

[bookmark: CITY_FLAG_POLICY_&_PROCEDURE_]FLAG DISPLAY STANDARD OPERATING PROCEDURES




1. [bookmark: 1._Purpose_]Purpose
To establish uniform standards and procedures for the display, lowering, maintenance, and use of all flags flown on City-owned property. This includes the United States Flag, the State Flag, and the City Flag.

2. [bookmark: 2._Scope_][bookmark: 3._Definitions_]Definitions
Full-Staff: Flag is raised to the top of the flagpole.
Half-Staff: Flag is lowered to one-half of the distance from top to bottom of the staff, following official orders.
Flag Coordinator: The Facilities Manager responsible for monitoring notifications, issuing instructions, and maintaining records.
Flag Handler: The Maintenance Operations manager responsible for raising, lowering and inspecting flags.
Proclamation: A formal order issued by the President, Governor, or Mayor requiring flag adjustment.

3. [bookmark: 4._Roles_&_Responsibilities_]Roles & Responsibilities

3.1 [bookmark: 4.1_Flag_Coordinator_(Facilities_Manager]Flag Coordinator (Facilities Manager)

· Monitor federal and state half-staff orders through official sources (e.g., HalfStaff.org alert service).

· Maintain an official Flag Status Log documenting proclamations, dates, actions, and the staff members responsible.

· Issue internal notifications to all city departments when half-staff actions are required.

· Communicate with the public via the City website or bulletin board when appropriate.

· Maintain an inventory of and order replacement flags, following proper protocol for flag storage. 

· Properly retire and dispose of flags when notified by the Operations Manager of faded, torn, or damaged flags.
· Ensure personnel are trained in proper flag handling. 

· Ensure annual review of these procedures.


3.2 [bookmark: 4.2_Facilities_/_Maintenance_Department_]Flag Handler (Maintenance Operations Manager) 

· Raise, lower, and maintain flags when notified by the Flag Coordinator.

· Inspect flags regularly for wear or damage and notify Flag Coordinator when replacement is needed.

· Follow proper protocol for flag handling, including removal of flag from display and providing to the Flag Coordinator for proper retirement and disposal.


4. [bookmark: 5._Flag_Display_Procedures_]Flag Display Procedures

4.1 [bookmark: 5.1_General_Display_Rules_]General Display Rules

· The U.S. Flag shall always be displayed in the position of highest honor.

· When flown with other flags on separate poles, the U.S. Flag shall be raised first and lowered last.

· When flown on the same pole with state or city flags, the U.S. Flag shall be at the top.


4.2 [bookmark: 5.2_Raising_and_Lowering_Flags_]Raising and Lowering Flags

4.2.1 To Lower to Half-Staff:

1. Raise the flag briskly to the peak of the pole.

2. Lower it slowly and respectfully to the half-staff position.

4.2.2 To Return to Full-Staff:

1.  Raise the flag briskly back to the peak at the designated end time.

4.2.3 End-of-Day Removal:
If a flag must be removed, it should be lowered respectfully, folded properly, and stored in clean, dry conditions.






5. [bookmark: 6._Conditions_Requiring_Half-Staff_][bookmark: 6.5_Restrictions_][bookmark: 7._Notification_Procedures_]Notification Procedures

5.1 [bookmark: 7.1_Incoming_Orders_]Incoming Orders

The Flag Coordinator will:

· Monitor alerts from official sources and subscriptions (e.g., HalfStaff.org).

· Verify validity of proclamation.

· Log the event in the Flag Status Log.


5.2 [bookmark: 7.2_Internal_Communications_]Internal Communications

Upon a valid order, the Flag Coordinator will:

5.2.1 Issue notifications to each city department.

5.2.2 Include start and end dates/times and specific flags affected.


5.3 [bookmark: 7.3_Public_Communications_]Public Communications

When appropriate, the Flag Coordinator shall ask the City Clerk’s office to:

5.3.1 Post half-staff notifications on the City website or social media.

5.3.2 Provide context for the reason.



[bookmark: 8._External_Requests_for_Half-Staff_]

6. [bookmark: _][bookmark: 10._Maintenance_&_Replacement_Standards_]Maintenance & Replacement Standards
· Flags must be inspected monthly (or more often in inclement weather).

· Faded, torn, or damaged flags must be retired and replaced immediately.

· Retired U.S. flags must be disposed of respectfully, preferably via a veteran organization or American Legion disposal service.


7. [bookmark: 11._Recordkeeping_]Recordkeeping
The Flag Coordinator shall maintain a Flag Status Log that includes:

· Date of proclamation or request

· Authority issuing the order

· Reason for half-staff

· Start and end times

· Staff responsible

· Notes on execution (e.g., weather impacts, flag replacement)

Records should be retained according to City document-retention standards.



8. [bookmark: 12._Enforcement_&_Compliance_]Enforcement & Compliance
Failure to comply with these procedures may result in corrective action, training, or administrative review.  


9. [bookmark: 13._Annual_Review_]Annual Review
These procedures shall be reviewed annually during budget preparation by the Facilities Manager, the City Clerk’s office and the City Manager’s office to ensure accuracy and relevance.  
