is removed from the hearse, the OIC calls, “Present Arms”

g.
The pipe band plays as the casket is carried to the place of service door

h.
After the casket passes, the OIC will order “at ease” and the funeral detail will file in the place of service according to rank and sit in a designated area of the place of service.  Head covering is removed upon entering the place of service.

At this time prior to dismissing personnel assembled outside, advise them of the approximate time of reassembly for departure.
i.
Ushers will assist in the seating of everyone.  Seating shall be as follows:





Right side as facing front of assembly






1st Row - 

Immediate Family






2nd Row -

Other Family






Remaining Rows -
Friends





Left side as facing front of assembly






1st Row -

Pall Bearers, Speakers

2nd Row -
Fire Chief, Fire Department, Official Dignitaries








Remaining Rows -
Attending Firefighters

6.
At the conclusion of the service, the following steps will be taken:

a.
Ushers will direct firefighting delegation to the street where they resume original places

b.
Pallbearers then proceed out of the place of worship with body followed by family and other mourners

c.
As the body approaches the place of service exit, the OIC will call “Detail Attention”

d.
As the casket arrives at the rear of the place of service, OIC will call “Present Arms”




e.
The pipe band will then lead the casket to the hearse

f.
After the casket has been placed in the hearse, the OIC will call “Detail, present arms” for the pallbearers

g.
The OIC will then call, “Order Arms”.  This will pertain to the entire funeral detail




h.
The OIC calls “Detail Dismissed”


7.
At the cemetery the following steps shall be taken:




a.
The color guard shall assemble at the foot of the grave

b.
The bugler if one is present positions himself away from the grave

c.
The funeral director drapes an American Flag over the casket




d.
As the family arrives, the OIC will call “Detail Attention”

e.
The chaplain or designated speaker conducts the service or leads in final prayer




f.
After this, the fire department bell ceremony will take place




g.
When finished the OIC commands, “Present Arms”




h.
The bugler will play taps

i.
At the conclusion of taps, the salute is held while the pallbearers, on signal from the OIC, fold the American Flag
j.
The Honor Guard OIC retrieves the flag and presents it to the Chief of Department, who in turn presents it to the family with the fire departments’ condolences




k.
The OIC commands, “Order Arms”




l.
The funeral director will conclude the services




m.
The OIC commands, “Detail Dismissed”

HIGHER EDUCATION OPPORTUNITIES

PURPOSE:
Numerous programs exist to assist families of firefighters who have been killed in the line of duty.  The purpose of this guideline is to identify those opportunities and provide assistance to obtain them.  Many thousands of dollars in benefits are lost each year because the beneficiaries are not aware of a benefit or did not fill for it.

OPPORTUNITIES:


A.
Public Safety Officers’ Benefits Program: Education Assistance Benefits. This program provides assistance for higher education for the spouses and children of firefighters who have been killed in the line of duty.  The educational assistance may be used to defray relevant expenses, including tuition and fees, room and board, books, supplies, and other education-related costs.

1.
Eligibility

a.
Educational assistance is only made available to the spouse or children once the PSOB death claim process has been completed and benefits have been awarded.

b.
The spouse of a firefighter is eligible for this benefit at any time during his or her lifetime.

c.
Children of the deceased are only eligible to receive funds for educational expenses that occur prior to the child’s 27th birthday.

d.
No spouse or child is eligible to receive this benefit for a period greater than 45 months of full-time education or a proportionate period of a part-time program.

2. Applying

a.
Those meeting the eligibility requirements shall request an application for educational assistance directly from the PSOB office.

b.
Before an application is sent out, the applicant is asked for standard information, which is then checked to verify that, as required, the applicant has received the PSOB Death Benefit.

c.
The name of the school being attended is checked to ensure that it is on the list of eligible institutions of higher learning as authorized by the U.S. Department of Education.

d.
If information received indicates applicant is eligible to receive educational assistance, a packet of materials is sent out.  Included in this mailing will be the program regulations and a guidance letter detailing what materials the applicant must submit, such as transcript and list of expenses.




3.
Payment

a.
Payments are made through the U.S. Department of Treasury and sent directly to the claimant.  

b.
Payments are sent directly to applicant’s address within 14 business days after receipt of the notification letter.

c.
The average time for an applicant to receive a PSOEA award is 4 to 6 weeks after all the necessary documentation has been submitted to the PSOB office.

B.
Sarbanes Scholarship Program – Spouses, children and stepchildren of firefighters honored at the National Fallen Firefighters Memorial are eligible to apply for assistance.  Scholarships are awarded for undergraduate and graduate studies, vocational-technical training, and certification and job training programs.  They may be used for study at in-state or out-of-state public and private schools.






1.
Eligibility

a.
Spouse, child, or stepchild of a fallen firefighter honored at the National Fallen Firefighters Memorial in Emmitsburg, Maryland.

b.
Children must be under the age of 30 AND have been under the age of 22 at the time of their firefighter’s death.

c.
High schools diploma or equivalency or in the final year of high school.

d.
Currently pursuing or planning to pursue undergraduate or graduate studies, a certification program or job skills training at an accredited institution.

e.
Currently enrolled or planning to enroll as a full or part-time student.




2.
Selection Criteria





a.
Academic standing

b.
Statement of Interest including personal, academic and career goals as well as involvement in extracurricular activities, including community and volunteer activities

c.
Two letters of recommendation; at least one from a member of the fire service.

C.
Vantagepoint Public Employee Memorial Scholarship Fund – ICMA Retirement Corporation established this fund to assist children and / or spouses of deceased firefighters who died in the line of duty.  Scholarships are offered each year for full-time study at an accredited institution of the student’s choice.




1.
Eligibility

a.
Must be a child and / or spouse of a firefighter who died in the line of duty.

b.
Applicant must provide a letter from the deceased firefighter’s place of work.

c.
High school seniors or graduates who plan to enroll or students who are already enrolled in a full-time undergraduate or graduate course of study at an accredited two or four-year college, university, or vocational-technical school.




2.
Selection

a.
Scholarship finalists are recommended by Scholarship America on the basis of academic record, demonstrated leadership and participation in school and community activities, honors, work experience, statement of goals and aspirations, and an outside appraisal.




3.
Award

a.
The maximum scholarship award is $10,000 and will be paid in two installments of $5,000.





b. 
Individuals are only eligible to receive one award.
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