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Charlton County Fire Rescue Services

Policies; Procedures and Standard Operational Guidelines

It is the intent of th&harlton County Fire & Rescue Service (CCFRpigstablish a positive
relationship withn theagency theCounty and LocaGovernng bodies Shareholders and Customers of
the County of Charlton TheCCFRhas the opportunity to provide services to the Shareholders and
Customers of th€ountyin a manner that reflects these needed servidéese services include but are
not limited to prevention of injury, education in the prevention of fires and protection of the lives and

property of those who are the financial providers and recipients of our services.

The Charlton County Board of Commigsers has approved this Document.



Executive Summary

The use of Policies, Procedures and Operational Guidelines are an effective way to ensure a concise
understanding of the Vision and Mission of the department while advising members of how business will

be conducted for the Charlton County Fire & Rescue Setrvices

Every member of the department is expected to fully understand and follow the Policies, Procedures and
Guidelines in this manual. Officers are expected to fully understand, follow and implémé&dlicies,
Procedures and Guidelines in this manual as intended and will support these documents. This will ensure
good order is maintained and a professional demeanor is maintained to provide the needed services to the

community.

All members are expestl to have access to these documents and only changes that are made by the Chief

of the department shall be added to these documents.
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Mission Statement

Provide the services needed to the
shareholders and customers of

Charlton County, Georgia

and exceed the expectatios of the
shareholder and customer

By
Doing The Right Thing
And
Doing The Right Thing Right
&
Be Nice
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Vision Statement

The Charlton Fire & Rescue Departmentill strive at all times to serve the
County of Charltonas a partner in Fire & Life Safety.

OUR DEPARTM ENT WILL:

Provide the services needed to
all hazards response agency. This will be accomplished through
planning, prevention, education, mitigation and appropriate

application of technology and safety practices.

We will maintain good stewardship of the resources provided by

the community.

DevelopLife Safety Goals as a teamo provide Fire & Life Safety
Education for the Shareholders &Customers

Provide professional service at all times
We will work to improve ourselves though:
Education, Team Work Respect Discipline

&

TRUST

FIRE SERVICE CODE OF
ETHICS

12



AS A FIRE SERVICE PROFESSIONAL:

MY FUNDIMENTAL DUTY IS TO SERVE MANKIND AND TO
SAFEGUARD LIVES AND PROPERTY.

| WILL:

x KEEP MY PRIVATE LIFE UNSULLIED AS AN EXAMPLE TO ALL.

x MAINTAIN COURAGEO US CALM IN THE FACE OF DANGER,

SCORN OR RIDICULE AND DEVELOP SELF -RESTRAINT.

x BE CONSTANTLY MINDFUL OF THE WELFARE OF OTHERS.

x HONEST IN THOUGHT AND IN DEED IN BOTH MY PERSONAL
AND OFFICIAL LIFE.

| WILL BE EXEMPLARY IN OBEYING STATE LAWS, LOCAL
ORDINANCES , REGULATIONS AS WELL AS THE POLICIES,
PROCEDURES AND GUIDELINES OF MY DEPARTMENT.

13



CCFR CREED

THE DESIRE TO SERVE
THE COURAGE TO ACT

THE ABILITY TO PERFORM

14



CHARLTON COUNTY FIRE RESCUE SERVICES DESCRIPTION

Form of Ownership:

The County of Charltoras an entity through the Shareholders and Customers Gbtin@yare the sole

Owners and controlling Governmental Authority for @learlton Fire & Rescue Services (CCER)

Most important strengths and core competencies

The members of theCFRare thecore and the strength of the department; being such the
members of the departmeateheldto a high standard ¢frofessional, Ethical, andloral Conduct. All
members of the department arecouragedo holdcredentialgthat meet or exceed the standartithe
State of Georgi a Firef i ghtheéntehationd Fie Badvice ds and Tr e
Accreditation Commission (IFSACINational Profession&ualificationBoard(NPQ) and the National
Fire Protection Association (NFPA). Every member ef@ICFRis encouraged to have as a minimum
standardFirefighter Il, Hazardous Materia@@perationsNational Registry Emergency Medical

Technician Basic Life Support Levabr National RegistrfEmergencyMedical Responder

Significant challenges the depament faces now and in the future

The CCFRRfaces may challenges as t@mmunityfacesthe everchanging economic climate
of at o d @movérrsng body The challenges for the department are not limited to the perception of the
fire service, as the geaphical region oCharlton Countyhas a composition of residentitdrestry,
agricultural, commercial, industrial and recreational venues that establish a need for the department to

adapt to the needs of the community to meet the expectations of teb&@dar and Customer.

The challenges include the dangers of fire, medical emergencies, trauma incidents, marine
emergencies, natural events, manmade events and education of the public in the areas of Fire & Life
Safety. These challenges represent a fareal positive and progressive agency to respond to the needs of
the community as they occur. Through preparation, education, and an understanding of the services

expected the department continues to prepare to serve the community.
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The Depar getas providled bybtheodintybased on the standard budget process for
the State oGeorgiato provide fire, escug hazardous materials response and support tmtiftgle

agencies of the county

The Department:

The CCFRhas the dedication of volunteer members who proséteices to the
shareholders and customers of t@mmunity;the department haBve stations serving thecounty The
de p ar t getionstatestraegically located to respond to the needs of the community as efficiently as
possible.

The e p ar t omaimaf ddramand has the responsibility to provide a positive and
productive atmosphere for members to conduct business of the department insaomiaifesd ethical
manner to promote safety and teamwork for all members of the department.

The department hawo active sets of membets provide thecustomethe effective and
efficient servicess one departmetite aiministrative and operationatdnches The departmentdad is
theFire Chief of the Departent, who functions as the formal leader of the departmera &eputy
Chief of the Department that assist the Fire Chief withnagingthe operational and administrative

responsibilites of the department.

The CCFRhasfive (5) stationghathavethree (3)Captainghat mange the statioasd
three (3) Lieutenants (when membership allowRheseofficers supervise thassigned stations of
voluntees that work under the supervision of the respediisdrict Chief; there are two (2) District
Chiefs a North and South Districhiefand one (1) Battalion Chief for the Folkston/Homeland Station
for supervising the stations assigned to eachiclisThe volunteer membgassigned to thstation
facilitate theresponse needed to that district for the assigned area and provide additional manpower to
adjoiningstations.The DistrictChief managethe stationsandtheo | unt eer 6 s tstraiveni ng
needs.Eachstation willhave assigne@aptains, Lieutenantsnginees, Firefighter 1l and/orFirefighter
, ProbationaryFirefightersand Support FirefighteygachStationwill consist ofmembes that reside

within the District of the Statiowith exceptions approved by the Fire Chief.

16



Shareholders and Customers
of
Charlton County

Charlton County Board of
Commissioners
5 memlers

Charlton County Advisory

Public Safety Liaison
From BOC \N/ Fire Board

County Administrator

\ 4

FIRE CHIEF
ADMIN  |———
Deputy | Division Chief Training
Fire Chief ),
l CCFR Support FF/Vest Team
v l
Battalion Chief District Chief District Chief

,, ) \ / \

Folkston/Homeland St. George STA 2 THE BEND STA 4 Racepond STA 3 Winokur STA 5

STA1

3 Lieutenants 3 Lieutenants 3 Lieutenants 3 Lieutenants 3 Lieutenants

Engineers Engineers

Engineers Engineers

Engineers

Firefighter || Firefighter Il Firefighter Il Firefighter Il Firefighter II

Firefighter | Firefighter | Firefighter | Firefighter | Firefighter |

Probationary FF Probationary FF Probationary FF Probationary FF Probationary FF

=
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I.  Rank Structure/Call Signs/CCFR ID

A. Fire Chief: Charlton Countlyire 1
B. Deputy Fire Chief: Charlton County Fire 2
C. Division Chief Training/Safety Charlton County Fire 3
D. South District Chief: Charlton County Fire 4
E. North District Chief: Charlton County Fire 5
F. Battalion Chief: Charlton County Fire 7
a. Folkston Statia 1
I. Captain: Folkston Firel03-105
ii. Lieutenant: Folkston Firel06-109
iii. Engineers/Firefighters: Folkston Firel10-199
b. St. George Station 2
I. Captain: St. George Fir@03-205
ii. Lieutenant: St. George Fir@06-209
iii. Engineers/ Firefighters: St. Geoge Fire210-299
c. Racepond Station 3
i. Captain: Racepond Fir803-305
ii. Lieutenant: Racepond Fir806-309
iii. Engineers/ Firefighters: Racepond Fir810-399
d. The Bend Station 4
i. Captain: The Bend Firet03-405
ii. Lieutenant: The Bend Firet06-409
iii. Engineers/ Firefighters: The Bend Firet10-499
e. Winokur Station 5
I. Captain: Winokur Fire504-506
ii. Lieutenant: Winokur Fire507-510
iii. Engineers/ Firefighters: Winokur Fire511-599
.  Apparatus
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. Engines
a. Station 1: Engindl

b. Station 2: Engin@1l
c. Station 3:Engine31
d. Station 4: Engindl
e. Station 5: Enginél

. Tender
a. Station 1: TendetO

b. Station 2: Tendez0
c. Station 3: Tendes0
d. Station 4: TendetO
e. Station 5:Tender50

. Rescue
a. Station 1: Rescu&3

b. Station4: Rescuet3
c. Station 5: Rescug3

. Brush (Wild Land Interface)
a. Station 1: Brusi2

b. Station 2: Brusi22
c. Station 3: Brusl32
d. Station 4: Brusl#2
e. Station 5: Bruslb2

. Command Mtility

a. Fire 1: Fire Chief

Fire 2: Deputy Fire Chief

Utility 1: Command &Support Rehabilitation

Utility 2: EMR/Light Brush Suppat Unit

Utility 4: South District Command /Light Brush/ Support Unit
Utility 5: North District Command /Light Brush/ Support Unit
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Departmental Operational Policies
09901FIRE CHIEF

JOB DESCRIPTION

1. TheFire Chiefis the executive head ofaldepartment and is directly responsible for the proper and

efficient operation of the department.

2. TheFire Chiefshall be appointed by tl@&harlton County Board of Commissioners following the

recommendation of the Charlton County Fire Baard shall b answerabléhe County

Commissioners, The Fire Board, County Administratot Shareholdeend Customers

3. TheFire Chiefshall be responsible for the followiagd other duties as assigned

A.

Supervising, regulating, and managing the department. Ehehief shall control all
department activities.

Prescribing the specifications and manner of wear of uniforms and protdothiag and
equipment.

Reorganizing any part of the department when in his judgment suganeation would
best serve theommunity and thelepartment.

Establishing rules, regulations, and procedures as necessary todapartment efficiency
and effectiveness.

Enforcing the department's rules, regulations, and procedures.

Reprimanding, preferring written charges, and sudipgnor dismissingnembers when
conditions so warrant.

Preparing and submitting the department's annual budget recommentati®@isre Board
and County Commissioners

Monitoring the expenditure of funds allocated to the department.

Supervising the dépyment of personnel assigntxperform fire suppression and emergency

medical service response duties.
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u.

V.

Supervising the use, maintenance, and repair of the department's apparatus and equipment.
Performing other such duties as may be required
Supportingcareer development education.
Supervising of the use, maintenance, and repair of the department's administration and training
facilities.
Coordinating=ire & Life Safety Educationf businesses, schools, day careites| hospitals,
nursinghomes, and other occupancies@sded
Assisting in the investigation of fires and explosions.
Investigating complaints and conducting internal affairs and backgnowvestigations as
madenecessary.
Completing reports, taking statementsf@ening filing and maintainingase folders and
records of inspections and investigations.
Possessing the minimum certifications required by the department, The SategéOffice
of the State Fire Marsh@eorgia Fire Standards Training Commissiod otherdesignated
agencies.
Conduct Emergency Management preparation, mitigation and manageamsist the
Emergency Management Coordinator
The emergency management responsibilities oFileeChief in support of countgmergency
operations duringvents shall consist of the followiagd not limited to
i. Preparing, maintaining, and updRani ng t
ii. Preparing, conducting, and coordinating exercises to test the county's readiness for man
made and natural disasters
iii. Serving as the department's liaison to the various local, state, and federal ag#éncies
an interest in emergency management.
iv. Developing, coordinating, and participating in public education programs¢ase
public awareness of emergency manag@nssues.
Establishing a progressive training program for the department to include but not limited to
OSHA, Fire, Rescue and EMS training.

Preparing reports and maintaining records as required.
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W. Coordinating and supervising training for persétimeugh the career development of each
member, company, asthtion

X. Supervising and assisting subordinates in the performance of mainteraamiog), tompany
inspections, public education programs, and emergespgnse activities as necessary.

Y.  Coordinating andonductingFire & Life Safety Educatiom businesses, schools, day carefacil
ities, hospitals, nursing homes, and other occupancies as requested

Z. Responsible for Safety Education and ensuring safe operations for all members judrtinestié
in all activities.

AA. Completing reports, taking statements, filing appropriate forms, antaimaig case folders
and records of inspections and fires.

BB. Maintaining records and preparing required reports.

CC. Nothing contained in thesales, regulations, and procedures shall be consasied
limiting the power and authority granted to fiee Chief by the Board of Commissioners;

Fire Board; County Administratar by state and federal laws.
DD. Monitor and developmenf a strategic kan to maintain facilities and department property

EE. Monitor and development of a strategic plan to ensure personal protective equipment and

Uniforms for members are maintained.

FF.Maintain an accurate inventory of all Uniforms not igssuglaintain an accurate inventory of
all Uniforms issuedDevelop, coordinate and manage all repair and replacement of uniforms.

Devel op, research, and propose Policies, Pro
Uniform ProgramandMaintain, maage, and hold an accurate inventory record for all
uniforms.

GG. Maintain an accurate inventory of all PPE not issuddintain an accurate inventory of all
PPE issuedDevelop, coordinate and manage all repair anthcepnent of PPEDevelop,
research, and propose Policies, Procedures
ProgramMaintain, manage, and hold an accurate inventory record for all PPE.
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Departmental Operational Policies
09902 DEPUTY FIRE CHIEF
JOB DESCRIPTION

1. TheDeputyFire Chief is theassistant to thexecutive head of the department and is responsible for the

proper and efficient operation of the department.

2. TheDeputyFire Chief shall be appointed by t@&arlton County Board of Camissioners following the
recommendation of theepartment Fire Chief to tléharlton County Fire Boart the Charlton

County Board of Commissioneasd shall be answeralitethe Charlton County Fire Chief
3. TheDeputyFire Chief shall be responsiblerfthe followingand other duties as assigned

A. Supervising, regulating, and managing the departaeassigned

B. Assist in the stablishing rules, regulations, and procedures as necessary to ensure
department efficiency and effectiveness.

C. Enforcing thedepartment's rules, regulations, and procedures.

D. Assisting with any investigation and documentation regardipgmanding, preferring
written charges, and suspending or dismissiegnbers when conditions so warrant.

E. Assisting in peparing the departmesmtinnual budget recommendatitmsheFire Board
and County Commissioners

F. Ensuring the efficienéxpenditure of funds allocated to the department.

G. Supervising the deployment of personnel assigngerform fire suppression and emergency
medical servicand otherresponse duties.

H. Supervising the use, maintenance, and repair of the department's apparatus and equipment

I.  Performing other such duties as may be required

J. Supporting career development education.

K. Supervising of the use, maintenance, andireg the department's administration and training
facilities.

K. Assisting in the investigation of fires and explosions.
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. Investigating complaints and conducting internal affairs and backgnovestigations as
assigned by the fire chief.
. Completing repos, taking statements, performing filing and maintaimiase folders and
records of inspections and investigations.
. Possessing the minimum certifications required by the department, The SategéOffice
of the State Fire Marshabeorgia Firdraining Standard€ommissiorand othedesignated
agencies.
. Assist withEmergency Management preparation, mitigation and managenasstst the
Emergency Management Coordinasrassigned.
. The emergency management responsibilities obgpity FireChief will be assigned and not
limited to thesupport of countgmergency operations during events shall consist of the following:
. Serving as the department's liaison to the various local, state, and federal agénaies
interest in emergency management.
. Developing, coordinating, and participating in prieducation programs acrease public
awareness of emergency management issues.
Establishing a progressive training program for the department to include but not limited to
OSHA, Fire, Rescue and EMS training.
Preparing reports and maintaining retsoas required.
Assisting with the cordinating and supervising training for personnel through the career
development of each member, company,statibn
. Supervising and assisting subordinates in the performance of mainterzaniog), ttompany
inspections, public education programs, and emergespgnse activities as necessary.
. Responsible for Safety Education and ensuring safe operations for all members of the
department in all activities.
. Completing reports, taking statements, filing appate forms, and maiaining case folders
and records of inspections and fires.
Maintaining records and preparing required reports.
Nothing contained in these rules, regulations, and procedures shall be coastrued
limiting the power and authayi granted to th&ire Chief by the Board of Commissioners;

Fire Board; County Administratar by state and federal laws.
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Departmental Operational Policies
099.03 Division Chief Training

JOB DESCRIPTION
TheDivision Chief Trainingis a volunteer pation immediately below thaif the DeputyFire Chief.

1. TheDivision ChiefTrainingshall be appointed through a competitive exam process that shall

include both a written exam and a performaassessment

2. Responsibilitiesn addition toAssisting the District ChiefandBattalionChief in

understanding the logistical, procedural, apérational Policies, Procedures and Guidelines

3. Division Chief Trainingshall be responsible tbe Fire Chieaind Deputy Chiefor the following:
A. Assistingin the investigation of major incidents/olving Firefighter safety

B. PreparingandCompleting reportsmaintaining records as requirdting appropriate forms, and
mairtainingappropriate records of training for all members of the department

C. Meetingthe department's minimum certification requirements andetipgrements of other
appropriate agenci@s theState of GeorgiaandNFPA Equivalent of Firefighter Il; Engineer
(Driver Operator); Fire Service Instructorfire Officer Il, NIMS 100, 200, @0, 400, 700, 800;
Wildland S130; S190

D. Performing other such duties as assigned.
E. Obeying, supporting, and enforcing the department's rules, regulatiotiespaind procedures

and requiring the same of subordinates.

F. Setting a good example for suboties and requiring subordinates to meeeqgllired standards
of conduct and performance.

G. Promptly reporting in writing any violation of the department's rules,aggos, policies, and
procedures, and referring all official matters to the fire chretigh the established chain of
command.

H. Developing, coordinating, amoviding the needed programs to maintain needed skill sets at
recommended level amdtablishing a progressive training program for the department to include
but not limited to OSHAHAZMAT, Fire, Rescue and EMS trainingeeting the standards of
the GFSTC
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Coordinating and supervising training for personnel through the career development of each
member, company, asthtion
Plans, coordinates, and evaluates Biperationgo incluce all safetyneeds

Evaluates fire control policies by keeping abreast of new methods and conducting studies
of departmental operations.
Plans andRecommendmethods for improving safety of department.

. Assumesn scene tactical safety officer for the dépentat multiplealarm fires

May assist in coordination of safety regulations with musidfire departments.
Responds to fire calls amdaysupervise firefighting safety activities.
Assist in thanonitoring anddevelopment of a strategic plan to emspersonal protective
equipment and Uniforms for members are maintained.
ConductOperational Safetilanagement andeeded Operational SafdEglucationas
needed.
. Investigate report and recommend preventive measures that are needed in response to any
incident requiring an investigation and report.
Assist the Volunteer Emergency Safety Team with any needs to include but not limited to
training, education, logistics.
a) Keep accurate records of all safety issues within the department.
b) Assist in the develapert, researchand recommend Policy, Procedure and
Guidelines.
c) Research programs to educate members on safety during tactical operations,
response and general duties.
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Departmental Operational Policies
09904 District Chief

JOB DESCRIPTION
1. TheDistrict Chief is a Volunteer Position that is responsible for the tactical, operational and administrative
needs of the assigndutrict. The District Chief reports directly to tBeeputyFire Chiefor his
representativeThere shall be tw@] District Chiefs, one (1) North District Chief and dfie South

District Chief .

2. TheDistrict Chiefshall be appointed through a competitive exam process that shall include both a
written exam and a performanéssessment.

3. The District Chief shalinanage all stations assigned to their districts

3. TheDistrict Chiefshall be responsible for:

A. Commanding theesources of the assigned stationing tactical and netactical operations.

B. Preparing reports and maintaining records as required.

C. Coordinating and supervising training for persoassigned to thstation and assist the Division
Chief of Training as needed

D. Obeying, supporting, and enforcing the department's rules, regulaticrisspald procedures and
requiring the samef diis subordinates.

E. Setting a good example for subordinates and requiring subordinates to reqairelil standards of
conduct and performance.

F. Promptly reporting in writing any violation of the department's rules,atong, policies, and
procedires, and referring all official matters to the fire chief through the established chain of
command.

G. Supervising and assisting subordinates in the performance of mainterzanicg), ttompany
inspections, public education programs, and emergespgise activities as necessary.

H. Performing other such duties as may be required.
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Departmental Operational Policies
09905 Battalion Chief

JOB DESCRIPTION

1. TheBattalion Chief is a Volunteer Position that is responsible for the tactical, operational and
administrative needs of the assigstiors. TheBattalion Chiefepats directly to the Deputy Fire Chief
or his representativel he Battalion Chief is responsible for stationthe main populated areas of the
Folkston/Homeland Districts.

2. TheBattalionChiefshall be appointed through a competitive exam processtthlhirsclude both a
written exam and a performanéssessment.

3. TheBattalion Chiehall manage all stations assigned to their districts

3. TheBattalion Chieshall be responsible for:

A. Commanding theesources of the assigned stationng tactichand nortactical operations.

B. Preparing reports and maintaining records as required.

C. Coordinating and supervising training for persoassigned to the station and assist the Division
Chief of Training as needed.

D. Obeying, supporting, and enfing the department's rules, regulations,qiedi, and procedures and
requiring the same of his subordinates.

E. Setting a good example for subordinates and requiring subordinates to reqairelil standards of
conduct and performance.

F. Promptly repding in writing any violation of the department's rules, ratjoihs, policies, and
procedures, and referring all official matters to the fire chief through the established chain of
command.

G. Supervising and assisting subordinates in the performancamEmanceraining, company
inspections, public education programs, and emergespgnse activities as necessary.

H. Performing other such duties as may be required.
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Departmental Operational Policies
09906 CAPTAIN

JOB DESCRIPTION
1. TheCaptan is aVolunteerposition andhe position immediately below thatDistrict Chief
2. TheCaptairshall be appointed through a competitive exam process that shall include both a written
exam and a performanéesessment.
3. The Captain shall be assigned m@sgbilities for the station assigned and assist the District Chief
as requested.

4. TheCaptainshall be responsible for:

A. Any and all assignethctical and notactical operations.

B. Preparing reports and maintaining records as required.

C. Assistirg in theCoordinating and supervising training for persomssigned to th8tation

D. Obeying, supporting, and enforcing the department's rules, regulatiorisspald procedures and
requiring the same of his subordinates.

E. Setting a good examgta subordinates and requiring subordinates to meetcplired standards of
conduct and performance.

F. Promptly reporting in writing any violation of the department's rules,atong, policies, and
procedures, and referring all official mattershe fire chief through the established chain of
command.

G. Supervising and assisting subordinates in the performance of mainterzanicgy, ttompany
inspections, public education programs, and emergespgnse activities as necessary.

H. Performing otlr such duties as may be required.
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Departmental Operational Policies
099.0r Lieutenant

JOB DESCRIPTION

1. ThelLieutenants a Volunteer position and the position immediately below th@aptain

2. ThelLieutenantshall be appointed through a competitive exam process that shall include both a written
exam and a performaa Assessment.

3. ThelLieutenantshall be responsible for:

A. Any and all assigned tactical and rA@atical operations.

B. Preparing reports and maintaining records as required.

C. Assisting in the Coordinating and supervising training for personsighasl to the Station.

D. Obeying, supporting, and enforcing the department's rules, regulations, policies, and procedures

and requiring the same of his subordinates.

E. Setting a good example for subordinates and requiring subordinates to meet allrequir
standards of conduct and performance.

F. Promptly reporting in writing any violation of the department's rules, regulations, policies, and
procedures, and referring all official matters to the fire chief through the established chain of
command.

G. Supevising and assisting subordinates in the performance of maintenance, training, company

inspections, public education programs, and emergency response activities as necessary.

H. Performing other such duties as may be required.
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Departmental Operational Policies
09908 ENGINEER

JOB DESCRIPTION

1. Engineer is a Munteermposition immediately below that &faptainand Lieutenant

2. Engineer shall be appointed through a competitive exam process that shalbioitiederitten exam and

a performance test.
3. An engineer shall be directly responsible to hisZlagtainor Lieutenantor the following:

A. Driving apparatus, operating pumps and aerial de@eders, rescue/squads, wildland and utility
apparatuperforming inspeions of apparatus, conducting fire prevention inspections of businesses,
taking part in public edcation activities, and participating in firefighting asriergency medical
duties.

B. Possessing a thorough knowledge of how to operate equipment and apparatus in accordance with
current department policies, procedures and guidelines.

C. Possessing a thmrgh knowledge of the streets, hydrants, static veatgnces, and target hazards
within higherfirst-due area.

D. Maintaining the apparatus and equipment to which he/she is assigned.

E. Acting in the capatyi of crew leadewhen properly instructed tio so.

F. Assist in training of Firefighter Il arfelrefighter| as need to improve cohesiveness, and a team
concept for the assigned personnel.

G. Performing other such duties as assigned.

H. Have the capabilities and be able to fill in as apparateeoiii the absence of tlkaptainor

Lieutenant
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Departmental Operational Polides
099.09 FIREFIGHTER I

JOB DESCRIPTION
Firefighter Il isa Volunteerposition directly below that dngineer. The position of firefighteril the entry
level position in theareerservices divisiofior a NFPA 1001 International Fire Seevidccreditation Service
(IFSAC) or National Professional Board (PRO Board) Credentialed Firefighter
2. Firefighter Il shall be appointed through completion of the requirements set forthStgtthef Georgia
Firefighters Standards and Training CouriF§TQ andthe NFPA 1001 Standards applied by the
GeorgiaFire Academy.

3. No peson shall be appointed Firefighter Il unlasseting the minimum requiremeifids credentialing
as a Firefighter 11. A Frefighter 1l isrecommendetb become an NREMB or NREMR within 24

months ofappointment
4. Firefighter 11 6s arassignddfficezsdarthelpllowing s ponsi bl e

A. Participating in company inspections, public education activities, and@megmesponse operations.
B. Being preparetb temporarily assume the duties and responsibilities of enginesressary.
C. Possessing knowledge of the operation of the apparatus andestjuipwhich they are assigned.
D. Possessing knowledge of the streets, hydrants, staticssateesand target hazards in their
first-due area.
E. Maintaining and caring for all equipment assigned to them, their statidghgamapparatus.
F. Acting in the capacity of crew leader when properly instructed to do so.
G. Preparing or having the qualifilcas to fill in as a Relief Engineer in absents of the assigned
Engineer.

H. Performing other such duties as assigned.
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Departmental Operational Policies
099.10 FIREFIGHTER |

JOB DESCRIPTION

1. Firefighter | isaVolunteerposition directly below that of Firefighter Il. The position of firefightisr |
a member that has met the minimum training requirements for a firefighter by completing?the NF
1403 Standards for Live Fire Training Standards Courses or has credentialing and provided notarized

trarscripts of training that araccepted by the GFSTC
2. TheFirefighter Ishall beappointed through a competitive exam process.
3. Fi r sdredgehbtly respondibi@ to their compésgigned officergor thefollowing:

A. Participating in company inspections, public education activities, ang@&msgresponse

operations.

B. Strive to gain a thorough knowledge of the operation of the apparad equiment to which

are assigned.

C. Gaining a thorough knowledge of basic firefighting techniques and skills and prepare to
meet the challenges of attending the State Fire Firefighter Academ{Ryx 1001

FirefighterBasic Qualification Educatioas a career or as a volunteer.

D. Maintaining and caring for all equipment assigned to them, their statidheandpparatus.

E. Performing other such duties as assigned.
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Departmental Operational Policies
099.11 PROBATIONARY FIREFIGHTER

JOB DESCRIPTION

1. PROBATIONARY Firefighter isthe position directly below that of Firefighter I. The positioa of
PROBATIONARY Firefighteris the entrjevel position for the departmegntd is a probationary
position for all memberwith no credentials or proof of fire service training

2. PROBATIONARY Firefighter shalbeappointed through a competitive exam proa&sapplicants

mustbevetted and gmoved for assessment participation this shall include:
a. Driveros license check
b. Criminal background check
c. Reference verification
3. PROBATIONARY Firefightes aredirectly responsible to their company officers forfifiewing:

A. Participating in company inspections, public education activities, andyemey response

operations.

B. Strive to gain a thorough knowledge of the operation of the apparatus amdezgugwhich

theyare assigned.

C. Gaining a thorough knowledge of basic firefigh techniques and skills and prepare to

meet the challenges BiFPA 1001FirefighterBasic Qualification Education
D. Maintaining and caring for all equipment assigned to them, their statidieandpparatus.

E. Performing other such duties asgsd.
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Departmental Operational Policies

099.12 Support Firefighter /Volunteer Emergency Safety Team (VEST)
JOB DESCRIPTION

1. TheSupport FirefighteWolunteer Emergency Safefygamis theposition ofthe Safety Officer and
tactical and operational sogrt andreports directly to thBivision Chief forall operational and
educational needsThe positiorof VEST is anentrylevel position for the departmesnd is a position
for volunteer members that do not wish to be active in the role of the taptcations of the

department as a firefighter or engineer.

2. The members of the VEST shall be appointed through an applicatess. No pson shall be

appointeda VESTmemberunless

A) A complete application is accepted by the department Fied &id a complete background
check is conducted

B) Meet all standards set forth by the state.
3.The VEST idirectly responsiblas thesafetyofficer for thefollowing:

A. Participating in public education activities, and ayeacy response operations

B. Strive to gain a thorough knowledge of the operation of the apparatus amdezgugwhich
theyare assigned.

C. Gaining a thorough knowledge of bafiie ground and incident safetgchniques and
skills and prepare to meet the challengieassising with the safety programs

associated with the fire service.
D. Maintaining and caring for all equipment assigned to them, their statidieandpparatus.
E. Performing other such duties as assigned.

F. Assisting with all aspects of all operatiovith the department.
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Departmental Operational Policies
100.AIDEFINITIONS

Terms used in this manual shall have the following definitions:

1. Absent without leave (AWOL):Failure to report for duty without sufficient sz and without

securing properoroval for leave in advance.

2. Acting: Serving temporarily in a position to which the member is not ordirasdigned, usually in a

position of higher rank.

3. Appeal: The right of a nosprobationary member to apply for reviefvanyorder, disnssal, or

suspension by the fire chief.

4. Chain ofCommand:The line of authority from the fire chief through a singlecsdimate at each level of

command.

5. Compensatory time:The period of time during which a member is excusaah activeduty as

compensation for hours worked in excess of the regolarof duty. Also known as "exchange time."

6. County (or city or district)The physical area within the defined boundaniethe county (or city or
district).

7. Customerindividual, Company, Agency thet not a propertpwner or free land holdevithin the

jurisdiction of Charlton County

8. Days off: The time off granted to each member without loss of pay aftendéingber completes his

regular tour of duty.
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9. Departmental ProcedureA written, numberedrganizational directivéhat establishes a standard

course of action to include inspection and maintenance time lines and processes as well as

administration processes.

10. Dismissal: The act of terminating the service of a member.

11.Eligibility list: A list of eligible candidates certifiests having qualified to be considereddor
desired position

12.Emergency callback Callback to duty when emergency conditions reqadditional personnel to

mitigate the emergency. Members shall be corsgied forcallback duty according to county policy.

13. EMS: Emergency medical service.

14.End Run The manner in which an individual or group ignore the department policies, procedures and
guidelines and conduct business or deliver a grievance without followliogg, procedures,

guidelines written for the department.

15. Fire code: Ordinance governing fire prevention as adopted btrerlton County Board of

Commissioners

16.Funeral leave: The period of time during which a member is excused fotive duy by reason

of the death of an immediate family memhbsistated in the Chanit CountyEmployee Manual

17.Gender: Within this manual, the words "he" and "his" shall be construeef¢o to both genders.

18. General bulletinsgConsecutively numbered, wett procedures used to dgdepartment policy or

procedures or to disseminate information of arfa@rent nature. General bulletins shall be kept in a

permanent file.
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19. General Correspondencé:etters of appreciation, meeting notices, and other itérais informational

nature to be posted for review. Letters of apptiri and commendation shall be discarded after 30

days. Other items shall be discardethappropriate.

20. General orderConsecutively numbered, written directives used to amendrdy @ policy, procedure,
PP@s and for i nf or maGenemahordersshakbe postedioareviewand kapaitau r e .
permanent file. Newgeneral orders shall be read aloud to members at roll call by the offoterge.

Members shall alsbe required to initial new general orders todatk that they have read the order.

21.Immediately: The term "immediately” shall be construed to mean "as soposagle and

practicable.”

22.IncompetenceThe inability to satisfactorily perform one's digtior responkilities.

23.Injury on duty leaveThe period of time during which a member is excusa duty by reason of

being injured while on duty.
24. Inspection: The periodic exam of personnel, stations, or apparatus for appeareadiness, fithess
for duty, and attention to duty according to standaed®ut in the rules and regulations manual,

standard operating procedurasd general orders.

25. Insubordination: The willful disobedience of any order, lawfully issued sugerior officer, or any

disrespectful, mutinous, insolent, or abusive langtagard a superior officer.

26. Length of service: The period of time starting from the date a member's emmglot/begins until the

present or until the date the member's employment ends.

27. Kelly Day: A day off or vacation day taken at a scheduled interval in addition to normal

time off or vacation without compensation.
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28.May and ®ould: The word "may" is permisge. "should" is advisory. Where used, the word

"should" implies that, while the proce@us not mandatory, it is in the best interest of everyone

involved for the procedure to be followed.

29. Members: A collective term applied to all persons on the department's payroll.

30.Memo: Consecutively numbered correspondence, generally of an inimmadanature. Memos may
address administrative policies and alter oifglaputine practices but may not alter or amend an item
addressed in theepartmental Policgection of this manual. Memos shall be posted for review, if

appropriate, and shall beaintained in a permanent file.

31. NREMT-B: National Registry Emergency Medical Technician Basic Life Support Level

32.NREMR: National Registry Emergency Medical Responder

33.Neglect of duty: Failure to give proper attention to the performance of alug/s

34. Nonrsworn employee: A civilian, norruniformed employee.

35. Oath of office:The oath each member takes at the time he is commissidoede department's
service.
36.0n duty: A member is on duty during the period of time when he is actreslyonsibldor or

engaged in the performance of his duties.
37. Off duty: A member is off duty on his days off and when on authorized leave and free of the

responsibility of performing usual routine duties. Technicalljmember is on duty at all times and

may be subjet to recall at any time.
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38.Order:An instruction or directive, either written or oral, issued by a supefficer to a subordinate

or group of subordinates in the course of duty.
39. PersonnelFire department employees.
40. Plural wordsWithin this manual, isgular words include the plural aptural words include the

singular.

41. Policy: A written, numbered and approved rule, regulation and/or directive that establishes and supports

the principals of the department and governing body.

42.Probationary periodfhe initial six months (or other period of time) of nappointees' service,

beginning with the date of employment.

43. Promotion:A change in a member's employment status to a position of gesgensibility or higher

classification.

44. Promotion listsA list of eligible candidates certified by the human resources department as having

qualified for promotion.

45.Reqular duty callbackCallback to duty to fill a vacancy on a shift whamther member's absence

leaves that shift below the minimum staffing level.

46.Rank:A grade of official standing. Each class of members of the departmestitutes a rank.

47.Ranking officerThe officer having the highest rank in grade for the longesbd of time, unless

otherwise designated by competent authority.

48.Relieved ofduty: An employment condition during which a member isnegjuired or permitted

to perform assigned duties but retains pay statusember generally is relieved of duty when

under investigation.
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49. Reserve membersAll persons in the department whapide complementarstaffing without formal

compensation.

50.Resignation: The act of voluntary termination of a member's service.

51.RetirementTermination of a member's active service by reason of attairohtird statutory length of
service and age regaments or because of an ipaaitating disability.

52. Rules and regulations manuak written collection of administrative policiegperational

procedures, and rules and regulations authorized by an oritherfo€ chief.

53. Special order:A written, tnnumbered directive that addresses a spawsiance where a policy or
procedure will be changed, altered, or amendea $pecific period of time. Special orders will be posted

during the specifietime period and shall be discarded after they expire.

54.Shall and will: The words "shall" and "will" as used herein indicate that #ution referred to is

mandatory.

55. Shareholder: Resident Free Landholder, Taxpayer Business, or commercial occupansy that i

within the jurisdiction of Charlton County

56. Shift Leader:Same rank and responsibility of a Captain as referred to in this document for the

purpose of definition and explanation of responsibility.

57. Sick leave: The period of time during which a member is excused from active duty by reason of

illness or injury that prevents the member from perforrisgluties.

58. Special bulletin: A written, unnumbered procedure covering a specifi@sdn or event and that

applies for a limited period of time.
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59. Special duty: Any duty that requires a memiterbe excused from his relguduties.
60. Special order: A written, unnumbered directive covering a limited periotimae during which the
rules, regulations, or standard operating proceduilebe changed. Special orders shall be kept in

a permanenile.

61. Standby callbackA recall of oftduty members for standby duty in a statiosed during

emergency conditions or during periods of peak activity.

62. Standard Operating Guideliné: written, numbered organizational standduat establishes a direarti

or course of action.

63. Superior officer: Any member with supervisory responsibilities, either teragoor permanent, over

members of a lower rank.

64. Suppression personné&ltembers assigned to firefighting and emergemegical service

response dutte
65. Suspension:An action taken whereby a member is denied the privilege foirpeng his duties as a
consequence of dereliction of duty, breach of discipimsgconduct, or violation of regulations.

Suspension is either the first stephe disciplhary process or the penalty assessed.

66. Sworn employeeA uniformed employee.

67.Tense: Words used in the present tense include the future tense.

68. Through official channelsThrough the hands of the superior officer in ¢thain of command.

Written and orBcommunications may be passed through interoffice mail or voice mail unless the

urgent or sensitive nature of the meatrequires personal fateface contact.
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69. Tour of duty: The hours during which a member is on duty.

70. Vacation leaveThe vacatioriime granted to all members of the department each year as

established by the board @immissioners.

71.Workday:A tour of duty.
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Departmental Operational Policies
100.@ Administration

1. A Bulletin Board shall be provided for postigeneral orders, spatorders, and memosThe purpose of the

Bulletin Boardshall be to facilitate commugations and promulgate policy.

A bulletin board for posting items of general correspondsraeilable to all District Chiefs No item shall be

posted withouthe approval ofhe Hre Chief.

2. A manual containing the department's policies, procedures and standard operating gaidelines

Memorandumshall be provided for each work area and available in electronic PDF format.

3. EveryDistrict Chiefor his/her eésignated representatisball be responsible for maintaining thdaletin

boards, and manuals described above.
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Departmental Operational Policies
100.03Chain of Command

Purpose
To provide specific guidelines to follow when a member is emggigi written or verbal
communicationsvith another member.
Intent
To aid in ensuring effective communications and appropriate involvement of members in
the communications process.
Responsibility
Members:
1. It is the responsibility of each member to kntve Chain of Command of this Fire
Department.
2. Members are expected to follow the guideline set forth irPtsG.
3. Follow current Departmei®. P. G.regarding Documentation, Communications and
Notification when using the Chain of Command.
Accountability
Members:
1. All membersCareerandVolunteer shall be accountable to each other regarding the
ascending or descending Chain of Command.
2. Members can assume that unless otherwise stated, the Chain of Command as established
in thisP. P.G. is being adhered to.
3. When an occasion arises that the Chain of Command is not followed it is the

responsibility of the members participating in this exception to notify the affected parties.
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Chain of Command: Ascending and Descending

Commurications structure.

General: Chain of Command includes all ranks.

Administrative Operationflraining & Continuing Education
Fire Chief
Deputy Chief

Division Training Chief
North District Chief
SouthDistrict Chief

Captain

Lieutenant

Enginee

Firefighter Il

Firefighter |
PROBATIONARY Firefighter

V.E.S.T. TeartBSupport Firefighter

Fire Chief

DeputyChief

V. E.S. T. Team/Support Firefighteeader
V. E. S. T. Team/Support Firefighter

Fire & Life Safety Educabn
Fire Chief
FLSE Team
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Chain of Command Process

Ascending Chain of Command-rom Lower Rank Upward:

1. All communication pertaining to department issues and/or business must follow the ascending
Chain of Command.

2. In cases of emergency or extreme urgency, the memtiating the communication must
convey that urgency to the immediate ranking member.

3. When an issue or communication is stopped at a level that is unacceptable to a member, the
member may elect to have his immediate supervjsufgervisor hear hissse.

4. When a members request to go up the Chain of Command to the next level, they may do so when
accompanied by their Captain or with the written acknowledgement of that Captain.

5. It is required of thaigherrankingofficer to notify the next membeip the Chain of Command,
when a subordinate requests to go to the next level in the chain.

6. On Emergency scenes no member will disrespbigtheerrankingmember by talking over them

either on scene or by radio.

Examples:
1. Therewill be threeCaptans at everystation unless thee personnel are gone on a call or on
leave of some typeNo member should be on the radio unless they are first on andra
they have immediate emergency traffic
2. If ahigherrankingofficer is on scene and establksl commangdho member shall talk over the
Incident Commander on the radio or redirect personnel on scene after an order has been given,

unless immediate safety is an issue.
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Descending Chain of Command: From High Rank Downward.
1. Communicationpertaining to department issues and/or business should be conveyed through

the Chain of Command.
2. In cases of extreme urgency, the member initiating the communication must convey that
urgency to the subordinate member.
General
Communications:
1. The Chain of Command is established to provide a mechanism to enhance the effectiveness of

communications.

Authority:
1. The Chain of Command is a means of empowering members to address needs of the

Department and its members in meeting our goals and objectives
Flexibility:
1. Members may elect to communicate outside tF
authority is exercised to meet our goals and objectives.

2. This procedure can be circumvented, but follgwnotifications of all affected parties will be

made.
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Departmental Operational Policies

100.04 Acting In A Higher Classification

1. Whenever a temporary vacancy exists in a classified pofitiomore than 180 daymndsubjectto the
department's staffing guidelines, the position shall be fillechbtharmember of the department to maintain
appropriatestaffing. If a member of theame rank is not available to fill a position, a member from the rank

immediately below the vacant position may be appointed temporarily.
2. Temporary appointments to glhér classification shall be made from the biity list for that position.

3. If no eligibility list exists on the date of the appointment, the followoligiesshall be followed in making the
appointment:

A. The appointment shall be made from gaskrimmediately below theacant position

B. No person shall be appointed as a driver unless he has successfiylgted an
ISFAC/PROBOARDC rtification Course or &NFPA 1002 Professional Qualifications for

Driver Operator pumps anbbr aerialcourseandor passedhemostrecent annual driving
evaluation.

C. The Fire @ief shall have the authority to make the temporary appointaftenreviewing the

qualifications of the members eligible for appointment.

1. When a temporary assignment endsyeanber shall return to his previopssition and
pay scaleunless the individual is promoted to the position by the assignment board.
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Departmental Operational Policies

100.05Equal Employment Opportunity

1. Membership, eployment and promotions withihg department shall be based on valier@ated needs

and criteria.

2. Supervisory and employmemeated decisions shall not be based on age, dahility, ethnicity,
national origin, political affiliation, race, religion, gendersekual orienti#gon, unless such factors are

directly related to bona fide positignalifications.

3. All members shall become familiar with and comply with the provisions girikdiction's Equal
Employment Opportunity Policies and Affirmative ActiBtan.
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Departmental Operational Policies
10006 Volunteer Firefighter Membership Requirement

Scope:

This policy was developed to ensure that those who tesurfor theCCFRare, within reason,
able to respond to incidents in a time frame appropriate for the incidlénalso promulgated to ensure
those who are stakeholders of the community are able to be participants in their own protection.

1. A perspective volunteer member of BEFRmust live withinthe Charlton Countyor a
reasonable distance in a joining cquahdupon approvawill be assigned to statiord area of
responsibility that iglosest to the individuals address

2. The perspective member must complete an application, and assessment process described in this
P. P. G. to be eligible for membership.

3. Any person living withinCharlton Countyr has an interest in serving Charlton Cousttgll have
the opportunity to serve as a Volunteer of @&FR

4. Each prospective member must participate and successfully complete all partitions of the
Assessment Processbecome a member of tRECFR

5. This Assessment includes the following:

a. Written Assessment
b. Physical Assessment
c. Oral Interview by a board of their potential peers

6. Each potential candidate will also agree to a background investigation to ensure ttthvitheains
of high moral character.

7. Upon successful completion of taesessmenbackground checks and approval of the Leadership
Team the applicant will be presented tedppropriate governing body as a probationary member.

8. Onceaccepteds a member of the CCRRe individual will be orprobation for one year.

9. During probation the individual will train and show competency in the needed skills to work on the

Fire Groundss set by the Georgia Standards and Training Council
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Departmental Operational Policy
100.07Required Training Hour s

Purpose:

Establish a standard and policy for the minimum Continuing Education requirements for all
members of th€CFR.

Scope:

Each member is assigned t&tationfor training and administration purposes. This will
allow for more flexible training fomembers and the ability for members to become more proficient in

their skills as determined by their level of qualification.

Every member of th€CFRis responsible for following this policy to ensure that the
department is capable of safely and effety mitigating emergencies when thegcur.Listedbelow
are the needed hours to stay current as per the NFPA standard and the recommendaB##Sdf@he
The hours that apply to each individual will be determined by the qualifications of the indiidaa
minimum acceptable hours for all memberfoisy-eight (48) hours of continuing education no matter
the level of qualificationThe member will be responsible for obtaining the needed hours to maintain

responsibility in their respective positioasd membership with the CCFR

Eachmembelis required to maintaiforty-eight (48) hours ayearminimum of continuing
educatiorwhich the minimum topics shall includgasic Firefighting Skik, NIMS/ICS, HAZMAT,
Extrication/Rescue, Company Operations & Tactics, etc., and atraidraum of two (2) night drills at
thestation level

Each EngineéDriver Operatoshall in addition to théorty-eight (48) hours a yehe
requiredtwelve (13 hours ayearminimum of two (2)oneday Engineer continuing education sessions per
year.

Each Officer shall in addition to the r@gedannualhoursfor Firefighter and Engineer shall
maintain sixteen (16) hours a year of Officer orientated continuing education as well as the necessary

hours for continuing education for Engineer and Firefighter.
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QUALIFICATIONS

HOURS

Per Year minimum

Firefighter NFPA 1001 | & Il 24
Emergency Response with POV 12
Hazardous Materials Response Operations NFPA 472 12
Hazardous Materials Response Technician | NFPA 472 24
Open Water and Swift Water Rescue 24
Wildland Interface \&hicle Operator 12
Driver Operator Pumps NFPA 1002 24
Driver Operator Aerial NFPA 1002 24
Fire Service Instructor NFPA 1041 40
Fire Officer I, Il NFPA 1021 24
Fire Officer III,IV NFPA 1021 24
Fire Inspector NFPA 1031 36
Safety Officer NFPA 1035 12
National Registry& Georgia EMT 24
National Registry& GeorgiaMedical Responder 12
Vehicle Extrication Passenger and Commercial 12
Agricultural and Forestry Equipment Rescue 12

Examplefor Volunteer Member:

A member idNFPA 1001 Base#irefighter | & Il , NFPA 1002 Driver Operator & EMB the following

hours are required:

NFPA 1001 24
Driver Operator 24
EMT-B 24
HAZMAT 12

84

The minimum hours needed for the memb@&dibours of Contuing education for one year each year.
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Departmental Operational Policies

10008 Disciplinary Actions

1. Disciplinary action is a tool to allow supervisors to deal effectively with membere performance or

conduct is unacceptable.

2. Disciplinary actionshall betaken to promote the efficiency of department operatiorexercising
discipline, the department will give due regard to each menibgalsights and will ensure that
disciplinary actions are based on objectivesamations without regard to age, color, disability, ethnicity,

national origin, polital affiliation, race, religion, gender, sexual orientation, or other no merit factors.

3. Disciplinary actions shall be divided into three categories for the purpas®iding correctiveactionsfor

minor incidents up to thierminationof a member fogrievous actions:

A) Minor Infractions of Department Policiesay incur one or more of the following
1. Mandatory Retraining
2. Restriction of Brticipation
3. Extra Duty/Responsibilities

B) Midlevel Infractions of Department Policies may incur one or more of the following:
1. Suspension for 30 to 60 days
2.Reduction in Department Rank
3. Probation for Si(6) Months

C) Major Infractionf Department Policies may incur one or more of the following:
1. Termination of Membership

All disciplinary actions will be decided on by the Command Staff afi¢partmentChief, Deputy

Chief, North and SouthiBtrict Chiefs and Battalion Chief
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Departmental Operational Policies

10009 Grievance Procedure

1. A grievance is a complaint or dispute by a member relating to employmémtembership,

including the following:

A. Disciplinary actions involving dismissalgdemotion, or suspension, providedhat dismissals are
within the definition of a grievancewhenever resulting from formal discipline orunsatisfactory

job performance.
B. The application of personnel policies, rules, regulations, procedures and guidelines

C. Acts of retaliation resulting from the use of the grievance procedure, parpation in the grievance
of another member, compliance with any federal ostate law, reporting any violation of such law
to a governmental authority, orseeking any change law before Congress or the state legislature

shall be protected by the appropriate governing laws, ordinances, policies or statutes.

D. Complaints of discrimination on the basis of age, color, disability, ethnicity, national origin,

political affiliation, race, gender, or sexual orientation.
2. A member who believes he has a legitimate reason to file a complaint or grievance

A. When a member believes they have a valid grievance the individual shall put the said grievance in

writing and sign the grievance.
1. The written grievance is given to thd®istrict Chieffor action.

a. If the grievance is against District Chief or Officetthen the grievance can be
delivered to theFire Chiet

b. Any grievance against the Fire Chief shall come directlyttee Fire Chief and
be in writing with signature; this grievance will be forwarded unopened to

the County Administrator for review.

55




2. Aresponse from the lead Authority (theCounty Administrator or Fire Chief) shall be given

in writing within Fourteen (14) days of submitting the grievance.

3. Ifthe member is not satisfied with the response or action taken as a response to a grievance
then the member can request a hearing of grievance and have it herd by a panel consisting

of:
1. 1 Fire BoardMember
2. 1 County Commissioner
3. County Administrator
4. Fire Chief
5. Legal Counsel

4. The decision of this panel shall be the final decision for all grievances.
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Departmental Operational Policies
10009 Media Relations

1. Statement®tthe media, news releases, media campaigns nt er net fibl ogo i nf or mat
departmental activities, personnel, andidronsmustbe approveddy the fire chief andwill be released
by the Fire Chief or thdesignatedPublicInformation Officer.

2. An incident commander is authorized to provide the media with general clata#sning an incident.

3. Communications personnel arghorized to provide the media with a list of dexits this information shall

be limited to the dates, times)d locations of indents.

4. Information pertaining to the cause and origin of an incigheist be approvetby the fire chief and

will be released by thaesignatedPublic Information Officer.

5. Any and all hformation relating to personnel mattetspartment policy, department litigmn, or other

sensitive mattershall be released only by the fire chief as allowed by state and federal laws.
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Departmental Operational Policies
10010 Resignations

1. Amember is requested to provide at leasttiweks' notice ahtentto resignfrom the department, to allow
ampletimeto process the notice. The fire chief mave the notice requirement and allow the resignation to

become effective imnakately on receipt of a member's intention to resign.

2. Notice of resignation shall be in writing and shall be delivered to the melntr@esliate supervisor. The

supervisor shall forward the notice to the applicdblgartmenthief for processing.
3. A resigning membewill be informed of anynformation rehted to benefit options.

4. A resigning member shall turn in all uniforms, pagers, keys, and other pisgpeaety by the department.

A member may be assessed a replacement cost ficemmihat is not returned or is returned damaged.

5. See also the ajipble section aheCharlton CountyHumanResources Handbook.
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Departmental Operational Policies
10011 Promotions

1. PromotionaRAssessmentshall be competitive and open to all persons who hat@aounsly held a
position in the next lower class#iton or an equivalent positias specified by the fire chief for two years

or more immediately prior to the datkthe exam.

2. When an insufficient number of members in the next lower position qualify to take the exam, the fire
chief may extend the exato members with fewer thawo years of service. If an insufficient number of
personnel qualify even after tlagtension, the fire chief may extend the exam to members in the next
lower position, based on salatyne served to that for which the exam to be held. The fire chiefso

may open the exam to external applicants.
3. All qualified applicants shall be invited to participate in an assessment for Promotion.

A. At least90 days prior to any promotional exam, notice shall be posted oletndubardin the
fire stations. The notice shall indicate the position for which the exarbesteld; the date, time,

and place of the exam; the minimum qualifications ésketal for the positioand the deadline for

receiving applications.

B. All questions on the written portion of the promotional exam shall be ta&ensource
materials listed in a notice posted at |&stlays prior to thexam. The source materials shall

be made available to all members involved.

C. All applicants shall be givean identical written exam in the presence of edblr. The
participants shall be notified of tipeeliminary results of the written portiawithin 72 hours

of completion of the written exam.

D. The maximum grade possible on the written exam shall bpdi®8. All pesons scoring at

least 70 points on the written exam shall be eligible to prdcetb@ performance assessment

portion of the process.
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E. Each applicant mawithin five days ohotification of thewritten exam result$iave one
opportuniy to examine hikierexam paper. If the member is dissatiststh hishergrade,
he'shemay file a written appeal with the fire chief. The fire clsieéll rule on the validity of
any appeal within 10 days of receiving it.

F. The second phase of the patianal process is a performarassessmenmbnsisting of
exercises designed to measure each member's ability to perform wgkatre the position.
This part of the process may include tactical exer¢sassesthe member's leadership

capability,ability to perform administrative tasks.h& assessment parstlall scoreagainst a
maximum possible score of 100 points.

G. The applicants with the highest scores from both the written and performance portions of the
assessmehall be invited to an alFassessment interview by a panel of professional pékees.
board shall reflect the position the process is being utilized for a minimum of five voting members

and the Fire Chief who will conduct the process as avoting mediator for the process.

Engineerd Board:
Fire Chief (mediator)
Deputy Chief
Two District Chiefs
Minimum of 1 Captain(from other than the assigned Station)
Minimum of 1 Lieutenanffrom other than the assigned Station)

Minimum of 1 Enginee (from other than the assigned Station)
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Li eut eBoarcht 6 s
Fire Chief (mediator)

Deputy Chief
Two District Chiefs
Two Captaingfrom other than the assigned Station)

TwolL i e ut éranaatherdhan the assigned Station)

Capt aBoard s

Fire Chief (mediator)
Deputy Chief
Two District Chiefs

ThreeCaptaingfrom other than the assigned Station)

District Chief Board

Fire Chief (Mediator)
Two Fire Board members
DeputyChief

District Chid

4. An applicant's position on the final eligibility list shall be determined byagu®g tte scores of the
written portion the performancassessment and oral interviddnlessexhausted, an eligibility list
shall remain in #ect for one year from the datieat theleadership team certifies the ligit the end of

oneyear, the list shall expire.
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5. When a vacancy occurs, the fire chief shall interview the three individutide ehgibility list with the
highest grades, ar shall be free to select the dreedeems most qualified for the position. Anyone

not selected shall retain Ipssition on the list until the list expires or until the member is promoted.

6. All promoted persons who accept the promotion shall (or b&ygquired t@ass an appropriate medical

exam, a psychological exam, and a controllegdtsuice screening prior to appointment.

7. A waiver for promotion may be approved by the Fire Chief arslgreed byCounty Administrator
and approved by the Figoard A promotional wavier may be approved for one restrictive action per
applicant. Once a promotional waivergprovedjt cannot be used by that individual for any other

promotion without written approval by the Fire Chi€funty Administrator anthe Board of

Commissioners

8. Promotional Waivers may be issued for:
a. Time in Servic€probationary availability)
b. Time in Classification
c. Enroliment but not completed required Certifications
d. Written agreement to achieve requiredtiieation/s within an agreed period.
1. This waiver requires a probation period and consequences statement
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Departmental Operational Policies

100.12 Seniority List

1. ThedepartmenChief shall prepare seniority lists feachcareer positioniThis sniority list shall be utilized
for entitlement to have priority for time off

2. The seniority list shall classify members according to rank. Members shstiéddoy rank in descending
order. Members shall be listed in their respeatawdk by time irgrade. The member in a respective rank for

the longest period dime shall appear at the top of the list for that rank.

3. If two or more members of a given rank have the same time in grade, their positions on the seniority list shall
be based on theiespective dates of employment. If their dates of employment are the same, their positions

shall be determined bglphabetical order of the last name.

4. The seniority list shall include each member's date of employment and tbitatmember's mostcent

promotion.
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Departmental Operational Policies

10013 Non Member Visitors

1. Members are permitted to have visitors at tiesipective stationgll visitors shall be escorted at all times
no exceptionsAs our departmerdtationswill have visitas it is our responsibility to ensure their

safetyAT ALL TIMES . As a part of the daily business of GEFR,visitors from the community

will come to our department from time to time.
2. All visitors shall be escorted when @CFRproperty for their safetyotensure no unnoticed
hazard will harm the visitors.

3. No visitor shall be unaccompanied when they ar€GRRproperty.

4. Visitors are not allowed to enter the apparatus bay unless prepeoiyed by a department member.

5. When escorting visitors in an apatrs bay, members shall not allow children to playmynd, or with

emergency apparatus or equipment unless carefullglesely supervised.
6. Amorous activity with a visitor is not permitted.

7. Visitors are expected to abide by department rules gthtmns while at firestations or other work

sites.
8. Minors shall at all times remain under the supervision and control of an adult.

9. Exceptions:
a. Course Participants who have beeiefedd on hazards on and in thepartment.
b. Personnel who have signed apical fithess wavier to participate in health and wellness
programs.

c. Any City, Countyor State Official that is at the department on official business.

64



Departmental Operational Policies
101.01 Code Of Conduct

1. As a basic condition eimploynent and membershipll members have an obligation to condbetnselves
in a manner that serves the public interest, upholds thie pulst, and protects the department's resources.
To this end, all members hate responsibility to:
A. Perform their dties to the very best of their abilities and in a mannerdledficient, cost

effective, ad meets the needs of the public

B. Demonstrate integrity, honesty, aaqgpropriatesthical behavior in the conduct of départment

business

C. Ensure that psonal interests do not come in conflict with official dutiesaraid both actual
conflicts of interest and the appearance of conflicts oEsttevhen dealing with vendors,

customers, and other individuals doing bass or seeking tip business witthe department

D. Ensure that all department resources, including funds, equipment, velmdliether property, are
used in strict compliance with department polieied solely for the benefit of the department

and the community

E. Conduct all deaigs with the publicgity and countyemployees, and other orgariaas in a manner

that presents a courteous, professional, and sei@ded image of the department

F. Treat the public and other employees fairly and equitably, without regegd,tmlor, disability,
ethnicity, national origin, political affiliation, racegligion, gender, sexual orientation, or any

other factor unrelated to tliepartment's business;

G. Avoid any behavior that could fall under the definition of misconduct idighiplinary section of
theDepart ment 6s Pol i ci es, Charlton CoantfHumamResoarcesl Gui d e
Handbook;
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H. Report for duty at the appointed time and place fully equipped, fit, ant queleorm

assignments.

2. Officers and supenass shall set an example for other members and heespansibility to ensure that
their activities and decisions pertaining to comityservices, personnel actions, and the management of

public funds are congent with the department's policies andcpces.
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Departmental Operational Policies
101.02 Obedience To Orders

1. Members shall read and become familiar with the department's rules, regulations, policies, pavckdures
guidelinesNo plea of ignorance of the rules and regulations will beptet@s an excuse for any violation

2.Members shall promptly and willingly respond to the lawful orders of supficers or acting officers.
Refusal to obey a lawful order shall constitute instibation. Obvious disrespect for or disruption of a

supervisor's order likewise shéle deemed insubordination;

3. Members shall abide by federal and state law, local ordinances and rules, and the department's general orders
and rules of condugpolicies, procedures and guidelingembers shall not be regel to obey orders that are

illegal or in conflict with the departmentles regdationspolicies, procedures and guidelines

4. Members shall not publicly criticize or comment derogatorily to anyone mistiutctions or orders received

from a superiorfficer

5. Supervisors and acting supervisors shall refrain from exceeding their authgixiiyg orders. The wrongful

or injurious exercise of authority is prohibited

6. Every officer, on and off duty, will be held responsible for enforcin@@ERP.P. G If a violation comes to
an officer's attention, that officer shall imdietely notify the member of the violation and take corrective
action.Should arofficer fail to report a violation of an order or the department's rules, that sfimébe

equally responsible for the violation

7. Should a member receive an order that conflicts with a previous order, therrakatinotify the officer who

issued the conflicting order and shall be goveletthe oficer's subsequent instructions

67



8. Any member who is given an order he believes to be unjust, improper, or ctmtaaggneral order or rule of
the department or a federal, statgyalicies, procedures and guidelirst®uld respectfully decline to obey the
order and shall state the reasordimngso. The member shall request that the supervisor of the person issuing
the ordeibe contacted for instructions if the person issuing the order does not resatedtbe original
order

9. A member may appeal for relief from orders or instrustibat the member believes to be illegal, unjust,
or improper. See the appropriate section ofiteep a r t polieies,tp@cedures and guideliréshe
Charlton CountyHuman Resources Handbook pertaining tadtee u n policg an this matter
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Departmental Operational Policies

101.03 Professional Relations

1. CCFRmembers shall exhibit courtesy and respect to all officers and affioeys. While on duty, all

officers shall be referred to by their appropriate rank.

2. Supervisors shall exhibit cdesy and respect to their subordinates and sbkatlall members in a fair

and impartial manner.

3. Members shall treat one another with due courtesy and shall not engageplayhorsksrespectful conduct

while on duty.

4. Members are required tpesak the truth at all times, whether or not under @atwing testimony, in

connection with official orders, and in connection withoifi duties.

5. Members shall not make false reports concerning any department business or the personalrcharacter o

conduct of any member.

6. Members shall exhibit courtesy and respect to membersaditiraunity and any employees of city or
county agencies

7. Members are required to give their name and rank whenever requestaerper of the public.

8. Should anember have a complaint against a member of the public, he shaliddhe complaint in writing

through the individuals chain of command.
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Departmental Operational Policies

101.04 Personal Appearance

1. This rule applies to all members while on dutgfficially representing theepartment at a public
meeting, training session, seminar, conference, or sithéar event.

2. Members shall maintain proper personal hygiene while on duty.

3. Uniforms and shoes shall be neat and clean and shall confdrerémuirenents set forth in
Departmental Operational Polit92.08Uniforms.

4. When not in uniform, members who are on duty or who are representatgptrament shall dress in a
professional manner that is appropriate for thesimeaAt no time wite in uniform shall a member wear
jewdry, pins, ribbons, btins, or an article of clothing that constitutes an advertisement; a religious,
political, or social viewpoint; or a message that is offensive to anyone on thef bgsiscolor, disability,

ethnicity, national origin, race, religion, political affiliatiagender, or sexual orientation.

5. Hair shall be kept clean and wgtbomed, shall not constitute a safety hazard, and at no time shall
interfere with the use of protective clothing or eguent.

6. Beards and goatees are prohibited. Neatly trimmed sideburns and mustguwesitiesl provided they

do not interfere with the use of protective clothingguipment. Sideburns shall not extend below the
base of the ear and mustactlesll notextend below the bottom lip.

7. Members of thdepartmenshalllimit their use of jewley to awrist or pocket watch, a wedding ring, and

one school or university ring. Thagems shall not interfere with the proper use of protective clothing or
equipmen Earrings, ear studs, bracelets, neck chains, and so forth are prohibited

8. Members who are not involved in emergency response operations shall lirngdtaijewelry. Items that

create excessive noise, interfere with job performamamnstitutea safety hazard shall not be worn.
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9. Male department members are prohibited from wearing earrings and edfestodle members, other
than those in the emergency services division, finalltheir use of earrings and ear studs to a single

pair. Nosegwelry or other items that draw attention to the wearer are also prohibited.
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Departmental Operational Policies
101.05 Physical And Mental Fithess

1. All members are subject to the jgmployment, retention, releasework, andreevaluation physical

examnations

2. Each member shall remain mentally and physically fit and shall be ablétodas job duties.

3. When appropriate, members are encouraged to take advantage of thememdssbytheCount y 0 s

Employee Assistance Prograsneded through the department Fire Chief
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Departmental Operational Policies
101.07 Station Duty

1. District Chiefsand the Battalion Chiefe responsible for ensuring that the tasks ass@eatbmpleted in
a timely manner and thetteir apparatus andgbsion are clean and the company capable of responding to
emergencies.
2. District Chiefs and the Battalion Chigfay waive the tasks assigned according to the daily work
schedulevhen special circumstances warrant. Any activity not coegpietsuch a siation shall be
rescheduled for the next tour of duty and shall be completed aasspractical. Special circumstances may

require that a crew continue to work aftezir normal relief time to complete an assignment.

4. District Chiefsand the Battalion Chieshallensure thaall activities are logged as appropriate and are

accurately managddr each tour of duty.

5. Engineershall completea Weekly Preventive MaintenanC@ecklist for their assignexpparatugor

ead station
6. Protective clothing shall be stored properly ahdll not be left on the apparatus.

7. ALL M EMBERSmust ensurdhat fuel, utilities, and station supplies are uastheeded for

department business only armhsewatively.
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Departmental Operational Policies

101.08Vehicles And Equipment

1. General requirements

A. Vehicles and equipment shall be maintained in a constant state of readiness and availability for

complete and immediate use.

B. Members shall be responsible for the uskcame of vehicles and equipmeassigned to them or

entrusted to their care.

C. Members shall immediately report any loss, damage, or malfunction citappa equipment to the
member's supervisor. Damage, destruction, odiesgo the member's negtnce may result in his

being required to makestitution. Disciplinary action also may be taken as appropriate.

D. Members shall return vehicles and equipment issued to them or entoubkigdcare immediately on

separation from service.

E. Aqualified Engineeiis required to drivell apparatus that are considered Class A Engines/Pumpers or
Tendersowned or operated by the departnsdall possess an approprjatalid driver's licensand

have met the requirements and qualifications for the ajysaor vehicle assigned

1. Volunteer members not on probation and have completed Firefigippedification may be
authorized to operate the departmentds s mal
Firefighting units/ Brush Trué¢Rescue/Scad/Utility.

F. Members shall drive in a safe and prudent manner and shall obey aildeiéideral, state, and local

traffic regulations when driving or operatingehicle owned or operated by the department.

G. Members shall properly wear safetgtraint devices whenever drivingrating in a vehicle owned

or operated by the department.

H. Members shall not use tobacco products while driving or riding in a velinked or operated by the

department.
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2. Use of department vehicles

A. Vehicles owned or operated by the department shall be usagi@tionabusness onlyOperational
business means any authorized work or activity perfobyj@dmember on behalf of tCFR

B. TheFire Chiefmay authorizeise of apparatus for special eigetogistical needs and necessary use for

the station The company must maintain radio contactranahin available for calls.
3. Taking vehicles home

A. The following members are authorized to take a vehicle home: the Fireadbi€feputy Chieivho are
subject to callback for emergenagidents andmanagement activities

5. Injuries and property damage

Any accident or collision involving damage to any vehicle or property or injaryt@erson shall
be reported immediately to the appropriate law enforceagamicy and to the member's

supervisor.
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Departmental Operational Policies
102.0L Uniform Usage

GeneraRequirements.
Volunteer members are required to follow this policy when assigned or voluntary conducting duty for

the CCFR. Normal meetings for Maintenance, Training, or Business will not requnir®an.
A. All members shall be issued uniforms and shall wear the appropritteruwhile on duty. Thipolicy

does not apply to there Chief, as the duties of the position may require other appropriate attire
B. Uniforms shall not be worn ofiutly except as provided in this section.
C.Members of the department shall report for duty in the prescnitifedn.

D. Only uniforms issued and approved by the department shall be worn while on duty oreatasttser

identified herein as appropriate.

E. Uniforms shall be kept clean, neat, and in a proper state of repair. Faded, frayed, amat vtenms

shall not be worn but shall be turned in touhdorm officer for proper disposal.

F. Jacket and shirt pocket flaps shall be buttoned at all timelsetBshall béee of objects that create

bulges or that otherwise detract from a professapaarance.

H. A member in uniform shall at all times wear a belt. Only departisgntd belts may be worn with the

uniform.

l. Shoes and boots shall be kepbo and polished at ailtes Members with emergency response duties
shall wear only departentissued shoes and boaisdmembers without emergenogsponse duties
shallalso wearblack leather lacgype or Wellington style (smootigundtoed, pulon) boots. Tennis
shoes, loafers, and other types of cafaavear may not be warn
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J. Rank insignia for collar brass for the clas&A uniform:

1. 5 Crossed Bugl&hief
2. 4 Crossed Bugl€eputyChief
3. 3 CrossedBugles DivisionChief /District Chief

4. 2 Crossed BugleBattalion Chief

o

2 Bugles Parallel Captain

o

1 Bugle Lieutenat
7. ENG. Engineer

8. F.D. Firefighter Il & Firefighter |

©

V.E.S.T/Support Firefighter on left coll&.D. on Right Collar

C. Engineers, Firefighters, and VEST Team shall wear rhodium department rank insigniasctasgheir

A & B uniforms. All officers shall wear gold department rank insignias.

D. The insignia shall be worn parallel to the front edge of the collar, ceftanstifrom the top and
bottom.
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Uniform types

A. Class A,Full-DressUniform: Officers

Class A uniforms shall be worn at funerals, avear@monies, parades, and other events as
ordered by th&ire Chief. The unform for Deputy Chief, DivisiorChief, District ChiefsBattalion Chief

shall consist of:

1. Longsleeved shirtWhite

2. Black tie and black belt;

3. Black laceup shoes or Wellingtestyle boots with black socks;

4. Dress badge, and rank insigni&sld for Command Staff and Officers

5. Medals or award ribbons centered abovddfiehest pocket below the Department Badge

6. Gold Nameplatelnsignias, Badge$or Officers andRhodium Nameplatelnsignias, Badge$or

other members,

a. Nameplateentered on the right side of the uniform with the bottom edgeitmutie top
edge of thdoreast pocket

b. Badgeshall be embroiderecentered upper left chest above pocket
c. Rank Insignia on collar lap& inch from collar point
8. White Shirt worn as undershirt

The departmerauthorizedpatclesshall be worn on the clagsuniform.
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a. The CCFR Patch shall be worn on tte=T SHOULDER set center and ¥4 inch

below the shoulder seam.
b. The s tAathorizedrPatch Shallbe worn on th&IGHT SHOULDERSet

center and ¥4 inch below the shoulder seam.

Uniform types

A. Class A,Full-DressUniform; Captains, Lieutenant,Engineers, Firefighter | & Il, Probationary

Firefighters & Vest Team

Class A uniforms shall be worn at funerals, avear@monies, parades, and other events as
ordered by the Firelief. The unformfor Enginees, Firefighter | & Il, Probationary Firefighters & Vest

Teamshall consist of:

1. Longsleeved shirtNavy Blue

2. Black tie and black belt;

3. Black laceup shoes or Wellingtestyle boots with black socks;

4. Dress badge, and rank insigni@sild for Officers;Rhodiumfor all other members

5. Medals or award ribbons centered abovddfiehest pocket below the Department Badge

6. Gold Nameplatelnsignias, and Badges for OfficeRhodium NameplatelnsigniasandBadges

for all other members

a. Nameplateentered on the right side of the uniform with the bottom edgeitmutie top

edge of the breast pocket
b. Badge shall be embroidered centered upper left chest above pocket

c. Rank Insignia on collar lapel %2 inch from collar point
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8. RedT Shirt worn as undershirt
The departmerauthorizedpatctesshall be worn on the clagsuniform.

a. The CCFR Patch shall be worn on titeFT SHOULDER set center and ¥ inch

below the shoulder seam.
b. The s tAathorizedrPateh Shallbe worn on th&®IGHT SHOULDER set

center and ¥z inch below the shoulder seam.

B. Class B.DressUniforms

Class B uniforms shall beorn for public events and when conducting educational and informative

classes for the publimless otherwise directed. The uniform shall consist

1. For emergency response personnel
a. Red polo shirt with appropriate embroidery for individuals rank:
I.  Officers gold embroidery lettering
ii. Nonofficerssiver embroideryétterng
b. For nonemergency response persoragghropriate casual business attire

2. Navy Blue or Blackrousers

3. Black bel;

4. Black orNavy Blue Socks

5. DepartmenissuedRedT-shirtif needed as undershirt

6. Departmenissuedor approvedhoes or boots
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C. Class C,Duty Uniform

The class @uty uniform may be worn while piarmingdaily activities It shall consist of a department
issued Tshirtas a under shjror aPolo Shirtfor ambient temperaturesbove 58 F. Ambient

temperaturebelow55° F and theDepartment issued Duty Covers (Sweatshirts or Job Shirts)

1. Officers Navy Blue or BlackDuty PantsPoloShirtwith RedTee Shirtias under garmenapproved
Coat, Sweatshirt, Job Shirt as negdior weather.

2. Engner 6 s & F NavyBlue ogBlatdauty Pants, Polo Shirt witRedTee Shirt as under

garmeniapprovedCoat, Sweatshirt, Job Shirt as needed for weather.
3. Black belt;
4. Black or Navy Blue Socks;
5. Departmenissuedor approvedshoes or boots

D. Standard, Duty Uniform

The Standardduty uniform may be worn while germing daily activities. It shall consist of a departrent
issued Fshirt for ambient temperatures above®$5 Ambient temperatures below°F5and tle

Department issued Duty Covers (Sweatshirts or Job Shirts)

1. Officers Navy Blue or BlackDuty PantsRedTee Shirt as under garmeyprovedCoat,

Sweatshirt, Job Shirt as needed for weather.

2. Engi neer 6 s NavyBlueroreBfackoyity PaatsRed: TeeShirt as under garment
approvedCoat, Sweatshirt, Job Shirt as needed for weather.

3. Black belt;
4. Black or Navy Blue Socks;

5. Departmendssuedor approveaghoes or boots
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4. Physical fitness clothing

A. Members shall wear clothirigr personbphysical fitness traininthat istastefuland reflects a
professional appearanckhe clothing shall include-$hirts, shorts, anslveatpantand athletic

shoes

B. Members shall don protective clothing priorésponding to a call during a workoutity.

5. Seasonal clothing

A. The departmenmnay if availablassue jackets, coasyeat shirts, job shirend rainwear as

appropriate.

B. Thermal underweanr long-sleeved Tshirts may be worn with the uniform as appropriatel

coordinated to lookrofessional
6. Nonruniformed personnel
A. The Fire Gief may wear civilian clothinthat is professional iappearance.

B. All clothing wan by norruniformed members shall be neat, clean, and ppate for the occasion.

C. Nothing may be worn thebuld constitute a safety hazard or be offensiemtither person on the

basis of age, color, disability, ethnicity, national origiijtical or social affiliation, race, religion,

gender, or sexual orientation.
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Departmental Operational Policies

10301 Controlled Substances

1. The use of alcoholic beverages, debilitating drugs, or any substances that impair physical or mental

capabilities while on dutgnd oncountyproperty is strictly prohibited.

2. Off-duty consumption of alcohol that reflects aigely on the department or thadpairs a member's ability
to perform his job is prohibited.

3. Members shall be familiar with and strictly comply with the danmgl alcohcfree workplace provisions of

the Charlton Countiiuman ResourcdsmployeeHandb@k.
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Departmental Operational Policies

103.02 Inappropriate Behavior

The following activities are prohibited by members on duty.
1. Unlawful behavior, gambling, noisy or quarrelsome conduct, and lewd ceimidactivity.

2. Possession of a firearmather deadly weapon unless the member is aatwby the Fire Gief and

Police Chieto carry such a weapdRire Marshal)

3. Threats or acts of physical violence against members of the publimrkers,other department members

countyor city employees
4. Sexual activity to include the possession or use of printed or audiovisughiniade is sexually offensive.

5. Abusive behavior, hazing, or harassment of coworkers or members ofltbeHriseplay, practical jokes,

and other disruptive bakior is also prohibited.
6. Use of department supplies, tools, and materials to clean or repair pgesocias or property.

7. Alteration or modification of vehicles, apparatus, buildings, computeitgnas of equipment owned or
operated by the deparent without thd=ire ChiefGs authorization.

8. Acceptance or solicitation offtg, rewards, or fees for services incidental topidormance of one's duty.
In addition, no member shall be required to make a donation to any person or organizatmrdd®oa

of employmenbr membership
9. Campaigning for or against any elected official.

10.Publicly criticizing the official actions or orders of a superior officer. Nor emmyember publicly speak

disrespectfully of the department or its members.

11.Recommending or endorsing specific products, trade names, or businesses.
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12. Conducting personal business or performing any activity for which theéenevifl receive any form of

compensation from anyone other ti@marlitonCounty CharltorCounty
13. Making any personal phone call that lasts longer than five minutes.
14. Sleeping except in designated areas and during prescribed times.
15. Watching television or engaging in other recreational activities except during prescribed times.

17. Permanently parking or storing vehicles, trailers, campers, tractors, boats fartd, on department
property. Vehicles with commerciativertising orthem shall be parked away from the station and shall
not be readily visible tpassersy.

18. Making a false statement in any official communication or in conversaitiomnother member or

citizen.

19. Performing any act or making anytstaent, oral or written, about onétsmediate superior, intending
to destroy discipline and good order.

20. Performing any act or making any statement, oral or written, about oneskars, intending to

destroy morale, good order, or working relatiapshvith co-workers

21. Displaying insolence or indifference or evading duty during an emergerdgnt. Any member
found to be guilty of this offense shall be relievediatfy immediately.
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Departmental Operational Policies

10303 Sexual Harassment

1. Unwanted or unsolicited verbal or physical harassment of members by supervisors or coworkers will not be

tolerated. Supervisors shall promptly correct saetavior should it occur.

2. If a member informs a supervisor or coworker that his languagéavibeisoffensive and such conduct

continues, the member immediately should reposgithation to his supervisor or the supervisor's supervisor.
3. Appropriate disciplinary action shall be taken against a member found ghétsae$ing a fellow membe

4. All members shall comply with the ds ge&ual harassment policy as desciibdioe Charlton County Human

Resources Handbook.
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Departmental Operational Policies

103.3% Use Of Tobacco Products

1. Buildings and structures owned and operatedhaylton Countjave been degated tobaccree
workplaces. The use of tobacco products is not pernmitsgte a building, structure or property owned
or operated bgZharlton Countpr theCCFR

2. The use of tobacco products is prohibited by membehs kiding in or operaig any vehicle owned or

operated by the department.

3. Members using smokeless tobacco products shall also adher€tattien Countyobaccefree

workplace.

4. Designated smoking areas will be established by the DistrietiBatChiefs approved by the Fire Chief.
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Departmental Operational Policies

103.(3> MANTENANCE AND CLEANNG OF PERSONAL VEHICLES

1. Atno time may a member; employee or volunteer, conduct maintenance or clean a personally owned vehicle

of any type irthe apparatus bags on property owned kiie department

2. No member shall utilize department supplies or department owned tools for maintaining or cleaning a

personally owned vehicle.

3. Violation of this policy will result in the appropriate disciplinatian.
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Departmental Operational Policies

104.01 WEAPONSON DEPARTMENT PROPERTY

1. TheCCFRis tasked with mitigation of incidents manmade or natural and to do so without malice or judgment.

TheCCFRshall be a safe environment for all citizens, membedsemployees.

2. At no time may a member; employee or volunteer, possess, carry or have concealpeoaiweapon of
any type while of€ountyPropertyas per state laws during any training, emergency response or public

activity.

4. No member is authized to store a weapon department propertgt any time temporary or

permanent for any reason.

5. Violation of this policy will result in the appropriate disciplinary action.
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Departmental Operational Procedure

200.01Station Supplies

I. Scope

This piocedure regulates the procurement of consumable supplies. It wadgatted to ensure that the

proper supplies are available for cleaning maghtaining the department's apparatus, equipment, and
buildings.

Il. Procedure for Ordering Supplies

A. When sipplies are needed, the member requesting them shall com@&tgon Supply
Requisition Form.

B. The member shall specify the type and quantity of each item being reqUéstedmpleted
form shall be forwardetb the supply officer.

C. The supply offier shall compile the requisitions, order the suppliesrecwrd the disposition of
the order. Supplies will be routinely delivered to the stations on the shift day the supply officer is
working.

D. Occasionally, supplies must be obtained immediateisgso makeepairs or complete an
assignment. When supplies are obtained outkel@ormal procurement procedure, the member
responsible for obtaing the supplies shall report their purchase tdistérict Chiefas sooras

practical by completing a cgpf the Station Supply Requisition Forithe receipts for the items
purchased shall be attached to the compliered
Responsibilities

A. TheDistrict Fire Chief shall:

1. DesignatermCaptairto serve as a Building Maintenance Offitartheir respetive station

2. Evaluate the performance of fBeilding Maintenance Officepn an annual basis.
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B. TheBuilding Maintenance Officeshall:

1. Establish a minimum inventory of consumable supplies to beaimesd at each fire station and
ancillaryfacility.

2. Maintain an ugo-date ledger of expenditures fihie station

3. Refer requests for supplies the Fire @ief through their respective District Chikel
approval.

5. Notify the appropriate member in writing if an order doesn't theedg@artment's
purchasing guidelines.

6. Provide eacbfficer responsiblewith a current list of the supply inventory atte forms
required to procure supplies.

C. District Chiefs shall:

1. Maintain and replenish the inventory of consumable supgdsigred to their respective
Station

2. Maintain a record of all purchases.
3. Order suppliesach weeky completing an iteimed Station Supply Requisition Form.
4. Regulate the use of consumable supplies and correct any misusaytbetur.

5. Report to taFire Chief the theft of any items imrdately on discovery of the loss.
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Departmental Operational Procedure
200.@ Lost/Destroyed Equipment

I. Scope

This proceduresets forth the requirements for reporting the loss or destruction of equipment owned or

operated by the department.

Il. Reporting Procedure

A. On discovery that a piece of equipment has been lost, damaged, or deft®yaeinber
discovering the incidenshall record his findings on the Report of EQuipment Lost or
Destroyed form and forwdrit through the chain afommand to the Fireltef.

B. The asset numbers and replacement costs should be recorded foabhddgeéntory purposes.

Ill. Responsibilities

A. It is the responsibility of eadbistrict Chief to maintain all equipment assigd tothe department
and apparatus a constant state of readiness. To facilitai® process, each apparatus is to be
inspected and inventorieatl thebeginning of each shift and after each incident during the

procesof returningthe apparatus to sece.

B. It is the responsibility of every member of the department to prapsEndmaintain the

equipment assigned to him.

IV. Accountability

A. The deliberate or willful misuse, theft, loss, damage, or destruction ada@ngdquipment, or other
device owned by the department or other agemgyrivate individual will result in appropriate

disciplinary action as pseribed in this department's rules and regulations manual.

B. As a part of the disciplinary process, the individuals responsible faghet destruction may be

required to reimburse the department for the costs to repair or replace the equipment.
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Departmental Operational Procedure

200.38B Fire Department Library

I. Scope

This procedureegulates these of printed and audiovisual materials owhgdhe department. It was
promulgated to establish a department librarysigiimg of printed and audiovisual materials. These
materials are to be uséalincrease public awareness of fire safety, medicalganeies, and disaster
preparedness issues. In addition, the library should be used to increasedtieeckhowledge of the members

of the department.
Il. Department Library

A. Within eachfire stationthe District Chief shall assign a member vahallmaintain a library for use
by stationpersonnel. The library materials will consist of periodicalsleast one copy of study

materials fopromotional examinations, and any other relevant materials.

B. These materials may not be checked out for indalidse, loaned tanotheidepartmentor removed

from the fire station without the written peission of the Fire Chief.

C. The department library shall be maintained inStationOffice of the department. This library shall
house the vapus materialsised in training, as well as paticals, study materials, fire and building

codes, and printed materials.

B. Generally, most of these materials will be available for individual usehtawtout except where
otherwise prohibited. At least one set ofslidymaterials shall be placed on reserve and shall not

be removed from thigrary.

C. From time to time, the department may issue printed items or textioookkviduals for their use
while employed by the department. Tdhepartment retains continuoosnership of these
materials. When these items are issued to an individual, the title of the item and the date of issue shall

be recorded and placed in the individual's permanent personnel file.
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IV. Check-Out and Return Procedure

A. An individual may baow books from thstationlibrary for a periochot to exceed 14 days. The
borrowed item must then be returned tolitvary. If no one has requested to borrow the book; it
may be checked ofdr another 14 days.

B. No individual will be allowed to cheaut more than two books at any dinee.

C. To check out a book, an individual must sign and date the boolocatdd inside the front cover
of the book. The book card will then betained in the library card file.

D. The individual shall also recordd item being borrowed on the Libra8gok CheckOut Log.

E. Books may not be loaned to another individual while checked oup€Fsen who originally

borrowed the book will remain responsible for it.

F. Audiovisual materials and equipment may also bekatkout by a mendo of the department, another
district employee, or a neighboring falepartment. The individual shall complete an Audiovisual
MaterialsCheckOut Form.

G. When an item is returned to the library, the borrower shall rethedmokcad and record the return
date and again place the book card intiddront cover. The return date shall also be recorded on the
Library BookCheckOut Log.

V. Responsibilities

A. TheOfficer assigned to be responsible for maintairtimgstatiorrtraininglibrary and for regulating

the use of itsesources.

B. The Officer assignedhall be the custodian of te&tionlibrary. He/sheshall maintain the materials

within the library and regulate the use of its resources.
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C. Any individual who borrows or cheglout materials from thdepartmenlibrary shall be responsible
for the materials entrusted to hi8he/heshall berequired to replace any item that is damaged or

destroyed while in his care.

D. Any individual who leaves the employment of the departraleall beresponsible for returning all
books and other printed material that hasn issued to him. He shall be required to replace any item

that has beelost or damaged.
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Departmental Operational Guideline

201.01L Emergency Call Response

Purpose:

Egablish a procedure and standard for response needs of the communiBistfice Chiefshall
have authority to make the best decision with the resources available at the time of the incident or request
for service.

The First Due Engine assigned sha&ltbe primary response apparatus for all incidents in the
assigned district This will eliminate the duplication and confusion of what apparatus to respond.

This response guideline includes first due incidents in the kmlostrict  This will also asst in
the reduction of personally owned vehicles responding to incidents andoaif@@partment to respond
more efficiently.

ALL FIRE ALARMS within the stationgurisdictionwill be the responsibility of the First Due
Engine Assignednd the members dfiat station All Emergency Medical Calls Shall be responded to

with the stations Emergency Responder Unit (Rescue/Squad/Quick Response Vehicle)
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Departmental Operational Procedure
201.02Complaints Against Members
I. Scope

This standard estashes guidelines for the receipt, investigation, andluésa of
complaints received by the department concerning the professigratkonal conduct, behavior, action,
or inaction of one or more members dmolse complaints that concern the departrasra whole. It was
promulgatedo ensure that a thorough investigatisoonducted for every complairgceived by the

department; that the innocent be exonerated and the g@ftyoperly punished.

II. General
A. Complaints that arise from the dailgruct of business fall into one @fo major categories:
1. Complaints against the department as a whole; and
2. Complaints against one or more individual members.

B. Complaints generally allege a violation of a departmental rule, poli@egueoe, or gneral order. A
complaint may also allege that there has lae@olation of a federal, state, or local statute or

ordinance.

C. The department will hear all complaints against its members that have been initiated by any
person who is found to have starglfior such a complaint. Persons other than those who are
actually affected by the actions of a member shall have no standing for a complaint, with the
exception of cases that involve juveniles. In such cases, the parent gubagkén shall be required

to file the written complaint.
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I1l. Complaint Procedure

A. Complaints must be made in writing and shall be signed by the persons making the complaint. The

complaint need not be in affidavit form

B. Complaints may be accepted by anydoity supervier. The supervisarvho receives the complaint
shall conduct an initial investigation to obtammuch information as possible and then forward the

complaint directlyto the fire chief in théimeliestmanner possible.

C. A signed letter of complaimd to be accepted the supervisor has verified that the letter is not

fictitious and isable to verify the name of the complainant.

D. If the complainant does not want to file a written complaint or doesisbtto sign theletter, he
may still voice his coplaint to asupervisor. The supervisor shall record the information and
forward anaccount of the complaint or the unsigned form to the fire chief.

E. On receipt and review of a written complaint, the fire chief slegfin annvestigation of the

complant, as the Fire Chief shallct in the capacity of an internal affairs invegstiga

F. An investigator may also be sent to a complainant's home or placenessyginecessary or so
requested, to accept a formal written complaitbabtain additbnal information.

G. Where there are mitigating circumstances, a comjigiatmember of the communityay be
initiated bytelephone. A tape recording of the initial complaint shall be made, ibfmsand should
be retained by the supervisor. The ctempng partyshould be asked to submit his complaint in

written form as soon as possible.

H. A copy of the written complaint shall be given to the accused memibertahe that the member is

requested to make a written reply to thegaitens.
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I. When the act described in the complaint is a crime, the circumstandes miimediately explained
to the fire chief. The fire chief should thdatermine if the accused member should be arrested
forthwith, if a warant should be obtained for his arrestjf there is a need for further
investigation before any action is taken. He should also detewhiegher or not the member

should be suspended pending the outcontiesoinvestigation.

J. When there are indications that the member cited in the complaythave been or is under the
influence of a controlled substance, he shbaldsked to submit to a substance screening test. The
lapse of time, expressed in minutes, between the initial report or observationseftther's
conditions and when the tes administered should be acately recorded. The accused member

should not be allowed to drive kaltall be transported to the test site by a supervisor.

IV. Resolution of the Complaint

A. On conclusion of an investigation, the complaint shall bsifiled as onef the following:

1. Unfounded:The allegation has been proved false or there is ddatikal evidence to

support it.

2. ExoneratedThe incidents cited did occur, but the actions weréulaoy followed

proper procedures.
3. Not sustainedThere is insufficient evidende eitherprove or diprove the allegations.

4. SustainedThe allegations are supported by sufficient evidencetendomplaint will
be upheld.

B. Resulting Action:

1. When an investigation results in a determinatfamfounded, exanated,or not sustainedhe

fire chief will notify the accused mdrer that no further action will be taken against him. The
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membershall return to duty. If he had been placed on unpaid leave, héstially

compensated for all lostages and benefits.

2. When an investigation results in a determination that an allegation is supported by sufficient
evidence, the appropriate action will ta&en in accordance with the department's disciplinary
policy.

V. Format

A. The supervisor who aepts the original complaint or conducts the initi@estigation shall make
his report as complete as possible prior tovstilng it to the fire chief.

B. All internal affairs investigators shall use the following format fordcmting their investigatns:

1. Record the facts surrounding the incident. What took place whevheng, and who was
involved? Be brief.

2. State the allegation in detail. What does the complaint allegagantst whom?

3. Record the process used to investigate the compéatt did youdo as the investigator?

What did you learn from talking to all the pas and witnesses? List them.

4. Record all findings and the conclusion reached. What did youtigat&sn reveal based on the
facts extracted from the evidence?

5. Include the written recommendation to the fire chief.

VI Exceptions

A. A complaint should be referred to tRe&e Chiefor other senior staff member in those cases where
the complainant prefers to speaily to those entities.

B. Internal investigations ngaalso be conducted concerning a member'dwtirwhenever thEire Chief

has reason to believe doing so is warranted.

100




C. The procedure in Section Ill, above, may be waived fFifeeChiefdetemines that mitigating

circumstances warrant such a waiver.

D. TheFire Chiefshall have absolute and final authority in determinuhngther a disciplinary action
should be taken.
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Departmental Operational Procedure

201.3 Evaluation Of Sworn Personnel

I. Scope

This standard applies to the members ofGR#-Rwho are subject tahie provisions of Th€harlton

CountyEmployee Handbook
This standard was promulgated to:

A. Formally communicate the goals and objectives of the department tmealer and to

discuss the member's individual role in the accompiesit d thosegoals and objectives.
B. Improve the performance and productivity of each member.
C. Identify each member's need for additional training and education.
D. Document in writing each member's performance and identify corrective

actions that a membenight be required to make so as to improve his

performance.

Il. Evaluation Process

A. A formal, written evaluation of each member's performance shall be con
ducted bythe Fire Chietveryl2 months

B. For guidance in conducting the evaluation,simgervisor should consult
Employee Performance Evaluations: A Hoa/Process for Fire and Rescue

Service Leaderby James E. Gerspach

A. The evaluation will be recorded on the department's EmpPgdermance Review

Form.
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D. During the formal evaluatioprocess, each member shall be counselédeblyire Chief
with respect tderhis individual progress argkvelopment. ThEire Chief shall note
any area of concern and shallagiss the steps that the member should take to correct the
problem or detiiency. A summary of the discussion shall be recorded on the member's

evaluation form.

E. TheFire Chief shall discuss the member's progress andidetties with théndividuals
supervisor. If there is agreement abouteahaluation, thé-ire Chiefshdl add his
comments and sign tierm. If there is disagreement, the supervisod Fire Chief
shall record thehanges that need to bedeon the evaluation fornTheFire Chief

shall add his comments, sign the form, and return it tonémaber foherhis review.

F. A member may disagree with any portion of the evaluation and slellblae=d to record

his objections in the section reserved for menaberments.

G. On completion of the review process, the member shall be required tioesigrm. Hs
signature does not imply agreen@emnly that he has realle evaluation form and hasen
madeaware of the contents of the dagent. Under no circumstances shall a member be

required to sign a blank or incomplete evaluation form.

H. Each member shalelfurnished a copy of the completed evaluation fdiine. original,

signed copy will be placed in his permanent personnel file.

I. No changes will be made to the form after all parties have signed ik ewvaluation
unless all parties are informed of tteanges and are fushed copies of the changes.
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Il Responsibilities

A. District Chiefsshall be responsible for completing a formal written and oral evaluation of
the performance of each member under their supervisleasttonce each year in

accadance with the provisions of this standard.

B. Members shall be responsible for participating in a formal writteroeai@valuation of
their performance btheFire Chief and for correcng all deficiencies identified in the

evaluation process.

C. TheFire Chiefshallbe responsible for ensuring that copies of eachlmeem

performance evaluations are maintained in their permanesarpe files.
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Departmental Operational Procedure

201.031 Leadership Team

I. Scope

This standardets the basic prifgles and design of the Fire Department Leadership Tea@CFR The
Leadership Team shatieet as scheduldzfore the Charlton County Fire Boargketing.

This standard was promulgated to:

A. Formally communicate the goals and objectives of the departmeach
member and tprovide a forum for the officers of the department to formulate a
methodology to achieve those set goals.
B. Improve the performance and productivitydepartment as a cohesive unit
C. Identify theneed fo additional training and education.

D. Provide a forum for members to present solutions and committee recommendations

Il. Conduct of a Meeting

A. TheFire Chief shall mediate the proceedings of the Leadership Team

B. The Department Chishallhave final authority on all recommendations eflteadership

Team

C. TheLeadership under the direction of the Fire Chief shalluate the need for specific
committees to evaluate and/or create specifiegtior any needed project within the
d e p ar tjunseictiond s
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D. The Leadership shall comprise of the following:

1. Leadership Authority Chief

2. Mediator Chief

3. Recording/Admin Deputy Chief

4. Members All District Chiefs BattalionChief& Captains

F. TheFire Chief shall conducthe business of the Leadership Tearmediate the agenda

to facilitate an orderly flow of information.

G. Any member that is assigned or is the chairpersondomeniteeshall provide monthly

progress reports to the Leadership Team.

H. Each member shall be furnished a copy oftlenda one week prior to the Leadership
Team meeting by email or hard copy.

I. The Fire Chief reserves the right to make any necessaryatecand approve needed
policies, procedures and guidelines that coincide with the departments responsibilities as

deemed appropriate without consulting the Leadership Team.

Il Responsibilities

A. All team members are expected to conduct business in a jwofdssthical, and moral

manner that promotes the standards of the Community and Department.

B. Members shall be responsible for participatmgll meetings without exception;

unless, personal emergencies occur that prohibit attending.

C. TheFire Chief shall be responsible for ensuring that copiethe minutes of each meeting

are available and posted for all members to evaluate
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Departmental Operational Policy

201.( Purchasing Policy

I. Scope

This Policy is to be utilized when any material itesrtd be purchased for the use of the Department.
This standard was promulgated to:

A. Set a standard for purchasing equipment, materials or services that are needed by the
Department.
B. Provide a system to ensure that the finical responsibility istamaéu and the department

utilizes the limited resources provided prudently

Il. Responsibilities

A. All purchases regardless of amount shall be approved by the Fire Chief.

B. Any purchase that magquire the expenditures in excess of $500.00 bhatquired to
acquire a minimum of thrgaurchasing quotesor Request for Proposalsfrom three

different vendors.

C. Each Request For Proposal (RFP) shall name the product or service and the full cost with

all services and facilitating expenses inied.

D. ThebDistrict Chiefshall turn in the RFP to the Department Fire Chief for evaluation and the Fire
Chief will have final authorityonaRFP6s after review to ensure

product is presented.
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Departmental Operational Procedure

203.01 TRAINING/TRAVEL REQUESTS

| Scope

This standard outlines the process that must be followed when a member
wishes to be compensated for attending a seminar or training session that isn't being hosted or
sponsored bthe department. It was promulgatede@nable members to attend training classds an

seminars conducted by outsidgencies and organizations.

Il . Procedure

A. If a member wishes to obtain approval to travel on behalf of the depdror to attend a
training class or seminar, the member nauktmit a writtenequest for Travel and Trainingt
leastninety(90) days prior to the date tiie class or seminar and submit the completed
registrationwith the Fire Department Training Requesthe responsiblBistrict Chief and
forwarded through the Division Chief to the Fire Chief for presentation to the Fire Board for

approval.

B. If the District Chief approves the request, the approved form shdtifaearded to thdivision
Chief and to thé&ire Chief for his approval or disapproval.

C. If arequest is disapproved at any point in the process, the persgorohgagpthe request will
record his reason for disapproval on the formratain the request to the member who

submitted the request.
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Departmenta Operational Procedure

203.02Compensation/Reimbursement For Travel

I. Scope

This standard establishes guidelines for reimbursement and compensation of members who are required
to travel or attend meetings, training sessions, or seminars on behalfleptrament. It was

promulgated to ensure that tthepartment's compensation and reimbursement procedures are in
compliancewith the Fair Labor Standards Act and the applic&elderal, State and Local, Laws,

OrdinancesandProcedures.

Il . Criteria for Re imbursement of Expenses

A. To be reimbursed for expenses incurred while traveling or attetrdinghg sessions on behalf

of the department, personnel must:

1. Obtain the approval to travel or attend a meeting jrigagession, or semindrhis approval
will come from theCCFR Hre Chiet

2. If approved Individual must provide all receipts.
B. The department will normally cover the following expenses:
1. Tuition or registration and course materials.
2.Lodging &commodations at an approvadility.

3. Parking and ground transportation based on receipts and expasises. Prior

permission to rent an automobile must be obtdiefore reimbursement will allowed.

5. $31.00per day maximum allowance for meals and tips.
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6. For local travel, the departmtewill furnish a vehicle whenever mble.
7. The department will not reimburse any expense incurred for alookatertainment.

8. The department will not reimburse any expenses incurred by berieispouse or other

family members.
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Departmental Operational Procedure

203.03 Records And Forms

l. Scope
This management procedure establishes guidelines for the collectioatentbon of information.

It was promulgated to:
A. Provide for the collection and maintenance of information for kegalrckeeping purposes.
B. Provide a database for the analysis of the activities of the department.

Il . Creation and Retention of Records

A. This standard hereby creates a data collection system for the department.
B. The data collection system is swdded into the following generaiategories:

1. Administrative files.

2. Criminal records and case files.

3. Inspection files.

4. Permanent occupational safety and health files.

5. Permanent personnel files.

6. Training records.

7. Vehicle and equipment nméenance and repair records.

C. Records and reports shall be retained in accordance with the apicablaw,

ordinance, and department policy.

D. No record or report shall be disposed of without the approval &irt€hief.
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Il . Forms

A. TheFire Chief shall cause the creation of such forms as may be desecedsary to
document the activities of the department. A new form mayteosed by any member

of the department but shall not be publisbedistributed without the authorization of

theFire Chief

B. All forms shall be assigned a permanent form number, and an invenhtonnm
numbers shall be maintained by fhee Chief. Theform numbemaybe displayed in

theLower Left corner of each form, artde month and year that the form was cedatr

revised shall be diayed in thesame location

C. Each form shall be reviewed periodically to ensure that it is still Baggsand it shall

be revised or deleted as deemed appropriate by thehfete

IVV. Responsibilities

A. TheFire Chief shdl be the custodian of the records and shall be redperis:

1. Causing the creation and maintenance of those records and tegoare
required for legal purposes.
2. Causing the creation and maintenance of the various reporfisrarsd

necessar to document the various activities of department.

3. Ensuring the confidentiality of those records where requiresidbyte or

otherwise deemed appropriate.

4. Furnishing those records to the public that are properly requesiedthe sta's

Freedom of Information Act in accordance with pinevisions of the statute.
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B. TheFire Chief shall be the custodian of all criminal records and Gesegenerated by the

department and shall be responsible for:

1. Causing the creation and maimance of those records and repthrét are required
by statute that pertain to the investigation prakecution of those crimes and
offenses against persons and grtyas addressed by the State/Local Government
Code.

2. Causing the creation and mainance of those records and reports
that are required by tHére Chief for the prevention of fire and the

enforcement of applicable sections of the fire and building codes.
C. Eachmembershall be responsible for:

1. Completing the forms and filing theports required by the prewns of the Standard
Operating Procedures Manual and the RalebRegulations Manual. All forms and

reports shall be complete aaccurate.
2. Filing and maintaining records and reports as required by degraal policy.

3. Maintaining the confidentiality of departmental records and ref®esords and
reports shall not be released without authorizatiothb¥ire Chief.
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Departmental Operational Standard
203.04 Incident Reports
I. Scope:

This standard establishesjuirements for the preparation of reports fordants to which the department

responds. It was promulgated to:
A. Create a permanent record of each incident to which the deparaspeods.

B. Develop a database for the analysis of the commudéay®nd for fireand emergency medical

services.

C. Provide uniform data to the state fire marshal and the NFPA conctreidgpartment's

emergency response activity.

Il. Completing the Report

i. The department uses tRel r e h dneidest reforting system
i. ALL REPORTS ARE TO BE COMPLETED IMMEDIALETY AFTER THE INCIDENT
BY THE OFFICER IN CHARGE.

C. A Basic Incident Report shall be completed for each incident to whi@tahenis dispatched, and a
copy of the report shall be forwardedthg District Chiefto the Fire Chieflf this is notpossble,
a report may be filed manually by completing a hard copy of the Bagient Report A copy of

the instructions for completing a Basic IncidBefport has been provided to each fire station.

D. The report sHbbe accurate and thorough, and it shall contain suffiodotmation to allow the

reader to recreate an accurate portrayal of thets and events surrounding a given incident.

E. Central Communication/911 cengessigns a chronologiciine stamps fothe incidenandthe
member filing the report shall record the appropriate incidenbeum the Basic Incident

Reportas in collaboration with the department log book and journal
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F. Blank Basic Incident Report forms shall be carried on @emviceappaatus and suppotinits so

that information may be gathered at the diecit scene.

G. Whenever an incident is investigatedthy Fire Chief, County Fire Investigatarthe arson task
force, the fire investigator should be contactetheymember copleting the Basic Incident
Report to report the appwoate information concerning cause, point of origin, and estimated dollar

loss.

H. A narrative shall be written for each incidegteach member on scefiée narrative shall include
a brief descriptin of the events that occurred and the actions thattakea during the
resolution of the incident. The narrative shalk@augh concise, and accurate. Neatness and
spelling count. The narrativahall be limited to the facts amat include superfluosi or editorial

comments.

I. The proper number and types of vehicles, the number and namesooingtiat the scene, and the
equipment that is used shall be entere@axh incident report. Théentificationof theunit that
arrives on thecene first shll be entered on the report. If a reserve apparatus is bsaag the

number of the vehicle that has been replaced shall be usedtahd number of a reserve.

J. A Basic Casualty Report shall be completed in addition to the Besitent Report if goerson is

injured or killed as a result of a fire.

Il . Responsibilities

A. The officer of the firstrriving engine ounit shall be respaible for the completion of the Basic
Incident Report and all other reports that mayutissquently required. Exception: If there is no
officer on thdirst-arriving apparatus or the highasinking orsenior member of the crew shall

be responsible for completing the Badsicident Report.

B. Theofficer shall be responsible for reviewing tt@mplet@ess and accuracy of all incidemd
casualtyreports generated by the members under his command prior to fiogve completed

reports to administration.
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C. Reports shall be enterelgctronically and logged in the shift journal afterckancident The

completed reports shall be forwarded to adistriation.
D. TheFire Chief and Division Chiedhall review all reports prior to filing and subtait

E. TheFire Chief shall be responsible for causing the creatmors that provide anraalysis of
the incident activity for the montfihis report shall include cumulative data for the calendar

year.
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Departmental Operational Standard
203.05 PATIENT TREATMENT FORMS

I. Scope
In the event Emergency Medical Cargiisvided by a member ofithdepartmenthis standard

establishes the requirement that a written report be completed for every peatoated, treated, by
any member of the departmehét carries a National Registigmergency Medical
TechnicianEmergencyMedical Responder aiification and haprovidedcareon scene prior to the

arrival of EMS It was promulgated to:

A. Establish the requirement that an accurate, complete written report be produced for all medical
and rescue incidents and that the reposiridered into theepartment's permanent record file.

B. Provide an accurate and concise evaluation of the physical and nwitibn of each patient

treated by the department, as well as an acaduhe treatment rendered to all persons during the

course of an inciden

C. Provide a database for an analysis of the community's demand fgeeayemedical and rescue

service.

Il. Completing the Reports

A. A Basic EMS Report shall be completed each time a company or unpiasatiied to an incident
involving a persorn need of medical evaluatiolmeatment, or transportation. A separate report

shall be completed farach patient.

B. If possible, reports shall be filed electronically using the software prdgedrnas been installed
on the department's computer systenthis pupose. If this is not possible, a report may be filed

manually by completing hard copy of the required form.
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V. Responsibilities

A. The Emergency Medical Technician assigneddtent careshall beresponsible for the
proper completionf all forms and reports.

B. All reports and forms shall be completed prior to the conclusion of aensntdur of duty. The
reports shall be accurate and thorough, andghalf contain sufficient information to allow

the reader to rereate araccurde portrayal of the facts and events surrounding an incident.

C. ThebDistrict Chiefshall be responsible for reviewing the reportsfancs completed by medical
personnel under his command for accuracy and completeness prior to forwarding the reports to

administration.

D. TheDistrict Chiefshall review all reports to ensure accuracy and compliance with cheydat
policies and procedures. A list of errors and omissions shallwarfded to the fire chief each

month for his evaluation and review.

E. TheFire Chief shall be responsible for causing the creation of a moEtg report that
provides an analysis of the incident activity for thenth. This report shall include
cumulative data for the calendar year.
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Departmental Operational Standard

30001 HAZARDOUS MATERIALS, PROGRAM MANAGEMENT

I. Scope

This standard defines the parameters of the department's efforts to rtrenbgeardous materials
problem within the community, both before and atfterincident. It was promulgated to:

A. Establisha program to identify occupancies that store, use, manufaatufistribute hazardous

materials in an effort to prevent incidents frooturring that could potentially involve a
hazardous material; and

B. Establish guidelines to be followed by the dapant for managing an
incident that involves a hazardous material.
Il. General

A. The potential always exists within the community for an incident to decatimvolves one or more
hazardous materials. The frequency of o@ure and the fiscal resouradghe district do not,
however, allow thelepartment to operate beyond the fietponder operational level dafined

by NFPA 472Professional Competence of Responders to Hamariaterials Incidents.

B. At the operational level, members are resjid@$or protecting people, property, and the
environment from the effects of a hazardous matéri@nbers will operate in a defensive role to

contain the incident and prent a release of a hazardous material from spreading.

C. After the incident commaier has secured the scene, and determined the incident requires

mitigation higher than Operations Level; the Incident Commander has the authority to have the
needed resourcesspond.

D. The Incident Commander can further request the appropriate respotéede the Regional
Response Team.
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Il Responsibilities

A. TheDivision Chief shall have the responsibilitylddzardous Materials Officahall be responsible
for themanagement and oversight of the department's hazardous mategedsrpamd shalléd
responsible for ensuring that the department grint compliance with all applicable state and

federal regulations.

B. TheHazardous Materials Officshall be responsible for:

1. Identifying businesses and other concerns that are involvednmetéacture, use,

storage, or distribution of hazardous materials.

2. Causing the periodic inspection of these businesses so as tothedpassibility that an

incident might occur.

3. Providing a list of these businesses to the company officers forpreparing tactical

surveys of these occupancies.

C. TheHazardous Materials Officeshall equip each apparatus with a dibinoculars, the appropriate
manuals and reference materials, portaiaitoring devices, and a supply of disposable chemical

protective suits.

D. TheDivision Chiefshall be responsible for training the memkaasigned to his respective shift to the

first-responder operational level @astlined in NFPA 472.
E. District Chiefsshall be responsible for:

1. Preparing tactical surveyor occupancies within the firgiueareathat manufacture,
store, use, or distribute hazardous materiDuring the preparation of the tactical
survey, the company offer shall secure permission from the business owner or manager
to affix an NFPA 704 Standard System for the Identification of Hezards of
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Materials for Emergency Respormsacard in a conspicuous place to identify the most

severe hazard present in the occupancy.

2. Ensuring that their driver inspects the manuals, equipment, aadtpmclothing
assigned to their apparatus for use in a hazantaterials incident at the beginning of

each shift.

3. Ensuring that all members under their command maintainttagimg and skill levels

at the firstresponder operational level dsfined by NFPA 472.
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Departmental Operational Guideline
301.@ HAZARDOUS MATERIALS, EMERGENCY RESPONESE

I. Scope
This standard establishes guidelines to be followed during the management of an incident involving a

hazardous material. It was promulgated to
A. Establish guidelines for the management of a hazardous maiesiddst.
B. Provide for the safety of response personnel.

Il. Definitions

The following definitions are taken from a variety of sources including NfFR2AStandard for
Professional @mpetence of Responders to Hazarddaterials Incidents.

A. Cold zoneThe zone of a hazardous materials incident that contaicethmand post and
such other support functions as are deemed neceéssamgtrol the incident. This zone is also

referredto as the clean zone support zone.

B. ConfinementThose procedures taken to keep a material in a defiledabarea once

released.

C. ContainmentThe actions taken to keep a material in its container &ogp. the release of the

material or redce the amount being released).

D. ContaminantA hazardous material that physically remains on or ipleeanimals, the
environment, or equipment, thereby creating a comignusk of direct injury or a risk of

exposure outside of the hot zone.

E. DecontaminationThe physical or chemical process of reducing andgoiing the spread of

contamination from persons and equipment usachazardous materials incident.

F. ExposureThe process by which people, animals, the environmengguigmenare

subjected to or come in contact with a hazardous material.
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G. Hazardous materials substance that when released is capable ofingdadrm to people, the

environment, animals, and property.

H. Hot zoneThe area immediately surrounding a hazardaoaterials inalent. It extends far
enough to where adverse effects from hazardmaterials release will not be expected. It is

also referred to as the exslon zone or the restricted zone.

I. PenetrationThe movement of a material through a sultsure® suchas zippers, buttonholes,
seams, flaps, or other design features of chesprcactive clothing and through punctures,
cuts, and tears.

J. Stabilization:The point in an incident at which the adverse behavitheohazardous

material is conmblled.

K. Warm zoneThe control zone at a hazardous materials incident where personnel and
equipment decontamination and hot zone support fa&es. It includes control points for
the access corridor, helping to reduce the spread of contaminatiszonkiis also referred to

as the deconmination, contamination reduction, or limited access zone.
I1l. General

A. The firstarriving officer at an incident involving hazardous mateshiall report the following

information to Dispatch:
1. The exact lcation of the incident.
2. The type and quantity of the materials involved, if known.
3. The extent of damage and the number and types of injuries.
4. The name of the carrier if a vehicle is involved.

5. Any other pertinent information such as the hazadaoateriakentering the storm drain or

sanitary sewer system.
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B. The firstarriving officer shall also request any additional resourcesrthgtoe needed, establish

command, and begin securing the incident stepeevent additional injuries or contantioa.

C. The area shall be evacuated if necessary. This function should beotwenemthe police once

sufficient law enforcement resources arrive orstiteme.

D. Dispatch shall provide the incident commander with the temperatime: speed and dirgon, and

humidity as soon as it is possible to do so.

V. Tactical Objectives

A. The incident commander shall assess the situation and identify thetsrotyolved prior to

committing personnel.

B. If entry must be made into the hot zone to rescue coenar to contaia release, the appropriate

level of protective clothing shall be worn by the personnel who enter.

C. If personnel are committed to the hot zone, decontamination andsesftats shall be established,

as well as a warm zone and a coldezon
D. Decontamination of victims shall also occur prior to their being pates] to a medical facility.

E. Additional resources shall be requested in accordance with the digmet'gency Operations
Plan. This includes the dispatch of a private veiidbe incident exceeds the department's

capabilities.

F. The incident commander's objectives will be containment and stabiliZginal extinguishment
and cleanup of incidents that exceed the lodipas of the department willve the responsibilitpf

the private vendowho responds to the incident.

G. In more complicated incidents, it may be necessary to activatermyency Operations Plan.
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Departmental Operational Guideline
301.83 HAZARDOU SMATERIALS, CONTAINMENT AND CLEAN UP

I. Scope
This standard establishes guidelines for managing the containmeeieandp of a hazardous

materials incident.
Il. General
A. Containment methods may include but shall not be limited to:

1. Barriers in soill.
2. Berm and drains.
3. Booms.
4.Dikes.
5. Divetting streams.
6. Over packedlirums or other forms of containerization.
7. Patching and plugging of containers or vessels.
8. Portable catch basins.
9. Reorienting the container.

10. Trenches.
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B. Displacement techniques may include but shall notnhiéel to:
1. Dispersion/dilution.
2. Excavating.
3. Hydraulic and mechanical dredging.
4. Skimming.
5. Vacuuming.

Ill. Responsibilities

A. The incident commander, in coordination with the appropriate stéeenal official, is
responsible for selectirend implementing thappropiate countermeasures to bring a hazardous

materials incident to a saé&d successful conclusion. This includes:
1. Ensuring that temporary storage sites, if necessary, are safecanel
2. Ensuring that final disposal iamdled at an approved site.

B. (Insert local regulations about contacting the city, county, or dibgaith department and the
appropriate state and federal ageritiesy.,the EPA. Describe also the scenarios under which

each agency should sammoned.

C. The persons responsible for the hazardous material are respondiagiffgrthe full costs for

cleanup and disposal operations.

126



Departmental Operational Guideline
301.04¢ HAZARDOUS MATERIALS, DECONTAMINATION PROCEDURES

I. Scope
This standard esgblishes a procedure for the decontamination of peegiepment, and

apparatus that become contaminated as a result of asuegpo a hazardous material. It was

promulgated to:

A. Prevent the spread of contaminants beyond the hazard zone atant ingolving

a hazardous material.
B. Reduce the possibility of death or injury due to exposure to a hazandtersl.

C. Establish a procedure to decontaminate equipment and appaadsed to a
hazardous material so that the equipment and appan&ghspromptly be returned

to service.
Il. General

A. Contamination is the transfer of a hazardous material to persongnegti@nd the environment
due to an exposure or contact with adrdpus material. The magnitude of the exposure depends

on thedurationof the exposure and the concentration of the hazardous material.

B. Decontamination (decon) is the process of removing contaminantpdapte and equipment.
Decontaminatioshould occur in the warm zone so as toimire the possibility of secaolary

contamination.
C. There are four basic methods of decontamination available to repeossenel:
1. Dilution:

The use of water to flush the contaminant from the viotipiece of equipment. Be

sure to impound or collect the contaiaied water fronthis process.
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2. Absorption:
The use of an absorbent for picking up a liquid comtant. This works well on a spill.

1. Chemical degradation:

The use of another material (e.g., housebt#dch or baking soda) to change th

chemical structure of theazardous material so as to neutralize the material.

5. Isolation and disposal:

The isolation of a hazardous material by collecting it and then disposing of it i
accordance with state and &zdl regulations. While this may be a more costly
alternative, iis often the easiest technique to employ.

Il . Procedure

A. If contamination has occurred at a hazardous materials incident, thenihcommander shall
appoint a decon officer. The decon officer skathblish a decontamination sector in the warm

zone The site of the decasector should be selected on the basis of:

1. Accessibility and location. (Special note: Due consideration must be given to the privacy of

potential victims and rescue workers.)
2. Surface material.
3. Lighting.
4. Drains and waterays.
5. Water supply.

6. Weather.
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B. All personnel, victims, and equipment must be decontaminated phemig allowedentry into
the cold zone. The specific decontaminationsuess employed in the decon sector will depend on

the circumstances soundng the incident and the level of contamination.

C. Members assigned to the decon sector will instruct contaminatedersetam follow the following

procedure:

1. Gross decontamination:

A decontamination worker will remove the majority of the contamindtmm the victim
and his tools by hasg down the victim or by providing a portable shower. A catch basin

shall be used to confine the water used in this process.

2. Tools and equipment:

Any tools and equipment used by the vicihould then be discardetla designated

location for further decaamination, if necessary.

1. Scrub down
The victim should then step into the rinse area, whdexantamination worker will
scrub him with detergent and wat&he water shall be kept for analysis prior to being

released.

2. Final step:
After being washed down, the victim should then protedide final area, where

articles of clothing and other equipment vl removed. These items shall be left in

the decontamination area farther treatment or disposal.

D. If acontaminated victim must be transported prior to being propledpntaminated, Medical

Control and the destination emergency rcbrall be notified.

E. If an ambulance becomes contaminated, the ambulance will betqetamtil the unit can be

properly decontaminated.
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F. Members who are exposed to a hazardous material shall complatardous Materials

Exposure Form and place a copy of it in their roadile.
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Departmental Operational Guideline
301.04 HAZADOUS MATERIALS, PERSONNEL SAFETY

I. Scope

This standard establishes guidelines for members to follow when engaged in an incident involving a
hazardous material. It was promulgated so as tomzga the risk of death and injury during hiauat

incidents.
Il. General

A. The most important action tze taken at a hazardous materials incigetd recognize that a
hazardous material is present. If the potential exdssyme the worst until it can be confirmed that

no danger exists.

B. The area must be secured and no one must be allowed to emteatiwatil the incident
commander determines that it is safe to do so.

C. Appropriate help should be summoned and the material or matersaatmhould be identified.

D. Once the problem has been identified, the incident commander shauldbteraraction plan to
resolve the incident. Tactical surveys will befuki this process. The action plan should focus on
three goals:

1. Life safety.
2. Environmental protection.
3. Property conservation.

E. The incident commander should appoint a safdiyesfearly in thigorocess. The safety officer
must remain in constant contact with thedr@ should immediately correct any unsafe conditions or

practices.
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[ll. Operations
A. There are three recognized levels of response:

1.Level I:

The least seriaiand within the capabilities of the depaenht. Evacuation, if required, will be
limited to the immediate areBxample: a gasoline or diesel spill.

1. Levelll:

Beyond the capabilities of the department, a Level Itiexi requires the service of a

formal HazMat Response Team. Examples: the rupture of a pipeline or a fire with the
threat of aBLEVE.

2. Level lll:

The most serious type, requiring special resources frotic guial private agencies. It will
require a largescale evacuation amehplementain of the jurisdiction's Emergency

Operations PlarExample: an incident that extends across jurisdictional boundaries.

B. Operations will either be defensive or offensive.

1. Defensive operations focus on confinement without directly comgatie hazatous
materials creating the problem.

2. Offensive operations focus on aggressive actions on the matetiilhegror process, and they
may result in contact with the materiagi¥fensive operations will not be conducted unless the
incident conmander an determine that the risk is worth the benefit.

C. Personnel will not be allowed to enter the warm zone or the hot zonetitk proper level of
training and personal protection.
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D. Personnel will not be permitted to leave the warm zone or thehetwithout undergoing

proper decontamination.

E. The safety officer will appoint a medical surveillance team. The teartnemdsponsible for
monitoring members for indicators of toxic exposeiffects, including:

1. Change in complexion, skin discoldoat

2. Lack of coordination.

3. Changes of demeanor.

4. Excessive salivation, papillary response.

5. Changes in speech pattern.

6. Headaches.

7. Dizziness.

8. Blurred vision.

9. Cramps.

10. Irritation of eyes, skin, or respiratory tract.

F. Any member eposed to a hazardous material shall compldtazardous Materials Exposure
Form. A copy of the form shall be placedhe member's medical file.

G. The incident commander shall also appoint a rehab officer. The releal siffall establish a rehab
sector. Members shall be rotated throughréiab sector in accordance with the department's
PPG.
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Departmental Operational Guideline
301.06 HAZARDOUS MATERIALS ,
CONTAMINATED PERSONAL PROTECTIVE CLOTHING

I. Scope

This standard establishes guidetdine be followed whea hazardous material contaminates

uniforms, protective clothing, or items of personal protective equipment

Il. Procedure

A. Personnel who enter the warm zone or the hot zone at a hazardaigsriatedent run the risk

of becomingcontaminated by the materiahsolved.

B. Members must pass through the decontamination sector prior toatlewegd to enter the cold

zone.

1. At the entrance to the decon sector, the member should discdrarahtpols and

equipment at the edge oktlsorridor so that they can be decontaminated.

2. After the member has been rinsed off and decontaminated asspaessible, he
shall proceed to the final area where a decontdimmevorker will assist him in

removing his protective clothing.

3. All articles of contaminated protective clothing shall be placedizgathen sealed
and tagged. The tag should list the contaminantaheents of the bag, the member's

name, and the time and date.

4. If a member's personal clothing or work uniform has lbeatamnated, the member
should proceed to a showering station. Afleowering, he should dry off his body

and change into clean cloth&nsure that the member is afforded all due privacy.
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5. Contaminated uniforms and articles of personal clothing sheldegged, then
sealed and tagged. Towels and other items used tdfdiyould also be placed in a bag

for decontamination or disposal.

C. The decon officer shall make a determination if contaminated itersalaageable. Items that

cannot be properlgecontaminated shall be dased of in accordance with state and federal
regulations.

D. Items that may be decontaminated shall be returned to the membbeiaiggoroperly
decontaminated.

135



Departmental Operational Guideline
400.010CCUPATIONAL SAFETY AND HEALTH PROGRAM

I. Scope
This standard establishes an occupational safety and health prograndiepdhenent. It was

promulgated to:

A. Provide a safe working environment for the members of the department.

B. Attempt toSatisfy the requiremés of NFPA 1500Standard on Fire Departmeficcupational
Safety and Health Program

Il. Policy Statement

It shall be the policy of the department to operate at the highest possibl# leafelty and health for all
its members. To this end, the departisrall:

A. Make every reasonable effort to provide a safe and healthy wonoemeént.

B. Give primary consideration to the prevention and reduction of accidents, injuries, and occupational

illnesses.

C. Take the appropriate corrective action to dvepetitive occurrences aécidents.

D. Provide training, supervision, written procedures, program supponteaed for all of its

activities.

I1l. Responsibilities

A. Safety and health is the responsibility of every member. Thereforememcher sha

1. Cooperate, participate, and comply with all of the provisions afdbapational safety and

health program.
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2. Promptly report acts and conditions that are unsafe or unhealthtyrat pose a threat either

to members or to others.

3. Maintain a leel of mental and physical fitness that enablesyiember to safely perform his
assigned tasks.

B. Supervisors shall be responsible for enforcing the requirementsafdhgational safety and
health program and for ensuring that each berander theicommand complies with the provisions

of the occupationaafety and health program.
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Departmental Operational Guideline
400.02FIRE DEPARTMENT SAFETY OFFICER

I. Scope

This standard establishes the position of safety officer. It was promulgaiesida lhe responsibility

for the department's occupational safety and heatthram to a single individu#tis responsibility
shall be assigned to tievision Chiefof Trainingto develop the Volunteer Safety Te@EST) to

this responsibility

Il. General

A. TheDivision Chief of Trainings appoinedto serve as the department's satgficer. This shall
be the officer's collateral duty as specified#9.0! Job Description DivisiohiefTraining

Officer.

B. The department's fedy officer shall:

1. Acquaint himself with the provisions of NFPA 15@@andard on Fire Department
Occupational Safety and Health PrograamdNFPA 1521 Standard for Fire Department

Safety Officer.
2. Manage the department's occupational safety afith peagram.

3. Supervise, coordinate continuing education, and manage the departments, Volunteer
Emergency Safety Team (VEST)e departments safety prograamel represent the
CCFR on theCitizen Emergency Respse Team (CERT).

C. The duties of the department's safety officer shall include but notiteel lim
1. Identifying safety and health hazards and developing plans to toemact

2. Immediately correcting situations that create an imminent hiaztre members of the

department.
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3. Coordinaterining membersf the VESTand CERTo safely and professionally conduct
incident safetypperatios that include and not limited to the responsibilities listed in

Policy 099.11 and 099.12

4. Maintainingrecords of accidents, occupational deaths, injuriegsdles, and exposures

and providing analysis and reports to the dhef as directed.

5. Acting as the department's liaison with @tearlton CountfeMA, aswellasthe i t y 6 s

safety committee.

6. Serving as the chair of the department's safety committee. bagasity, the safety
officer shall prepare and distribute meeting agsrand notices and shall forward a copy of

the minutes of each me® to the fire chief.
7. Serving as a membet the department's Driver Accident ReviBaard.
8. Providing safety training, bulletins, posters, and newslettersrteeaibers.

9. Performing other duties as specified in NFPA 1521 or as directlkd fie chief.
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Departmental Operational Guideline
400.03 OCCUPATIONAL SAFETY AND HEALTH COMMITTEE

I. Scope

This standard establishes the department’'s Occupational Safety andGdeattittee. It was
promulgated to:

A. Establish an advisory committee for occupational safety and health.

B. Establish gidelines for committee membership.

C. Assign duties and responsibilities to committee members.

Il. General

A. The Occupational Safety and Health Committee shall be responsibtanfiuicting research,
developing recommendations, and studying r@viewingmatters pertaining to occupational

safety and health.

B. The committee shall be composed of a minimuteefmembers, nancluding the chair.
Members shall be appointed in such a manner that there is at least one representative from each

suppression sHifAt least one of the members must HeEMIT-B) andthreerepresentative from

the volunteer staff, two from VEST and Two from CERT

Ill. Responsibilities

A. The department's safety officer shall serve as the chair of the committee and shall, with the

appoval of the fire chief, appoint the other membafrthe committee.

B. The chair of the Occupational Safety and Health Committee shall scaeduield regular
meetings of the committee. Meetings shall be conducted at least quarterly. Special meetings may

also be conducted as required.
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C. The chair shall ensure that written minutes of each meeting ar€Coppts shall be made
available to th&€hief and the committee membetscopy of the minutes shall also be posted on

the bulletin board of eadire station.

D. Committee members shall attend scheduled meetings and assafethefficer in the

operation of the department's safety program.

E. The committee shall review all accident and injury reports and makamendations concerning

its findings.

F. The committee shall maintain a working knowledge of applicable safesyand regulations and
shall recommend programs, practices, mathagles, and changes to reduce or eliminate accidents

and injuries.
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Departmental Operational Guideline
400.04RECORDS

I. Scope

This standard establishes a system for the collection and permanent refantammation
concerning accidents, injuries, illnesses, exposures to infeatjiemts and communicable diseases,

and deaths that are or might be jelated.It was promulgated to:

A. Establish the requirement that a report be completed and filed forameogignt, injury,
illness, exposure to an infectious agent or communichkkdase, or death that involves a

member while on duty or that maysome way beelated to the member's job.

B. Establish a database for analysis to develop programs to redthezjoim accidents,

illnesses, and deaths.

Il. General

A. A permanent record of all accidents, injuries, illnesses, or deaths thaivbdeua member is on
duty shall be maintained by the department. fidword shall include both a master file of such

events as well as individuadcords placed in the individual member's permanent personnel file.

B. Other records and reports that are useful in evaluating thetmep#isoverall safety and health
program shall be maintained as requiredudg, regulation, policy, or standard operating
procedure.

C. A tabulation of the department's safety record shall be included mahthly report and the

annual report.
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Il . Responsibilities

A. It shall be the responsibility of each member of the department todizielg report to his
supervisor any accident, injury, or illness that ocedriie on duty. The appropriate report shall be

filed in writing within 24hours of thesvent.

1. If a member was exposed to a hazardous material or contageasedise shall file a
Hazardous Materials Exposure Form as requiseBPG406.03, Exposure Reporting.

2. A district Notification of Accident Report shall be filed if the membas wvolved in a
motor vehicle accident.

3. If a member has been injured, ant@eJob Injury Supervisorkvestigation Report and
a Supplemental Report of Injury (Worke2smp) report shall be filed.

4. If the member is treated by a physician, a Design of Duty Statugorm shall also be

completed.
B. Officers shall be responsible for ensuring that a member under theracwhwho is involved in
an accident or injured completes the appropriate reports. Reports shall be complete, accurate, and

filed in a timely manner.

C. The department's safety officer shall review all accident and injury reports and shall ensure

that the event is reviewed by the appropra@amittee for its recommendation.
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Departmental Operational Guideline
401.010PERATING HY DRAULIC POWERED RESCUE TOOLS

I. Scope

This standard mandates safety guidelines to be followed while operétyuigaalicpowered

rescue tool. It was promulgated to:

A. Prevent accidents, injuries, and deaths that might result from the roisog@oper

operation of hydraulipowered rescue tools.

B. Prevent damage to hydradpowered rescue tools that might result from misuse or abuse.

Il. General

A. Members that respond to fire and emergency medical incidensspansible for knowing

how to propest and safely operate hydrauppowered rescue tools.

B. District Chiefsshall train the members under their command to properlgafaty operate the

hydraulicpowered rescue tools assigned to their ihps.

C. Any member noticing any un safe actighall immediately stop any unsafe or improper
operation of daydraulicpowered rescue tool and make the adjustments and corrections necessary

to safely accomplish the assignment.

D. District Chiefsshallinsure that amspedn of the hydrauliepowered escue tools assigned to
respectiveapparatus at the beginning of each tour of duty and after every eissute that they
are functioning properly. Tools found to be unsafe ofunationing shall be removed from service

and be properly rethgged.

E. District Chiefsshallensure that each unitedcisecled for the fuel level in each tool to ensure that
each is progrly fueled. The spare fuel can carried on the apparatus shall also hel el

times.
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I1l. Operating Procedure

A. Before operatig a tool, always inspect the tips to make sure thadppeopriate tips are being

used and that the retainer pins, if used, apgaice.

B. Place the power unit as level as possible, connect the hoses, bustistribeé power unit until

the tool opertr gives the command to do so.

C. Remember that it takes two people to operate the tool: one persorate tpetool and another

person to operate the power unit.

D. To start the power unit, place one foot on the bottom of the roll cdgstabilze the unit.
Hold the cage with one hand and pull the restaitter cord with the other. Take care not to pull

the cord out too far. The starp sequence is as follows:
1. Move the choke to the closed position.
2. Pull the recoil starter until the engipops.
3. Move the choke to run.
4. Pull the recoil starter cord.
5. Repeat the sequence if the engine fails to start.
E. To stop the power unit, use your hand to engage the kill sWitchot use your foot

F. When refueling the tool, always use tipprpriate fuel type and takare not to spill fuel on a

hot surface. Note: The pitch of the power wvilt normally change prior to running out of fuel.

G. Safety precautions:

1. Full protective clothing, including ear protection, shall be worn wisirey a hydraulie

powered rescue tool during actual rescues asaséthining exercises.

145



2. Ear protection, approved safety shoes or boots, and any otherjitieteofive clothing that is
appropriate shall be worn while operatagpol for the purposef inspection or

maintenance.

3. Always work on the outside of the todleverinsert your hands ather parts of your

body between the jaws or tips of the tool.

4. Cover and protect the victim, and always explain to him what yabiirg, if possible.

5. When bleeding or disconnecting a hose, place a rag over the coopnegent fluid from
Spraying on anyone.

6. If fluid comes in contact with any exposed skin area, be sure tatwéfismmediately.

7. If a fluid spill does occur, immediateliean any floor area or paintedrface to prevent a fall
or damage.

8. Always remember to make the required hose connections prior to starting a power unit.
Hose should be laid out in such a manndpgsevent damage from sharp objects,
vehicles, etc.

9. Likewise, always stop a power unit prior to disconnecting a hose.

10. Do not use the shears to cut a steering column or any piece ohtietafree end, since it
may become a projectile. Shears are designeteate a compression fracture rathantto

cut. Always remember to cut at a right angle.

11. At a motor vehicle accident, always have a chargedihede protect against the
possibility of a fire.

12. Rotate personnel to avoid fatigue.
13. Rest the tool on your thigh and always maintautylbalance.
14. Guide and hold the tool; do not force it. @b strain against the toafather, work with it.

15. Always respect the tool. It is a machine and has no conscience.
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Departmental Operational Guideline

401.02 OPERATING POWER SAWS

l. Smope
This standard establishes guidelines for the safe and proper opergimmenfsaws. It was

promulgated to:

A. Prevent accidents, injuries, or deaths that might result fronmiv®per use or unsafe

operation of a power saw.
B. Prevent damage togp@wer saw that might result from unsafe operatiomproper use.
Il. General

A. Members who respond to fire and emergency medical incidents shadigmnsible for knowing
how to properly and safely operate the posasxs used by the department.

B. District Chiefsshall train the members under their command in the safprapér use of the

power saws assigned to their apparatus.

C. District Chiefsand any member that notices any un safe ashathimmediately stop any
unsafe or improper use opawersaw and shall take the appropriate action necessary to

correct thesituation.

D. District Chiefsshallensure theinspecton each power saw carried on their apparatus at the
beginning of their tour of duty and after each use to ensure that thegarefunctioning
properly, and safe to operate. Any power saw discovered unsafe or malfunctioning shall be

removed from service and pry redtagged.
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E. District Chiefsshall also be responsible for ensuring that saws are prdpeléd andhat

spare fuel containers are full of the correct gas/oil mixdacein the proper place on the

apparatus.

I1l. Operating Procedures

A. Always carry a power saw with the engine stopped or the electrical dmwsennected. The blade

should be carriedtthe front with the muffleaway from your body.

B. Always keep both hands on the control handles, using a firm gripyautithumbs and your

fingers encircling the handles.
C. Make sure of your footing prior to operating a saw.

D. Always turn off a aw when it is unattended.

E. Have a plan of action before placing a saw into operation. The plan stohude:
1. The location and sequence of the cuts and openings.

2. Wind directio® consider its effects on exposure and personnel.

3. Escape routésat least two means of egress.

F. Always place the safety guard in the proper position for the use inteefded operating the saw.

G. Remember that power saw operations are safest when cutting oroatabsurface near the

ground level or on a vertical gace at or belowvaist level.

H. Operating a power saw above chest height is extremely hazardosisoafdinot be attempted

as a normal course of action. This type of djp@nashould be conducted only under the direct
order and supervision ah officer The officer ordering this operation shall first consider the value

to be gained vs. the extreme hazard to personnel.

l. The use of a power saw from a ladder shall only be done if no othematitexs are available.
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J. Do not operate a power saw clasa thighly combustible or flammahteaterial due to the
possibility of ignition from sparks.

K. Do not operate saws in flammable or explosive atmospheres.

L. When operating a power saw, avoid placing side pressure or twisting the blade. Never force the
saw If too much pressure is applied to the blddehazard of blade breakage (carbide tipped)
or shattering (aluminuraxide or silicon carbide discs) is increased. A blade that breaks or

shaters during cutting operations may cause serious injury to thratoper bystanders.

M. The saw cut should only be as deep as necessary. Deep cuts maysupaketing beams and

lead to collapse. The experienced operatorkmtiw when he has reached a beam by the sound
and feel of the saw.

N. If conditions permit, gape gravel and debris from the cutting pathettuce the danger of
injury from flying chips and loose materials.

IV. Safety Precautions

A. A member who operates a power saw at an emergency incident oraltrangng session shall
wear full protectiveclothing, including both eand eye protection.

B. A member who operates a power saw for the purpose of inspectimairagenance shall wear
ear protection and safety shoes or boots.

C. When operating a power saw, all clothing shall be close fittinganpletely buttoned to prevent
an accident due to moving belts, gears, chhladges, etc.

D. Do not operate a gasolipewered saw with a fuel leak. Remove the am service.

E. Do not restart a saw in a small enclosed space after refueling.
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V. Fueling and Maintenance

A. Power saws shall be kept clean and in good serviceable condition.

B. The cutting wheel, chain, or blade shall be examined at the beginm@agtotour of duty and
after each use for nicks or defects. These itemosild also be chked for tightness and shall be

kept clean and properly lubricated. Defective items shall be replaced.

C. Ensure that abrasive saw blades do not become contaminated wittupetvased products. Such
contamination may dissolve the resin thatsed to bod the blade, thus causing the blade to

shatter when used. Ndvades should be stored in plastic bags to ensure cleanliness.

D. Saw should be started and allowed to run to reach operating temperature for a minimum of five

(5) minutes.
D. Whenfueling a power saw:
1. Always turn the engine off.
2. Make sure to use the proper fuel mixture. Many saws requireificsfuesl and oil mixture.

3. Wipe off the saw to remove any spilled fuel before starting it.
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Departmental Operational Guideline
401.8 OPERATING POSITIVE PRESSURE FAN

I. Scope

This standard mandates safety guidelines to be followed while oper&usitize Pressure Falt

was promulgated to:

A. Prevent accidents, injuries, and deaths that might result from the roisogeoper

operation ofpositive pressure fan
B. Prevent damage fwsitive pressure fartsat might result from misuse or abuse.
Il. General

A. Members that respond to fire and emergency medical incidensspansible for knowing

how to properly andadely operatgositive pressure fan

B. District Chiefsshall train the members under their command to properlgafaty operate the

positive pressure faassigned to appatus.

C. Any member noticing any un safe acti@hgall immediately stop any uneadr improper
operation of gositive pressure faand make the adjustments and corrections necessary to safely

accomplish the assignment.

D. District Chiefsshallinsure that amspecdion of thepositive pressure fa@ssigned to respective
apparatus ahe beginning of each tour of duty and after every usagare that they are
functioning properly. Tools found to be unsafe orforaitioning shall be removed from service and

be properly redagged.

E. District Chiefsshallensure that each unitedcisecled for the fuel level in each tool to ensure that
each is progrly fueled. The spare fuel can carried on the apparatus shall also hel el

times.
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I1l. Operating Procedure

A. Before operating a tool, always inspect finel tank for leak and fan blades for damage.

B. Place the power unit as level as possiahsure minimal obstruction between the opening and
the fan

C.Remember o0 ensure the fan provides the appropri at

overlaps the operin

D. To start the power unit, place one foot on the bottom of the roll cdgdtstabilize the unit.
Hold the cage with one hand and pull the restaitter cord with the other. Take care not to pull

the cord out too far. The starp sequence is aglliows:
1. Move the choke to the closed position.
2. Pull the recoil starter until the engine pops.
3. Move the choke to run.
4. Pull the recoil starter cord.
5. Repeat the sequence if the engine fails to start.
E. To stop the power unit, use your hanéngage the kill switclDo not use your foot

F. When refueling the tool, always use the appropriate fuel type andatakaot to spill fuel on a

hot surface. Note: The pitch of the power wvilt normally change prior to running out of fuel.

G. Safey precautions:

1. Full protective clothing, including ear protection, shall be worn wisileg apositive

pressure faduring actual rescues as wadl training exercises.
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. Ear protection, approved safety shoes or boots, and any otherjiteteofive clothing that is
appropriate shall be worn while operatagpol for the purpose of inspection or

maintenance.

. Always work on the outside of the tolNleverinsert your hands ather parts of your

bodyin to the blades of a moving fan
. Never sart the PPV Fan without direct orders from the incident commander.

. Coordinated fire attack with a PPV Fan and interior operations must be coordinated through

the incident commander.

. Positive pressure ventilation is a process of removing smoke ainftidme a structure to aid

in cooling and improving visibility during fire attack operations.

. Proper techniques are required for successful operations all members are responsible to train
and ensure that the skills of PPV are maintained.
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Departmental Operational Guideline

402.01 TRAINING

I. Scope
This standard applies to all training conducted by or for the departmeas fpromulgated to:

A. Prevent ocgpational accidents, deaths, injuries, and ilinesses.

B. Ensure that all members are able to properly perform their assigties in a safe

manner.

Il. General

A. The department shall provide training to its members to update them on new practices and

techniques and to help them maintain individual $kéls.

1. Sufficient training will be scheduled each calendar year to allembers to maintain

their EMT orEmergencyMedical Responderertification.

2. Sufficient trainingshall also be scheduled each calendar yealiday members to

maintain their firefighter certifications.

B. All emergency medical training shall be approved by the emergeeadical services program
manager and shall be tdudy an instructodetermined by the program manager to be qualified.

C. All fire suppression and rescue training shall be approved Byréh€hiefand shall be conducted

under the supervision of a certified instructor.

D. EachStationhas a designatiéraining officer who has been assigtedupervise trainingt
higherrespectivestationand to maintain records of ttraining received by each member.

E. All training involving livefire exercises shall be conducted in compliamitk the provisios of

NFPA 1403 Standard on Live Fire Trainingvolutions.

154




I1l. Responsibilities

A. Each member shall be responsible for maintainingdnére and EMS skillsat a level sufficient to
retain the certifications required for his job andeet the estalshed minimum standards of

performance600.03 Minimum Company Standards.

B. Officers shall ensure that all members under their command maimtaigertification and skill
levels. The officer shall also be responsiblenfiaintaining his company's céitation and skill at
a level sufficient taneet the established minimum standards of perform&€e03Minimum

Company Standards.
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Departmental Operational Guideline
402.02SCBA TRAINING

I. Scope

This standard applies to all members who are reqtorede selicontainedbreathing apparatus (SCBA) as

a part of their normal duties. It was progatied to:
A. Maintain individual proficiency in the use of SCBA

B. Prevent accidents, injuries, and deaths that might result from exposuhazardous

atmosphes.

Il . Training and Evaluation

A. Each member of the department required to use SCBA as a parhofrnial duties shall receive
periodic training on the proper use of SCBA. Training shall be based on the requirements of NFPA 1404,

Standard orfrire Depatment SeiContained Breathing Apparatus Program

B. Each member shall be evaluated on an annual basis to ensure that hgradicient in the use of

SCBA. As a part of their evaluation, members shsiiccessfully:

1. Identify the components of facgieces regulators, harnesses, andylinders.

2. Correctly don, operate, and doff SCBA while wearing full protectietthing. This shall include
demonstrating that a proper facepieceseal has been achieved.

3. Describe the operational principles of the warninglevices.

4. |dentify the limitations of SCBA, correctly define the term "point of no return,” and discuss
the ability to protect the body from absorgion of toxins through the skin.

5. Describe the procedures to be used if unintentionally submerged imater while wearing
SCBA.

6. Demonstrate alternative means of communication while wearin§CBA.
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7. Demonstrate the procedure for daily inspection and maintenance &CBA.
8. Demonstrate the procedure for cleaning and sanitizing SCBA foiture use.

9. With SBA donned, perform related emergency scene activitiesasuativancing a hoseline,

climbing a ladder, crawling through a wliow or confined space, performing a rescue, etc.
10. Conduct an annual facepiece fit test.

I1l. Responsibilities

A. Each membeof the department required to use SCBA as a part afdrsal duties shall strictly

adhere to the requirements of this standard.

B. Company officers shall ensure that each member assigned to theiandrstrictly adheres to the
requirements of this stdard and shall caluct the training and evaluation required by this standard.

C. The shift training officers shall maintain records of any SCBA traimiagided to the personnel
assigned to their respective shifts. At least @aagh year, shift traing officers shall evaluate the ability of

each merber to meet the requiremeirgosed by this standard. The evaluatiati be conducted as a part of the
annual Minimum Company Standasting. See SOP 600.03, Minimum Company Standards.
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Departmental Operational Policy
403.01DRIVERS OF VEHICLES

I. Scope

This standard applies to all members who drive or operate a motorizele wetmed or used by the
department. It was promulgated to:

A. Establish minimum standards for members who dogvel to drive ooperate a motorized
vehicle.

B. Establish minimum safety regulations for the operation of a motove@dle.
Il. General
A. Driver's license:

1. All members of the department shall have a valid driver's lidbiasés appropriate for

the types of vehicles that they are allowedperate.

a . Al'l apparatus having a GVW of 26, 000
is needed.

b. All apparatus having a GVW of 26,001 and More a Bass F Georgia Dr
License is neeztl

2. Al members shall furnish proof of their possession of a valid licemgEme that they are
requested by a supervisor to do so.

3. District Chiefsshall check the driver's license of each member utteércommand
during the firstveekin January ad in July to detenine that each member possesses a

valid licenseand report their findings to the Fire Chief
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4. Members shall report any change in the status of their drilcerse to theiofficer.
Theofficer shall forward this infanation to Adnmistration via the normal chain of

command.

5. Any member who has his license suspended shall notihehisfficer immediately and
shall not be allowed to drive or operate a gkhuntil his license has been restored.

Failure to possess a validiver's license shall be grounds for suspension.

B. For the purposes of this standard, motorized vehicles shall be divided into two categories:
Category One and Category Two.

1. Category One vehicles are those vehicles used primarily for fipgesgion purpses and
that have a gross vehicle weig®\(W) thatexceed26,0001lbs.

2. Category Two vehicles are those vehicles that h&Va of 26,000lbs. or less and are
primarily support services.

C. No member shall be allowed to drive or operate a Categowe€hicleunless hisshehas
successfully completetthe basic driver operator course provided by the department or has the
NFPA Standard 1002 foFire Apparatus Driver provided by tkiiee or gi a Fi ref i ght e
Standards and Training Council (GFST&®)d haveompleted thelepartment's driver training
programasa student driver under the supervision of a qualified ddperator evaluatand

possess a current Class B dri€ense

D. No member shall be allowed to drive or operate a Catélgooyehicleunless héshehas
successfully completed tlepartment's driver trainingogramasa student driver under the
supervision of a qualified driveperator evaluator and has passed the assessment for the

apparatus and cleared by ieision Chief.

E. All vehicles shall be operated in a safe and prudent manner, andretbdsinall comply with all
traffic laws and the applicable rules and lagjons of the department.

F. No driver shall move a vehicle until all persons in it are in an appradiad positon and are

properly secured.
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G. Drivers responding to emergencies shall comply with the provisiod9203, Emergency

Response.

H. A driverSHALL NOT back a vehicle unlessspotter is utilizedApparatusSHALL NOT be
backed unless there is at lease spotter to the rear of the apparatus to assist in the operation.

1l . Responsibilities

A. Drivers shall be directly responsible for the safe and prudent opeodtiogir vehicles in all

situations.

B. When a driver is under the direct supervisioarobfficer, the officer shalie responsible for the

actions of the driver.

C. The fire department safety officer shall monitor the status of all théemsraf the department to
ensure that all those who drive and opevatacles have had the propaaitiing, possess valid

driver's licenses, are insurable, and have had a defensive driving course.

D. Drivers shall be responsible for ensuring that all of their vehicles' safeifyment is functioning

properly and that their vehicles are safe to doier to operating them.

IV. Motor Vehicle Incidents

A. The driver of a motor vehicle shall immediately notify his supervisottamdppropriate law
enforcement agency if he is involved in an accidélhteports and information concerning the

accident shll be forwarded tthe Vehicle Accident Review Board for review.

B. Drivers and supervisors shall be familiar with the provisions of thectisssubstance abuse
policy. Any driver involved in an accident that falighin the scope of the policy shak tested

whenever required.

C. The supervisor shall notify the fire chief whenever an accident invatviegury, fatality, or

major damage to a vehicle.
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Departmental Operational Policy
403.02PERSONS RIDING IN MOTORIZED VEHICLES

I. Scope

This sandard shall apply to all persons riding in or on a motorized vedweied or operated by

Charlton Countyand thedepartment

Il. General

A. No one shall be allowed to ride in an apparatus unless he/ameember ofhie department or
has obtained specipermission to ridas an observer. Observers must complete the

Authorizationto Ride anApparatus Release.

B. Persons riding in or on a motorized vehicle shall observe the following:

1. All persons shall be seated in an approved riding position andshstured by
a seat belt anytime the vehicle is in motion.

2. Riding on the tailboard, running board, or other exposed positgtnaty
prohibited.

3. Standing while riding is prohibited.
a. Any member who rides in standing position shall immediately be

swspended pending an inwiggtion of the incident.
4. At no time shall anyone dismount a vehicle while it is still in motion.
All persons riding on an apparatus that requires ear protectiomaaalthe ear
protection devices provided while the vehicl@isnotion and whenever the

audio warning devices are in use.
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I1l. HoseLoading Operations

A. Hoseloading operations may be permitted on moving apparatus prdhialetthe following
conditions are met:

1. A member other than those loading the hbs#l be appointed assafety observer. The
safety observer shall have an unobstructed wietive hosdoading operation and shall be

in both visual and voice contact with the apparatus operator.

2. Vehicular traffic shall be excluded from the area olt Beaunder the&ontrol of an

authorized traffic control person.
3. Apparatus speed shall not exceed &emph when loading hose.

4. The apparatus shall not be moved until all members involved indoé@ hose have been
made aware that the appagatsiabout to benoved.

5. Members in the hod®d shall not stand while the vehicle is baimgved, and those

members on the tailboard shall step off the eqipa prior to its being moved.

B. The safety observer shall have the authority to discontmuleaseloadng operation that is deemed
to be unsafe.

IV. Responsibilities

A. It shall be the responsibility of each member to comply with the gioms of this standard.

B. Drivers shall not operate their vehicles unless everyone on boactisghance with the
provisions of this standard.

C. Officers shall be strictly accountable for enforcing the provisions dftdnglard and shall

correct any violations that are observed.
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Departmental Operational Policy
403.03EMERGENCY RESPONSE

I. Scope

This standard applies to the driver of an emergency vehicle owned or opgrateddepartment while
responding to an incident. It was promulgateddtablish safety guidelines during emergency responses.

Il . Cateqories of Response

A. Emergency:
Those in@ents that pose a significant risk to life or property. Emergency response requires the

use of all audio (siren and air horns) arslial (lights) warning devices. These devices must
be in use during thentire duration of the response unless the respgsmk®vngraded to a
nonemergency by a competent authority. The initial response toltheirigl types of

incidents shall be considered emergencies:
1. A reported fire in a structure.

2. A reported fire outside of a structure that involves the potetetsatuction of

property or poses a risk to human or animal life.

3. All categories of emergency medical incidents except ndntéaening
transfers to or from a medical facildyd assisting EMS with neemergency

ALIi fting.Assistanceo

4. Responses tomanmade or natural disaster involving the destoumcof
property and the potential for injury or death. This wandilide requests

for assistance from other jurisdictions.
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B. Nonemergency:

Those incidents that do not pose a significant risk tofifgroperty. Audio and visual
warning devices shall not be used dunegemergency responses unless ordered by a
competent authority topgrade the response to emergency status. The initial response to

the folowing types of incidents shall not be consadito be emergencies:

1. Medical incidents that involiting assistance for EM&ansfers to or from a
medical facility where the patient does not have dhifeatening condition.

2. Automatic fire alarmmesponse by supporting unitsitil confirmaion is received
by the First Due Apparatus or Incident Commartllar an actuamergency

exists.

3. Public service calls to assist the public when there is no imm#uledeto life or
property.

Ill. ResponsdPolicy

A. Apparatus and vehicles engaged moaemergency response shall oblbapplicabldraffic
safety rules and regulations and shall not excequbted speed limit.

B. Apparatus and vehicles engaged in an emergency response shathasajbvern their
response by the traffic, weatherdanad conditionpresent at the time of response.

C. The maximum speed of trad®HALL NOT exceed posted limits is EVERY MEMBERS
responsibilitytomaintaind DUE REGARD FOR SAFETYO.

D. During an emergency response, drivers shall bring their vehicdemtoplete stop for any of

the following:

1. When directed by a law enforcement officer.
2. Stop signs.

3. Red traffic signals.
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4. Negative rightf-way intersections.

5. Blind intersections.

6. When the driver cannot account for all lanes of traffanimtesection.
7. When other intersection hazards are present.

8. When encountering a stopped school bus with flashing warning lights.

E. Drivers shall proceed through an intersection only when the drivaccannt for all lanes of

traffic in the inersection.

F. Drivers shall bring their vehicles to a complete stop at all unguardeddagraderossings and

shall not cross thtracks until determining thiais safe to do so.

IVV. Responsibilities

A. Drivers shall be directly responsible for 8afe and prudent operatiofitheir vehicles in all

situations.

B. When a driver is under the direct supervision of an officer, the officeaskaihe responsibility
for the actions of the driver andad! be responkle for immediately correcting anysafe

condition.
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Departmental Operational Policy
403.04VEHICLE INCIDENT REVIEW BOARD

I. Scope
This standard establishes the departmdfdt®r Vehicle IncidenReview Board, hereafter referred

to as the board. It was promulgated to:

A. Require thaa systematic review of every accident involving a motonadicle be

conducted.

B. Recommend to the fire chief corrective actions that may be takervémpvehicle

accidents.
C. Recommend to the fire chief that disciplinary action be taken ey@apriate.
Il. General

A. The board shall conduct a standardized review of every accidentiimyalmotorized vehicle

owned or operated by the department.

B. The membership of thdotor Vehicle IncidenReview Boardshall consist of the following

positiors:
1. TheFire Departmentire Chief, who shall act as chair.
2. One member from each of the followiragksand theFire Chief :
Division Chief District Chief
Captain Lieutenant

Engineer
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C. Each position shall be appointed by fire Chief

D. Membersappointedo serve on the board shall seageneeded

E. TheFire ChiefandDivision Chiefare permanent members of the board.

F. Theselectionof board members shall be conductesdneeded to review incidents.

Il . Procedure

A. Everymotor vehicle incidenshall be reviewed using the board guidelines listdw. A written
report detailing the background of timeident boardresults, and a recommended action shall be

forwarded to the fire chief farach incident.

B. A copyof the board's report shall be forwarded toGharlton County InsurandRepresentative

for analysis and review.

C. A copy of the board's report shall also be provided to each m@mbhksed in thencident and

a copy of the report shall be placedhemember's permanent personnel file.

D. Disciplinary action shall be administered as provided in the approgeietion of the

department'policies procedureand guidelines
IV. Guidelines
A. All incidentsshall fall into one of three categories:
1. Category One: Nopreventable.
2. Category Two: Driver partially at fault.

3. Category Three: Driver totally at fault.
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B. Category On@ncidentsare thoséncidentsin which no action could havaeen taken by the driver
to prevent the accident. The boandlsrequire that the appropriate written reports be filed and

no disciplinary action baken.

C. Category Twancidentsare thoséncidentsin which the driver is judget have been partially at
fault and could have prevented the accidemsciplinaryaction may range from an oral
reprimand for a first offensghere the total physical damage was no more than $2&020
threedaysuspension without pay when the driver has been involved ivanpable
incidentswithin the previous 24 months and tiieysical darage exceeded $250.00.

D. Category Thre@cidentsare thoseéncidentsin which the driver watotally at fault. Disciplinary
action shall be in direct proportion to the @esiness of the accident and shall range from a

written reprimand toraindefinite suspensioxamples:

1. A written reprimand should be sufficient for a first offense whedaheage was less than
$1,000.00 and there were no deaths or bagiyies.

2. An indefinite suspensi@nd or terminatioshould be recommended whane or more of

the following conditions were present:
a. The driver had multiple offenses during the previous 24 months,
b. The damage exceeded $5,000.00.
c. There was bodily injury or death,

d. The driver was intoxicated or otherwise impaired.
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Departmental Operational Policy
404.01FIRE STATION SAFETY

I. Scope
This standard establishes safety regulations to be followed by meassegsed to a fire station.

II. General
A. Fire stationshall comply with all applicable health, safety, buiggiandfire code requirements.

B. All fire stations are designated as tobacco free, and no one will inétedrto smoke or use
smokeless tobacco products within a fire statibhe use of tobacco will be confined to
designatedareas outside of the lding.

C. Floors shall be kept clean and free from obstruction. Slippery subssacbess water, oil, and
other fluids shall not be allowed to accumulatexdiovor surface and shall be mopped up as soon

as is practical.

D. All tools and equipment stdle maintained in a clean and serviceablaitmm and shall be
returned to their proper place immediately after use.

E. All flammable and combustible liquids and gases shall be stored intibwe'stiammable liquids
cabinet. The cabinet shall be m@ined in alean and orderly manner and shall be kept closed

and free of obstructions.

F. Prior to each use, all electrical equipment such as extension cordseshapected to prevent

the possibility of shock or electrocution.
G. Horseplay is strigtlforbidden.

H. Proper care shall be exercised when using any chemical producidpestlvent, or other

harmful or toxic substance.

I. Caution shall be exercised when using a ladder for cleaning, painting, etc.
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J. All smoke detectors, fire extinguesi, exit signs, and other safety equgmt shall be maintained

in proper working order.
K. Running inside the station is prohibited.
L. Any defective equipment or unsafe condition shall be repartekdiately.
M. Fire stations shall always be lockaad secured whenever the stationriattended.

N. Automatic overhead door closures shall not be activated until theaaysplaas completely

cleared the door.

O. All lawn work shall be conducted in proper attire and the approgastey precautions sha

be taken.

P. Apparatus will not be run in the engine bays unless the doors opere to allow the

removal of engine exhaust or the apparatus' exisacshnected to the exhaust removal system.

Ill. R esponsibilities

A. Members shall strictly adheto all safety regulations.

B. Officers shall be responsible for maintaining their assigned statioseiie and healthy manner

and shall promptly correct any deficiencies.

C. Any member who violates a safety regulation shall be promptlynmapded anthe violation
shall be reported to thére Chief

D. The safety officer and a member of the Fire Prevention Bureaurspatt each fire station at
least once during each smonth period. Thenspectors shall check the station for compliance with
all gpplicable codeand safety standards. The inspection shall be conducted using thendapsurt
Inspection Report Form. A copy of the form will be given to the@ffon duty at the time of the

inspection and a copy shall be forwardethtoFire Qief.

1. If possible, corrections should be made immediately.

170




2. If necessary, a4iaspection shall be scheduled prior to concludingriggection.

3. The results of these inspections shall be reviewed during the offiweral performance

evaluation.
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Departmental Operational Policy
405.01PROTECTIVE CLOTHING AND EQUIPMENT

I. Scope
This standard applies to all members required to work in hazardous emssn It was
promulgated to establish guidelines for the use of protecipdieing and equipment todece the
risk of illness, injury, or death that migtesult from a member's exposure to a hazardous

environment.

Il. General
A.Each member shall wear protective clothing and use equipmenpaptedor the hazards to
which he is exposed.
B. Each member sl properly maintain the protective clothing and eqent that have been
issued to him and that are carried on the appat@atwbkich he has been assigned.
C. A protective clothing washer has been installed to assisbersnm maintaining their turnout
coa and pants. Each member stiddlan his structural protective clothing at least once every six
months anavery time it is contaminated.
D. Any equipment or protective clothing that is found to be unsafe oerabfe shall be red
tagged, removed from sec& immediately, and fararded to the appropriate officer for repair.

Il Structural Firefighting

A. Each member assigned to fight structure fires shall be issued prothatinneg and equipment
that comply with all applicable NFPA standards and locplirements. These items shall

include:
1. Helmet (NFPA 1972).
2. Boots (NFPA 1974).
3. Gloves (NFPA 1973).

4. Coat (NFPA 1971).
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5. Pants with suspenders (NFPA 1971).
6. SCBAand facepiece (NFPA 1981).
7. Hood (NFPA 1971).
8. Work uniform (NFPA 1975).
B. No alterations shall be made to protective clothing without the appbtraFire Chief

C. Each member operating within a perimeter designated as hazardbasnoydent safety officer
shall wear his full protective clothing in the geelbed manne The incident safety officer shall

determine when and iifis safe to remove some or all of the clothing.
D. Members shall be fully clothed beneath their turnouts (wearingpih@priateattire).
E. To assist members with identifying rank at an indideane, helmets acelorcoded as follows:

1. Fire Chief : White w/White Front
Five (5) Crossed Gold Bugl&ank InsigniaChief,
Charlton Countyn Line 1RedonWhite Field
Chief on Line ZRed on White Field
FIRERESCUE on Line 3Red on White F&ld
2. Deputy Fire Chief :Redw/ White Front

Four (4) Crossed Gold BuglBank Insignia:
Charlton County on Line White onRED Field
FIRE RESCUEON Line2 Red on White Fid
DeputyChiefon Line3Red on White Field

3. Division Chief Training White w/Red Front

Three (3) Crossed Gold Buglesnk Insignia:
Charlton County on Line 1 Red on White Field
Division ChiefTraining
FIRE RESCUE on Line 3 Red on White Hiel
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4. District Chief : White wRed Front
Three (3) Crossed Gold BuglRsnk Insignia:
Charlton County on Line Red on WhiteField
NORTH DIST. CHIEFon Line 2Red on White Field
OR

SOUTH DIST. CHIEF on Line 2 Reon White Field
FIRE RESCUE on Line BRed on White Field

5. Battalion Chief Red wAWhite Front
Two (2)Crossed Gold Bugles Rank Insignia:
Charlton County on Line 1 Red on White Field
STA. 1 Battalion Chiefon Line 2 Red on White Field

o

Captan : Redw/ Black Front
Charlton Countn Line 1 White oriRedField
Red Passport Panel with Station #
7. LieutenantBlack w/ Black Front
Charlton County on Line 1 White étedField
Yellow Passport Panel witation #

8. EngineerBlack wBlack Front
Charlton County on Line 1 White on Red Field
Black Passport Panel with Station #

9. Firefighter II: Black w/ BlackFront

Charton County on Line 1 White on Red Field
Brown Passport Panel with Station #

10. Firefighter I: Black w/ Black Front

Charlton County on Line 1 White on Red Field
GreenPassport Panel with Station #
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11. PROBATIONARY Firefighter : Yellow Metro Style Helmet

V. SCBA

A. All self-contained breathing apparatus used by the department shply euith NFPA standards

with thelatest editiorat manufacture

B. Unless the safety of the atmosphere can be determined by testicgnéindous monitoring, all

personnel shall use SCBA while workingareas where:
1. The atmosphere is hazardous.
2. The atmosphere is suspected ohfdiazardous.
3. The atmosphere may rapidly become hazardous.
C. Members wearing SCBA shall always work in teams of at least twdens@ach.
D. SCBA and spare cylinders shall be kept on each apparatus and del@ailimmediate use.

E. SCBA shall ot be removed until the incident safety officer has deitezd by testing that the
atmosphere is no longer hazardous and thae@€s are less than 50 ppm.

F. A personal alert safety system (PASS) device that complies with NgE2shall be assigned to

each SCBA and shall be activated wheneveSMBA is in use.

V. Wildland Firefighting

A. Protective clothing and equipment that meet NFPA 187ahdard orProtective Clothing and
Equipment for Wildland Fire Fightinghall beprovided for use by each mer assigned to a
brush company. Thisicludes coveralls or pantvershirtlong sleevegloves, footwear, helmets,

and eyeprotection.

B. Wildland gear shall be worn in lieu of structural protective clothing viigating grass and brush

fires wheneveitt is available.
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C. If wildland gear is unavailable, the incident safety officer shall detetiminlevel of protection that
is required. At minimum, protection shall incluskation/duty pants overshirtlong sleeve

gloves, helmet, eye protectiomdfootwear that meets NFPA 1974 or NFPA 1977.

VI. Life Safety Ropes. Harnesses, and Hardware

A. All life safety ropes, harnesses, and hardware used by the depashakmeet the applicable
requirements of NFPA 198Standard on FireService Life Safefgope and System Components.
B. Class | life safety harnesses shall only be used for firefighter attachment to ladders and aerial

devices.

C. Class Il and Class lll life safety harnesses shall be used for fall arreappatiingoperations.

D. Rope usetb support the weight of members or other persons duringegefirefighting, other
emergency operations, or training evolutions dbalife safety rope. Life safety rope used for any

other purpose shall bemoved from service and destroyed.

E. Life safety rope used for rescue at fires or other emergency incidémtsraming shall be
inspected before and after each use in accordance with the manufacturer's instructions and may be

reused provided it ha®ot sustained any visual damage due ta, lir@ct flame impingement,

chemical exposure, or abrasion.

F. Life safety rope shall be removed from service and destroyed if thhasieen subjected to an

impact load or exposure to a chemical knowdeteriorate rope.

VIl. Other Protective Clothing and Equipment

A. Emergency medical incidents: See 702.03, Protective Clothing.
B. Hearing protection: See 405.02, Hearing Conservation.

C. Water rescues: See 602.01, Water Rescue.
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Departmental Operational Policy

405.02 Hearing Conservation

I. Scope
This standard establishes a hearing conservation program for therdagalt was promulgated to

prevent jobrelated hearing impairment.

Il. Audiometric Testing

A. As a part of the entrlevel medical examination, a memlmayberequired to have a baline
audiogram performed. This baseline audiogram will become part of the member's permanent
medical history fileand will be used throughout his tenure with the department to manior
changes in his hearing.

I1l. Hearing Protection

A. The noise levelill be monitored whenever a process or equipnceahge occurs.

B. Warning signs will be posted at the entrances to or on the periphgoylo&reas where a

member may be exposed to a sound level of 90 alBfkeater.

C. Warning signs will clearly indate that the area is a noise hazard anebthat hearing

protection must be worn while in the area.
D. Hearing protection shall be mandatory in all areas marked as hpestegtion areas.

E. Hearing protection shall also be worn when noisy jobs os tgkbeingerformed in an area not

posted as a hearing protection area, such as:
1. While performing noisy tasks such as grinding, operating air éodl$ire pumps, etc.
2. Whenever an employee has to raise his voice to be heard.

F. Whenever possihl@igh noise exposures will be reduced to acceptabds by using proper

administrative or engineering controls.
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G. Personal protective equipment will be provided and worn by members when administrative or

engineering controls are not feasible or primedfective in reducing high noise exposures to

acceptable levels.

IV. Responsibilities

A. The safety officer shall be responsible for the identification of prodaydtems, or operations

where the noise level exceeds 90 dBA andifareloping control mwcedures to mitigate the

hazard.

B. Officers shall be responsible for enforcing the provisions of this standard and for immediately

correcting any deficiencies that might occur.

C. Each member shall be responsible for strictly adhering to the provasithnis standard and for
wearing an approved hearing protection dewbenever a hearing protection sign is displayed or

whenever engaged an activity where the noise level exceedsiBA.
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Departmental Operational Guideline
405.03 REHABILITATION

I. Saope

This standard applies to all emergency operations and training exevhesesstrenuous physical
activity or exposure to heat or cold creates the f@dtie rehabilitation of personnel. It was
promulgated to:

A. Prevent injuries, illnesses, and tteathat may result from excessiatigue.

B. Establish procedures for medical evaluation and treatment, food anefiledishment, and relief

from extreme climatic conditions during emgency operations and prolonged training exercises.

Il. Definitions

A. Level | Rehabilitation: Situations of short duration. The incident coander may elect to use

the rehabilitation supplies from an apparainghe scene or may speetall the rehab unit to

the scene. Typically ihevel | rehab, the crews are notated and the incident or training ecise
has a limited duration.

B. Level Il Rehabilitation: Situations that require a major time and pengbgommitment.

Examplesmclude a major fire or a lengthy trainiegercise in which the firefighter's health and
safety must be addressed.
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1. General

A. The incident commander shall evaluate the circumstances at eatdnirennd shall make early,
adequate provisionsifehe rest and rehab all members working at the scene. These provisions

include:
1. Medical evaluation.
2. Treatment and monitoring.
3. Food and fluid replenishment.

4. Mental rest.

5. Relief from extreme climatic conditions and other environahéattors present at the

incident.

B. During prolonged incidents, strenuous training sessions, and periexiseshe heat or cold, the
incident commander shall request thatitbieab unit be dispatched to tleese and shall appoint

a rehab officer tonanage the rehabilitation of the firefighters.

C. The Rehab Log shall be completed by the rehab officer at all Levetimnisi The log shall be
submitted to the incident commander toditached to the incidereport, and it shall be
included as part of the irdent postmortem. Level Il rehab includes the provision of EMS at the

ALS level in the rehab sector.

IV. Rehabilitation Sector

A. The incident commander shall establish a rehabilitation sector wheia@as indicate that

members working at an incident or training exercesglire rest and rehab.

B. The incident commander shall appoint a rehab officer who sgillraecommand of the

rehabilitation sector. At most incidents, the location of#mbilitation sector will be designated
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by the incident commandeHowever, if the incident commander has not designated a rehab site
prior to the appointment of a rehafiicer, the rehab officer shall promptbelect an appropriate

location based on the most desirable site available.

C. The rehab sector should be placed in a location that allows memphysitally and mentally
rest and recuperate from the stress, presand demands of the emergency operation or

training evolution.

D. The rehab sector should also be located far enough away from the iscetento allow members
to safely remove their protective clothing &@dBA.

E. The rehab sector should be locatl in an area that provides suitable prtection from the
prevailing environmental conditions. If possible, the seéor should be in a cool, shaded area

during hot weather and in a warmdry area during cold weather.

F. If the rehab sector is located outdoar, the area should be free of ants arather stinging or

biting insects.

G. Members in the rehab sector should not be exposed to exhaust fumes fiegpparatus,vehicles,

and motorized equipment, including those involirethe rehabilitation sector operaim

H. The rehab sector should be large enough to accommodate multiplewsdesisould allow for

expansion or contraction as the size of the incigaries.
|. The rehab sector should be easily accessible by EMS units and offat sapicles.

J. Therehab sector should be located close enough to the incident tavadiolers to promptly
reenter the emergency operation site atteuperation.

K. The following areas should be considered when selecting a site fehtdesector:
1. A nearby garage, iding lobby, or other structure.

2. At least two floors below a fire in a higise building.
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3. A large climatecontrolled vehicle such as a school or transit bus.

4. Fire apparatus, ambulances, or other emergency vehicles at the scene or calledrie.the s

5. The fire department rehab unit.
6. An open area in which a rehab site can be created by usingiaagy®tc.
7. At an industrial site, the rehab sector shall be placésidethe fenced compound area.

L. The rehab officer shall secure all tlesources required to adequately staff and supply the

rehab sector. The supplies may include the itiestes! below:
1. Fluids such as water, activity beverage, Gatorade®, and ice.
2. Food such as soup, broth, or stew in hot/cold cups.

3. Medical equipmerguch as blood pressure cuffs, stethoscopes, oxaglyaimistration devices,
cardiac monitors, intravenous solutions, #refmometers. (Medical supplies may be furnished

by the ambulancassigned to the rehabilitation sector.)

4. Other items such as awnimdans, tarps, smoke ejectors, heaters, dry clothing, extra equipment,

floodlights, towels, traffic cones, and filiee tape (to identify the entrance and exit of the

rehabilitation area).

V. Guidelines

A. The establishment of a rehab sector shall bsidered during the initial planning stages of an
emergency response. The climatic or envirortaleronditions of the emergency scene should not
be the sole justificatiofor establishing a rehab sector. Any activity or incident, whether-emer

gency or noemergency, that is large in size, long in duration, and labor intensive will rapidly

deplete the energy and strength of personnel.

B. Climatic or environmental conditions that indicate the need to estalRsihabilitation Sector

include a heat index atee 95°F or a winahill index below 20°F.
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C. A critical factor in the prevention of heat stress injury is the intakeatdr and electrolytes

during periods of intense physical activity.

1. During these periods, an individual should drink at least oae @fuiwater orElectrolyte

type replenishment drinker hour

2. Adequate fluid intake is important even during cold weather tigpesaDespite outside
temperatures, heat stress injuries may odaung firefighting or other strenuous activity

anytimethat protetive clothing and equipment are worn.

3. Individuals should avoid caffeinated and carbonated beverages because both interfere

with the body's water conservatiarechanisms.

4. Certain drugs also impair the body's ability to sweat. Use catiaamémber has taken

antihistamines, diuretics, or stimulants.

D. If the duration of an incident extends through regular mealtimesleipertment shall provide
food to the members at the scene whenevgipibssible to do so. Food may be charged to the
department at certain stores. The department may also have a canteen or use the Red Cross,

Salvation Army, or local buff or auxiliary group.

E. Fortyfive minutes of work time is generally recommended as an atitepéevel of work prior to

mandatory reHailitation.

1. Members having worked through two full-BOnuterated SCBAcylinders, or for 45
minutes, shall be rotated to the rehabilitationi@eior rest and evaluation.

2. In all cases, an objective evaluation of a member's fatigue levebiggtberiate criterion for
determining if rest is required. Rest periboismembers in the rehab sector shall be at least

10 minutes ogreater.

3. Crews sent to rehab should be replaced by fresh crews from thg sedor. Crews released
from the rehabector should be rotated tive staging sector prior to returning to work. This

183




procedure ensures that fatigued individuals do not return to work before they are reha
bilitated.

F. Members should not be removed from a hot environment and paeetly into an air
conditioned environment because the body's coslstem may shut down in response to the
external cooling. An aicondtioned environment is acceptable only after a dowin period at

ambientemperature with sufficient air movement.

G. EMS athe advanced life support level will be provided at each incié®h® personnel
(paramedics) will evaluate the vital signs and the glaysiondition of members as they are

rotated through the rehab sector.

1. EMS personnel will determine whether a memaill be allowed to return to work, remain in
rehab, or receive further medical treatmemd be transported to a medical facility for further

evaluation.

2. Continued rehabilitation consists of the ongoing monitoring of vital signs, rest, and fluid
intake. Medical treatment for a member whose signs and symptoms indicate potential
problems will be provided iaccordance with local medical control procedures. EMS personnel
will be aggressive in determining that potential medical problems exist.

H. When waking crews arrive at the rehab sector, each member's vital signs shall be taken and
recorded. The following criteria are used in the eatadm of fireground personnel during a fire
or EMS incident:

1. Transportation to the hospital is required whendiastolic bloogressure is > 130.

2. Transportation to the hospital is also required when the dialskotid pressure is > 110

and the individual is symptomatic.

3. An individual may be transported to the hospital for further etialuwhen the diaslic
blood pressure is < 110 and the individuayisiptomatic.
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4. The individual may be transported when the systolic blood prassu200 and after

further evaluation and rest the systolic blgoédssure is still > 200.

5. When a pulse rate of > 140found, administer oxygen and fluidest for a minimum of 10
minutes, and reassess the individual. Iflteart rate is less than 140, the individual may

return to work.

6. If after 10 minutes the heart rate still remains above 140, thedadi mustrest for an
additional 30 minutes. Administer fluids aodlygen, and record the heart rate and rhythm

on a cardiac monitand obtain an EKG printout.

7. If after 30 minutes the pulse rate remains above 140, transporethieer to a medical

facility for further evaluation.

8. In the above cases, Medical Control will be contacted in evesfisituand treatment or

transport will be determined in conjunctiaith Medical Control.

I. All medical evaluations shall be properly recorded by the paranadig, with the individual's

name and chief complaints. The form musthistdate, time, and incident number and be signed by

the rehab officer.

J. Members sent to rehab shall enter and exit the rehab sector as a ceewTdesignation, number of
crew menbers, and times of entry to and dkitm the rehab sector shall be documented by the

rehab officer. Crewshall not leave the rehab sector until released by the rehab officer.

VI. Maintenance of the Rehab Unit

A. The rehab unit shall be checkaftler eah incident and once a week by the VEST .

B. The rehab unit shall also be checked and cleaned after each useneybers who used the
vehicle. The Rehab Unit Checklist shall be pteted and turned in with the regular paperwork
each time the rehab umit used. The rehab unittis bekept fully stocked at all times. Before
responding with the rehab vehicle, a member should check to determine whether drinks and

energy food$ave been restocked.
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VIl. Responsibilities

A. All officers shall monitor the audition of each member working undgeir command and shalll
ensure that adequate steps are taken to primri@gach member's safety and health. The incident
command system is tze used to request that a crew be relieved and for the reassignment of

fatigued crews.

B. During periods of hot weather, members are encouragkthkowater or Gatorade® throughout

the worlday.

C. During any emergency incident or training evolution, all mem&leadl advise their supervisor
when they believe their level of fgtie or exposure to heat or cold is approaching a point that

could affect them, their crew, or the operation in which they are involved.

D. Each membeshall also monitor the health and safety of the other members of his crew.
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VIIl. Heat Stressindex

TEMPERATURE °F DANGER INJURY THREAT CATEGORY
Below 80°F  NonelLittle or no danger under normalcircumstances.
80°F-90°F Fatigue possible if exposure is prolonged and there excessivephysical activity.

High Heat cramps and heat exhaustion poddle if exposure is prolonged and there is

90°F105°F _ -
physical activity.

105°F130°F  Extreme Heat cramps or exhaustion likely; heastroke possible if exposure is prolonged

and there is physical activity.
Above 130°F
Mortal Heat stroke imminent!

Add 10° F when protective clothing is worn and add 10° F. when in direstinlight.

WINDCHILL TEMPERATURE (°F)

A Above 25°6 Little danger for properly clothed person.
B  25°F to-75°F0 Increasing danger, flesh may freeze.

C Below-75°F Great danger, flesh may freeze in 30 seconds.
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Departmental Operational Guideline
405.00 OPERATING AT EMERGENCY INCIDENTS

I. Scope
This standard applies to members operating at an emergency incidentpiomatgated to:

A. Prevent accidest injuries, and deaths that might result from an uresafevhile members are

operating at an emergency incident.

B. Define the minimum personnel requirements for the safe condanterfjency scene
operations.

Il. Guidelines

A. No member shall commenoe perform any firefighting or rescue fuimn or evolution that is

not within the established safety criteria of tlepartment.

1. Activities that present a significant risk to the safety of a mesitsh be limited to
situations where there is a poti@hto saveendangered lives.

2. Itis unacceptable to risk the safety of a member when therelmnce of saving life.

3. In situations where the risk to a member is excessive, activitiebelialited to defensive

operations.

B. When an inegerienced member is working at an incident, direct sigsen by an experienced

officer or member shall be provided.

C. Members operating in hazardous areas at emergency incidentspehnalé in teams of two
or more. Team members operating in hazardoess shall be in constant communication with
each other through visualuditory, or physical means or through the use of a safety guide rope so
as to coordinate their activities. Team members shall remain inpimemity to each other to

provide assitance in case of emergency.
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D. An interior firefighting effort at a working structural fire shall not tak&ce until aninimum

of four firefighters one Engineer and Incident Commandespresent.

1. Whenno risk to occupant Life Safety is present g@n scene shall hold interior attack
until four firefighters are present, two members shall work as a team in the hazardous area
and two members shall remain outdide hazardous area and be available for entry into

the hazardouarea if assistance ors@ie is required.

2. Whena risk to occupant Life Safety is present crews on scene shall conduct interior attack
operations to make every reasonable attempt to locate and retrieve the occupant to safety.
The incident command will assemite needed resirces to support the interior operation
with firefighters present, two members shall work as a team in the hazardous area and two
members shall remain outsitfee hazardous area and be available for entry into the

hazardousrea if assistance or rescuegguiredat a minimum.

2. A working fire is defined as a fire that requires the uselaf@inchor larger attack line
and the use of SCBA.

E. The standby members shall be responsible for maintaining a cawtaahess of the number
and identity of tk members operating in thazardous area, their location and function, and
their time of entry. Thetandby members shall remain in radio, visual, voice, or signal line com

munication with the team.

F. One standby member shall be permitted to perforer diiities outsidef the hazardous area,
such as serving as an apparatus operator eleimccommander, provided that constant
communication is maintained between the standby member and the members of the team in the

hazardous area.

1. The assignment personnel to other duties shall not be permiftéee abandonment of
their assignment would jeopardize the safety and health of any firefighter working at the

incident.
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2. The assignment of personnel to other duties shall not be penfrittent assigpment

inhibits their ability to assist in or perfornrescue.

3. Standby members shall have full protective clothing and SCBAblaiio them as defined
by 405.01, Protective Clothing alajuipment.

G. Exception: Rescue operations may be undertaken prito the assemblyof four firefighters
if there is an imminent life-threatening situation andimmediate action could prevent the loss
of life or serious injury. No excepon shall be permitted when there is no chance of saving

lives.

H. When a secondden is assigned to or begins operating in the hazaateasthe incident
commander shall designate at least one rapidviegion team (RIT) to stand by in the event

that a rescue becomescessary.

1. The RIT shall consist of at ledstr members. Théeam shall haviull protective
clothing and SCBA available to them as definedsl)P 405.01, Protective Clothing and
Equipment.

2. During the initial stages of an incident, the RIT may be usedrform other functions

provided that the team is immedibt avaibble to perform a rescue if so required.

3. As an incident grows in complexity, the number of RéFsonnethall beincreased

proportionately and shall be dedicated solely torgsponsibility.

I. At least one ambulance shall stand by durihgratking incidents and bavailable to treat injuries

and to provide transport if necessary.

J. Members operating from aerial devices shall be secured to the desitayyroved safety

harness.

K. Apparatus shall be used as a shield against onconaiffig tvhereverpossible
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I1l. Emergency Communications

A. RapidlnterventionTeamsshall be provided with portable radios and shall monitor the fire

ground frequencyif adequate personnel are available) \

B. The termMaydayshall be used by anyone dretscene who becomaare of or is involved in

a life-threatening situation.

C. The termemergencghall be used by anyone on the scene who needsrimunicate an urgent

message. ;

D. During Mayday or emergency traffic conditions, all other incidenotaalific shall immediately

stop.

V. Responsibilities

A. It shall be the responsibility of each member to fully comply with theigioms of this standard.

B. Officers shall be responsible for keeping their crews together aeddaring that they do ho

expose their crews to unnecessary risks.

C. The incident commander shall be responsible for ordering suffreigmtrces to ensure that all

emergency incident functions are perfornred safe manner.
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Departmental Operational Guideline
405.6 ACCOUNTABILITY

I. Scope

This standard applies to members operating at an emergency incidenfpiomagyated to provide a

structured approach for tracking all members argy at an emergency scene.

Il. Guidelines

A. The provisions of this standard shalbe followed whenever members aregequired to work
in an environment that requires the use of SCBA avhere a member may become lost,

trapped, or injured by the environment.

B. Members operating in a hazardous environment as defined above shabintain company

or crew integrity and shall use the buddy system. Thigequires that:
1. Company or crew members enter and exit the environment together.

2.Members remain within either sight, voice, or tactile distance of eaabther while they

are within the environment. No one shall ever béft alone.

3. Incident commanders and sector officers shall not direct members to operate

independently of their companies or crews.

4. Task assignments shall be made through the company officer or criaader.
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C. A companyr crew may be divided into multiple teams to perform taskshat do not require

the efforts of the entire company, provided that:
1. Each team has a minimum of two members.
2. Each team is equipped with a portable radio.
3. The officer remains in contagith each team and is constarglyare of their locations.
4. A given team enters and exits the hazardous environment together.

5. On completion of an assigned task, the team leader reportsctuntbany officer or

crew leader for another assignment.

Il . Accountability Equipment

A. PersonneAccountabilityTag: A tag that is engraved with the memb&&partment 1D

number withrank and personal information affixed on the reverse &dery membeof

the departmerghould be issued a personnel accodtitaltag.

1. When the member is off duty, the tag is to be placed on the top snap hook of the member's

turnout coat.

2. When the membarrives on scene at an incidetite tag shall be placed on tygparatus

responder boahding.
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Departmental Operational Guideline
406.01 FITNESS FOR DUTY

I. Scope

This standard shall apply to all members required to engage in emeogpaEnagions. It was promulgated

to:

A. Evaluate the medical and physical fitness and ability of mendngiaged in emergency

operatiams.

B. Certify that members engaged in emergency operations are mediwhipysically fit and able

to perform their duties.

Il. Annual Medical Evaluation

A. All members assigned to emergency operations al@yencouraged to seek an annual physical
to assist in maintaining a healthy lifestyle and prevent any medical issues from restricting the

individuals capabilities.

B. Any member who is naieared byamedical authoritghall be relieved of emergency operations
duty and shall bassigned to other tlas by theire Chief until such time as the memlzam be
clearedo return to emergency operations dutyaphysician. Thephysician maylace the
member ira rehabilitation program to prepare him to return to emergency duty.

C. If any member is unablto return to full duty within 12 months of beiradieved of duty, the

member shall be reevaluated and a decision matdehis future with the department.

D. If a member has an acute illness or other condition that prevenfsohinbeing evaluated at
his normally scheduled time, the evaluation ghalpostponed until he has sufficiently recovered.

E. Any member who has been absent from duty for a medical condinjiory, or other reason that
may affect his performance may not returdty until cetified fit for duty by the department's

physician.
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I1l. Physical Fithess

A. Each member assigned to emergency operations shall maintaindosgb@hysical fitness at a

level sufficient to pass the annual physesgessment
B. All membersare encoraged tgparticipate in a physical fithess activity

IV. Annual Physical Assessment

A. Each member shall be evaluated alghredannually as meeting trdepartment's minimum

physicalassessmemequirements.
B. The annuahssessmershall bescheduled and condied by the traininteamduring a set period

each year.
C. Theassessmemhall consist ofuccessfully completingnd showing improvement at completing
the Self Contained Breathing Apparatus (SCBA) Assessment.

E. If a member is unable to meet the mininpimysicalperformance requirement3he member
shall then have 12 months to attain the required |éJe. is still unable to attain the minimum

required level, his future witthe department shall be evaluated.

V. Return to Duty After Injury or lliness

1. Member that has incurred an injury or illness that has the member off duty through
Workers Compensation, Doctors Orders or other medical orders shall be required to

follow the following procedure if the incident requires more than 30 calendar days off

duty.

a. Present a complete medical physical form a physician that states that the member
can perform the duties of the position that the individual holds in relation to the
Federal Department &f a b aJoba@escription of a Firefighter/ Engineer Driver
OperatorandCCFRjob descriptions as stated in section 099 of this Policy,

Procedures and Guidelines manual.
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b. The member returning to duty must complete the SCBA Assessment Course , as
set by the department, within the median time and median numbeanpfated
evolutions for the department to show that the returning member is physically
capable to perform the function as described in the Federal Department of
L a b alobd@escription of a Firefighter/ Engineer Driver Operator@rRERjob
descriptions astated in section 099 of this Policy, Procedures and Guidelines

manual.

196



Departmental Operational Procedure
406.@ EXPOSURE REPORTING

I. Scope

This standard shall apply to any member who has been exposed to or hascbatact with any

hazardas material or contagious disease while on dutyas promulgated to:

A. Provide a history of each member's exposure to hazardous materiedstagious diseases while

on duty.
B. Identify the longterm health problems associated with these exposures.
II. Procedure

A. Whenever a member is exposed to or comes in contact with a hazardous material or contagious
disease while on dutthe exposure shall be recorded as a narrative explaining the incident and

answering the five basic questions of who, whvdiiere, when and how.
B. A copy of the completed form shall be placed in the member's pernnaedingl file.

Ill. Responsibilities

A. Each member shall be responsible for completing the Hazakdiatesials ExposurBlarrative
whenever he is exposed toommes in contaetith a hazardous material or contagious disease while
on duty.

B. Officers shall be responsible for ensuring that members under thevacwhinave properly
completed the Hazardous Materials Expodlagativewhenever they have been egpd to or come
in contact with a hazardousaterial or contagious disease. Officers shall forward the completed

forms to thd-ire Chief within 24 hours of the exposure.
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Departmental Operational Procedure

500.01Apparatus Service, Preventive Maintenance ahRepair Program

STATEMENT OF PURPOSE

The purpose of thisprocedure is to establish a program for conducting and recording daily,
weekly, and monthly maintenance forall Department vehicles and their equipment and
documenting repairs and maintenance in aler to provide a comprehensive service and repair
history on each vehicle. This is in accordance with AT OCEA &E OA | InsAranCeSAricesd /| AR
Organization, OSHA 4- 4.4-4.6 Inspection Maintenance and Repair of Vehigléé~PA 1002Fire
Apparatus Driver/Operator Professional Qualificationand NFPA 1500Fire Department Occupational

Safety and Health Program

WEEKLY CHECKLISTS

Fire apparatus and egunent are becoming more compleg;saich, it is important to keep detailed
records for our fleedf vehicles and their respective equipment in order to track usage, repairs and
maintenance. This is important in order to find and correct recurring problems, maintenance issues and
for our Insurance Rating. Therefore, all frontline fire apparatustshee aweeklycheck completed and
logged on théaily Apparatus Usagand theWeeklyCheckoff form. Information such as fuel received
and motor oil or coolant added should be noted in the space under the appropriate day. Fuel on fire
apparatus shouldever be allowed to go below 3/4 full and a fuel ticket shall be forwarded to Chief.
When air is added to the tires, you should identify the tire okMibekly Checkoff sheet, show current
pressure, as well as pressure after addingEiample tire found at 90 psi. air is added to bring it up to
100 psiz- proper way of notating on formis  90/100. )

There is a major difference in the monthly reports versus/éeklyapparatus report. The
monthly apparatus checks and reports are to be completied) the first week of each mordlong with
the weeklyinspection. Th®istrict Chiefwill provide a monthly report to the Fire Chief by tlifdeenth
(15'") day of every month.
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Non-Suppression Vehicldgs

Fire Chi e fUtlity VeWlideh ant &ng pther norsuppression vehicles are to have then
Suppression / Support Vehicle Cheafik sheet completed EEKLY.

Support Vehicle$

Tenders/Rescues/Utility Apparatsisall haveveeklyapparatus chee&ff sheet filled ouand completed as
assigned.

Suppression Vehiclds

The vehicles include Engirend Brushapparatus All suppression vehicles shall haweekly apparatus
checkoff sheeffilled outand completed as assigned.

Vehicle Repairs

In addition to the vehicle and apparatus checklistsetis a form and system for reporting
required apparatus and equipment repairs. An example of the repair request form is attached to this
directive. When an apparatus is having repairs done the Driver should contausttice Chiefand
inform them of vinat repairs are being done or have been performed to the apparatus. When a repair form
is completed, one copy should be placeAipp ar at us Ma i n mal box, mrd ¢he @igirfali cer 6 s
forwarded to the Chief.

If an apparatus is deemed unsafe onif aondition exists which could cause failure to occur
during any operation, the apparatus should be taken out of service and the Chief notified immediately.

When repairs are needed or performed on a vehicle the repair request form should be filled out
appropriately and the repair completed on that day, if possible. If the repair cannot be made that day and
the defect or problem presents a significant threat to personnel safety, apparatus performance or apparatus
damage, the vehicle shall be taken owarvice immediately until proper repairs can be madettand
Fire Chief must be notified IMMEDIATELY _The repair form is required onifythe repair, cannot be

repaired that day, or presents a significant threat as stated above regardless of cost or time.
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Special Note: It is the responsibility of the individual performing the apparatus preventative
maintenance checksto inform his/her officers of repairs that need to be done that require the
apparatus to be out of service. It is the responsibility of #aDistrict Chief to make certain that the

other Officers and the Fire Chief are awae of the situation.

l. Equipment Repairs

When repairs to equipment are needed[isgérict Chief for that station is responsibier making
certain the repair takes placl.the repair cannot be made that dayRepair Request form shouédsobe
completed. It is the responsibility of eactembero make certain that their assigned apparatus remain in
the highest state of readiness possible. The repair request foquiredeonly if the repair is estimated to
take over 30 minutes, cannot be repaired that day, or presents a significant threat as stated above regardless

of cost or time.

SCHEDULED VEHICLE MAINTENANCE PROGRAM

The vehicle maintenance program is establisheahd provides a comprehensive and controlled
vehicle maintenance program for all fire department vehicles. An example of all of the vehicle
maintenance forms is attached to this directive. This program establishes regularly scheduled service

maintenance onall fire apparatus and other motor vehicles annually every 12 months.

Suppression Vehicles equipped with an hour meter shall have preventative maintenance
performed every 3000 hrs. A major and complete service to include all equipment and compartment
cleaning shall be done one time yearly, in May, on all vehicles. This scheduled maintenance for all

engines, and other vehicles shall be conducted on a rotating basis throughout the year.
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Waxing

In addition to the regular scheduled maintenance on fire deartment apparatus and vehicles

as stated above, all vehicles shall be waxed twice per year during the months of May and November.

Record Keeping

The records for this program will be kdpt the Fire Chief and thespective District Chief
assignedand inseparate file This information needs to reflect a comprehensive, completdéegitichate
service history for that vehicle only. It is the responsibility ofititevidual who performed the Monthly
Checkoff to forward this information to thBistrict Chief.

Filters, Oil and Grease

Specific filters, oils, and grease needed for all vehicles and fire apparatus are clearly listed on each
individual vehicle maintenance form. No other filters or oils should be substituted without proper

authorization.

Ord ering of Vehicle Oils, Fluids,etc.,

We will maintain a standard and adequate supply of oil, transmission fluid, grease, antifreeze, etc.
consistent with vehicles assigned to each station. These supplies are to be used dueekjyreheck
off of fluids need to be topped off. Containers are provided at each station for storing commonly used
fluids (oil, transmission fluid, antifreezetc) and shall be labeled accordingly. Any unmarked or
improper containers should be disposed of properly to aarithmination of the fluids stored at the
stations. As the oils, fluids, coolants, etc. are depletemdiadual who emptied the container should
restocktheml t i s the responsibility of the Enged neer 6s
used, the Engineer that schedules the maintenance to the vehicle is responsible for replenishing the used

supplies.
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VEHICLE / APPARATUS SERVICE MAINTENANCE SCHEDULE

Although each maintenance form is specifically tailored for every individual vehicle, a basic
time schedule guideline is as follows:

WEEKLY

Radios, Emergency lights, and Sirens are a mugb bechecked at the beginning ofevery shift.

Weekly apparatus checks shall only vary under certain circumstances by the direction of the Fire
Chief.

May - Spring Apparatus Maintenance

Cleaning and Servicirg of equipment tools, nozzles,@paratus cabinets, and appliances

Service testing of all apparatus

Detailing of Vehicles

Service of all pumps

Cleaning of all ground ladders

Cleaning and servicing of eqyament tools, nozzles, Apparatus cabinets, and appliances

i I B i

USE ALL SAFETY PRECAUTIONS AND FOLLOW ALL NFPA STANDARDS AND PPGS
WHEN PERFORMING ANNUAL MAINTENANCE

VEHICLE MAINTENANCE FORMS
It is important that each maintenance form be fully completed anihcludes road miles,

engine hours, pump hours, dated and signed when the service is performed. If a service or repair
is performed which is not listed on the maintenance form it should be added on the backside of
the form in the space provided. If any nssing information is found, or if any information printed
on the form is found to be incorrect, please indicate this on the form so that it can be revised. The

completed maintenance forms should then be returned to theespective District Chief where they
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will be screened for accuracy and the comprehensive individual service history for that particular

vehicle updated. Weekly apparatus forms shall be replaced with new formss needed

Special Note Information regarding the operation of the vehicle or egiipment on that vehicle is
relative information and should be noted in theStation L og.

Tire Tread Wear

Special Note This section applies teALL Fire Department vehicles.

Tires areunsafef they are cut, cracked or worn so as to expose the tire cevbesr they have visible

tread separation, chunking or have less thanttwoi r t y s e c on d s ref RMVhahdbpokt r e a d
and that vehicle shall be taken out of service until the tires are replaicedread depth shall be checked

on the first Mondy of the month. Check the tire tread depth from the outside to the inside to determine if
alltread barsarefoarhi rty seconds (4/320) or greater. Once
Maintenance Chief shall be notified that tires need to 8ered and the vehicle scheduled to have them
replaced. The tires are still safe and in compl:.

replacement in short order.

Tires shall be inspected daily for cuts, cracks, tread separation, unevema/eauaking. Reasonable
efforts shall be taken to correct uneven tread wear.

When it is determined that replacement tires are needed, contact the Chief with pricing quotes and for

purchasing information.

Weekly Parking Brake Safety Check
All vehicles sh#i have the parking brake checked during weekly during the designated day check

off. To accomplish this task set the parking brake, place the vehicle in drive and rev the engine to 800
rpmos. I f the vehicl e mov e strutkeserwca shal remove thd | durir

wheels, make needed adjustments and inspect the brake linings as soon as possible.

Make certain that there is nothing in the front of the vehicle during this test!
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Maintenance Standards

Weekly Checks

Engine

a.

Tender -

Mileagewill be recorded prior to starting the apparatus.

Engage pump set at a minimum of 75gdieast for 10 minutes to reach operating

temperature.

All checks for operation of lights/siren and other electronics are to be done with apparatus
running to limitthe drain on the batteries.

Ensure apparatus is allowed enough time to idle and let the engine temperature lower prior to

shutting off the apparatus.

a. Mileagewill be recorded prior to starting the apparatus.

Brush-

Start and Run apparatus for 10 minuteseach operating temperature.

All checks for operation of lights/siren and other electronics are to be done with apparatus
running to limit the drain on the batteries.

Ensure apparatus is allowed enough time to idle and let the engine temperatupgitovwer
shutting off the apparatus.

Ensure proper operation of the vacuum system.

Mileagewill be recorded prior to starting the apparatus.

Start apparatus and apparatus pump and let run to operating temperature

All checks for operation of lightsiren and other electronics are to be done with apparatus
running to limit the drain on the batteries.

Ensure apparatus is allowed enough time to idle and let the engine temperature lower prior to

shutting off the apparatus.
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Other Units -

a. Mileagewill be recorded prior to starting the apparatus.
b. Start apparatus and let run to operating temperature
c. All checks for operation of lights/siren and other electronics are to be done with apparatus

running to limit the drain on the batteries.
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Depatmental Operational Standard
501.02 EQUIPMENT ASSIGNED TO AN APPARATUS

I. Scope
This standard governs the inventory of small tools and equipment carried on fire apparatus. It was

promulgated to:

A. Establish a minimum complement of small tools, equipent, and suppliego be carried on

fire apparatus operated by the depannent.

B. Establish a system to inventory, replenish, replace, discard, and repsinall tools,

equipment, and supplies carried on an ambulance or fir@pparatus.
C. EMS program managy is responsible for:

1. Maintaining an upto-date inventory of all small tools, equipmentand supplies

carried on apparatus for EMS use

2. Purchasing, replacing, and discarding small tools, equipment, asdppliesas

deemed needed

3. Inspecting EMSupplies on a monthly basisto ensure that the proper inventory is
in placeand supplieshave not expired, and all items function properly. The results of

the inspections shall be included in the manager's monthly report to thire chief.
D. SCBMaintenance isresponsible for:

1. Maintaining an upto-date inventory of all SCBA equipmerdissigned to apparatus,

ambulances, and individuals.

2. Purchasing, replacing, repairing, and discarding SCBA equipmeassigned to

apparatus and ambulances.
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3. Supervisingthe monthly SCBA inspection and reporting the results in his monthly

report to the fire chief.
E. Equipmentmaintenanceis responsible for:

1. Maintaining an upto-date inventory of all hose, ladders, and equipent assigned fire

apparatus.

2. Purchasingreplacing, repairing, and disposing of hose, ladders, and equipment

assigned to apparatus with the approvabf the fire chief.

3. Assigning and scheduling the annual testing of fire hose and laddeissigned to all

apparatus and stations.
F. HazMat is responsible for:

1. Maintaining an upto-date inventory of all reference materials, preective clothing,
monitoring and detection equipment, chemicals andbams, equipment, and supplies

assigned to fireapparatus for use in a hazardous materials incent.

2. Purchasing, replacing, repairing, and discarding supplies and egmipnt assigned to

apparatus and medic units for use in a hazardousaterials incident.

3. Inspecting each ambulance and fire apparatus on a monthly basisietermine that

all supplies and equipment are in their proper placeglean, and functioning properly.
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Departmental Operational Procedure
501.03DECLARING A VEHICLE UNSAFE TO OPERATE
I. Scope

This standard applies to ambulances, fire apparatus, and support vehicleened or operated by
the department. It was promulgated to:

A. Ensure that fire apparatus, and other motorized vehicles asafe to operate by

identifying a list of major defects that would render avehicle unsafe to operate.

B. Establish a procedure to be used liie operator of a vehicle to place aehicle

judged to be unsafe out of service.

Il. Procedure for Placing a Vehicle Out of Service

A. The operator of any apparatus or motorized vehicle shall have thatguthptace the apparatus or
vehicle out of saetice whenever one or mooé the following defects are discovered:

1. A failure of the braking system thatsults in the vehicle being @idult or impossible to
stop.

2. A failure of the windshield wipers during inclement weather. Note: On a sunnyday, t
failure of the wipers would not be a justifialpason to remove the vehicle from service.

3. The failure of the headlights, brake lights, or taillights duripgréod of darkness.
4. A flat tire.

5. The inability to engage or operate a fire pump.

6. A failure of the hydraulic system or other component that preteatsperation of an
aerial device.

7. A failure of the power steering system.
8. A failure of the coolant system causing the engine to overheat.

9. A failure of the HVAC system in the patiiecompartment of aambulance during

periods of temperature extremes where ther&ilo provide heat or cooling would
compromise patient care.
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10. Battery, alternator, or electrical system failure that preventgethiele from being
started or that mailts in a discharge of the efiecal system.

11. Failure of the mobile twavay radio if a portable is unavailabler&gplace the mobile
radio.

12. Any defect that, if not immediately corrected, would cause fudidr@age to the
apparatus or vehicle or wig endanger the lives efther the general public or the
personnel assigned to it.

B. Whenever a defect is discovered in an apparatus or vehicle that rongspmynds to emergency
incidents that would require the apparatusaericle to be placed oaf service, the officer or
person responsible for tparatus or vehicle shall notitye Fire Chiethat the apparatus or

vehicleis out of service.

C. If there is a reserve apparatus or vehicle available to replace the unilbeedjout of service,
the officer or person in charge of the apparatugbicle shall transfer personnel and all necessary
equipment to the reserve and notifg Fire Chiebf the change when the company is back in
service.

D. If areserve is unavailable, tRee Chiefor Division Chiefshall be contacteand asked for

instructions as to the disposition of personnel egquipment.

E. The officer or person in charge of the apparatus or vehicle shall besibigpéor having

the repairs made that will return the apparatugebicle to service.

1. The Fire Chiefshall be notified about the defects so that repair work can be

scheduled.

F. Whenever an apparatus or vehicle is placed out of service, a Red &gSeutice
Card shall be taped to the inside of the windshielthat itobstructs the driver's

normal range of vision.
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Il. Items That Require Repair but Do Not Justify Placing a Vehicle Oubf Service

A. Any defect shall be repaired as soon as possible. Most defects do nsitakecptacing an
apparatus or vehie out of service even though tbefect may be annoying or might

hamper normal operations.

B. Most notable would be the failure of one or more audio or visual wateiriges. Since
most apparatus have two sirens and an air horn, theefail any onefdhese would not
cause the vehicle to be placed out ofiseror prevent the unit from running emergency
calls. The failure of albf the audio warning devices or warning lights would prevent
the unit from running emergency calls, but would not regh@é the unit belaced out

of service in the event that a reserve were not available.

IV. Responsibilities

A. Itis everyone's responsibility to ensure that the vehicle or apparatinsctothey have
been assigned is safe to operate. Whenever any tefistovered, it shall be reported in

accordance with departmental polica®l shall be repaired as soon as possible.

B. The burden of determining whether or not a vehicle is safe to ogaeditesst
primarily with the assigned driver of the vehicl&eldriver hashe primary responsibility
of maintaining the vehicle and is the one creamber most familiar with its operational

characteristics.

C. Officers shall be responsible for ensuring that vehicles assigned tcoitmerand are in

proper working oder and are properly maintained.

D. Themaintenance collateral duty representatvesponsible for reviewing all of the daily
checklists and repaiequests so as to monitor the overall status and condition of the fleet.
Themaintenance collateral dutgpresentativehall also be responsible for confirming that
all regularly scheduledhaintenance is performed and coordinating alsa#

maintenance and repair work.
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Departmental Operational Standard
502.01 MARKING AND INVENTORYING EQUIPMENT

l. Scpe
This standard establishes an accountability system for the managemematieihal assets of the

department, excluding buildings and motorized vehitiegas promulgated to:
A. Prevent the loss or theft of material assets by providing an idetifieand labeling system.
B. Identify the station or apparatus that an item is assigned to.
C. Establish an inventory system for material assets.

D. Establish responsibilities for the acquisition and repair of equipment.

Il. Labeling
A. All non-consumabléems shall be marked or labeled by some permaneahs. The mark or

label shall identify the item as being the propertthefdepartment.
B. Generally, items may be marked or labeled as follows:
1. Cloth and other porous items shall be marked witHilsidenk.
2. Metallic items shall be marked wighJPClabelwith an accountability number

3. Apparel and protective clothing items shall be marked in accordatictne appropriate

section of the Rules and Regulations Manual.
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C. Color Coding:

Each majoStationwill be assigned an exclusive ipary color with which to mark its equipment.

1. The color coding shall be done in a neat but conspicuous manmeuliie company operations,

the color coding will facilitate retunmg equipment to its assignag@paratus.

Station 1 Red

Station 2 Blue

Station 3 Green

Station 4 Yellow

Station 5 Black
D Fire hose:

1. Each section of fire hose shall be stamped with the name of thextkqaits unique
inventory number, and the month and year that ittesisd for acceptance [P 503.02,

Fire Hose Testing.

lll. INSPECTION AND INVENTORY OF TOOLS AND EQUIPMENT

A. The department shall record and maintain a master list of all equipment,

tools, furniture, and other material assets.
B. The inventory shabbe updated each time a new piece of equipment is
acquired or an old one is discarded.
C. The master inventory list should include the following:
1. Inventory number.
2. Description of the item.
3. Date the item was acquired.
4. Purchase price, vendor, gndchase order number.

5. Assigned location.
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IV. Responsibilities

The followingteamshall be responsible for:

A. Communicationeam

1. Maintaining an upo-date inventory of all twavay radio equipmenstation alerting

systems, repeaters, antennas tawers, base sians, pagers, and related accessories.

2. Recommendin@urchasing, labeling, and issuing communications equipmentiolirads,

companies, and stations.
3. Supervising the repair of defective communications equipment.
B. Maintenane and_ogisticsTeam
1. Maintaining an uppo-date inventory of all tools, spare parts, egldted equipment.

2. RecommendingPurchasing, labeling, and issuing tools and related equipment to

companies, ambulances, and stations.
3. Supervising the repaif wols and related items.
C. SCBATeam
1. Maintaining an uio-date inventory of all SCBA and respiratgmotection equipment.

2. Recommendingurchasing, labeling, and issuing equipment to individuals, aoiega

and station

3. Supervising the insptan, testing, and repair of SCBA and restairg protection

equipment.
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D. Uniform andPPE Team
1. Maintaining an uto-date inventory of all uniforms and protectisiething.

2. Recommendingurchasing, labeling, and issuing uniforms and proteckbthing to
department personnel.

3. Supervising the repair of uniforms and protective clothing.

E. EquipmentTeam
1. Maintaining an uio-date inventory of all fire hose, ladders, doolse equipment owned

by the department.
2. Scheduling and supesimg the required testing and repair of thiesms.

3. Recommendingurchasing, labeling, and issuing these items to stations, compauaies,

individuals as appropriate.
G. InformationTechnology Team

1. Maintaining an wto-date inventory of all comper hardware, softare, and related

accessories owned by the department.

2. Recommendingurchasing, labeling, and issuing these items to stations, comgacies,

individuals as appropriate.

3. Scheduling and supervising the maintenance of equipmersofnere.
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H. Hazmafleam

1. Maintaining an upto-date inventory of all equipment, disposables, chemicals and

foams, protective clothing, reference materials, and related items used for hazardous

materials incidents.
2. Recommendingurchasing,dbeling, and issuing these items.
3. Supervising the repair of items used for hazardous materadents.
I. Maps andbtreetindexTeam
1. Maintaining an wto-date inventory of all maps used and issuethkydepartment.

2. RecommendindPurchasing,dbeling, and issuing maps according to departmental

guidelines.

3. Keeping all map books, etc., up to date and supervising the raplaioaf owof-date

materials.
J. ApparatusTeam
1. Marking and labeling all material assets assigned to their command
2. Reviewing théApparatus Checklist to ensure accuracy and completeness.
3. Reporting the damage, destruction, or theft of any item.
K. District Chiefs:
1. Marking and labeling all items assignedHe respective apparatus is correct

2. Conducting amventory of the items assignedtke respective apparatas the beginning

of their tour of duty.

3. Recording any discrepancies on the Driver's Daily AppaGitesklist.
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Departmental Operational Standard
503.01FIRE HOSE Maintenance

I. Scope
This standard establishes guidelines for the maintenance and storagaasdirk wapromulgated to:

A. Establish guidelines for the proper care of fire hose.
B. Establish a procedure for promptly repairing damaged sections bbsiee

C. Create and nimatain an inventory of spare fire hose that can be placeeriice whenever it is
needed.

II. Cleaning

A. The life expectancy of a section of fire hose is determined by the ceceiites. Hose is
susceptible to mechanical injury, heat and fire danragéd and mildew, and damage due to

chemical contact and excesspessures.

B. Each section of fire hose shall be inspected and cleaned after each dise.oMlll and other
foreign matter should be carefully removed by eittear water, a brushr a mild soap or
detergent. The hose should then be rinsed thoroughly.

C. After being cleaned, sections of fire hose should be properly dried thddssse is of single
jacket, rubber construction. Rubber hose malphded wet after it has been cleanéd still
possible, however, for motd develop if wet hose is stored for a long period of time without

proper drying. This may result in damage to the hose.
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lll. Repair

A. Whenever a section of hose is taken out of seritishall be cleanedlried, and properly red

tagged. The taghall include a description of the defect.

B. All female hose couplings need to be fitted with gaskets. Couplings sieousgpected periodically,
and gaskets that have deteriorated or aramgishiould be reptaed. A stock of spare gaskets is

maintained in thevorkshop at each fire station for this purpose.
C. Petroleum products should not be used on threads or any padupiiag.

D. To prevent permanent damage, the hose on each apparatus shall be exfegdsd months

unless the entire load has been laid at a fire or for training. During one of the reloads, the

annual hose test will bebnducted.

E. As a general rule, no vehicle should drive over a hose. During an inbigsatier, it may become
necessary for an emergency vehicle to drive avdrosdine. In such a case, the line should be

charged to reduce the likatiod of damage.

IV. Storage

A. While the lulk of the spare hose inventory shall be stored at a singt®igaach station shall be
assigned an inventory of spare hose of varsings as storage space and the master inventory

permit.

B. After the hose has been properly cleaned and driedhdhe sectionshall be rolled for storage. The
hose should be rolled with the male ging inside, then placed on a hose rack until it is needed.

C. Hose racks shall be placed in wahtilated areas and out of contact wiitfect sunlight.

D. Hose shahot be stored out of doors or left on drying racks.
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V. Responsibilities

A. The hose officer shall ensure that each section of fireasipsemanently marked and

numbered as prescribed by 502 Bthrking and Inventorying Equipment.

B. Officers shall raintain a complete record of all fire hose assigned todbipany or station.
The record shall include the date a section of fire Wasereceived, test records;House
repairs, and the date a section wsest to the hose shop for repairs. This miation shall

also be includeds a part of the company log.

C. Drivers shall be responsible for maintaining the proper quantity diose on their
apparatus. Hose loads shall be maintained in a neat nremhall, hose shall be loaded in
accordance wit603.04, Hose Loads.
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Departmental Operational Standard
503.02FIRE HOSE TESTING

I. Scope

This standard regulates the acceptance of new sections of fire hose disessfaiocedures for
conducting the annual service tests. It was promulgatedviol@i@ reasonable degree of assurance
that the fire hose, couplings, and nozzles used by the department will perform as designed.

Il . Test Procedure

A. Prior to testing, each section of hose shall be subjected to a plnsieation to determine
whethe it is free of debris; exhibits any evideratenildew or rot; or is damaged from
chemicals, burns, cuts, abrasion, and vermin. Any section of hose that fails the physical inspection

shall immeliately be placed out of service and sent to the hose shepédr.

B. Hose shall be tested by using the pump of a reserve engine. The wsilabearelatively flat
and free of any objects that might damage the hose.

C. The service test for hose of less than five inches in diameter shaltbetedras ftows:

1. Connect the hose to an engine. Hose sbidle attached to any disarge at or adjacent to the

pump operator's position.

2. The total length of any holee in the test layout shall not exce2D feet. Hosénes shall
be straight and withd kinks or twists. Hose that has been repaired or recoupled shall be

tested one sectiat a time.
3. Connect the engine to a hydrant.

4. Connect a nozzle or shutoff device to the end of the hose. Thenappihould be secured

to prevent an uncontrdeld reaction in thevent of a hose rupture.

5. Fill the hosdine to be tested with water and bleed off all trapped air.
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6. Close the nozzle and increase the pressure to 50 psi. Checkdgelebighten couplings

as necessary. Mark the location of toeplings with a suitable marker.

7. Clear the area and increase the pressure slowly until the presstives 250 psi for a
service test or 400 psi for an acceptance tesaifufactured prior to July 1987. Hose
manufactured after July 198hall be tet®d to the pressure marked on the hose jacket.

Hold for five minutes. Inspect for leaks or damage. RemeniNmrer straddle a hosdine!

Consult NFPA 19625tandard for the Care, Use, and Service Testing of Fire Hose Including
Couplings and Nozzle$ you have any questions about this matter.

8. Bleed off pressure on conclusion of the test.
9. Mark all hose that passes the test with the month and year.
10. Record the test date, etc., in the permanent hose record.

11. Hose that fails the test by burstindemking or because of couplifeglure due to

slippage or leakage shall be tagged and placed @atrate.

12. After the test, all hose shall be cleaned, drained, and dried befogeplaced in

service or storage.

D. Tests for fiveinch supply line ad sections of soft suction hose shalldal the same procedure
outlined in Item C, above, except that the sertgse¢ pressure shall be 200 psi and the

acceptance test pressure shalllbe psi. Ensure that the hose is service tested while lying flat.
E. Booster hose shall be tested to 110 percent of its maximum wqmidagure.

F. Hard suction hose shall be tested on an annual basis usingacduyntest of 22 inches hg for
10 minutes. If used under positive pressuretebeshall be repeated ugih65 psi of water

pressure.
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G. Nozzles and other appliances shall also be inspected during thefaertuade service test to
ensure that the nozzles and appliancesuadamaged, clear of obstructions, and fully
operational. Any nozzle @ppliancedund to be in disrepair shall be fedjged, removed from

sewice, and sent for repair.

Responsibilities

A. The hose officer shall be responsible for:

1. Ensuring that all new sections of fire hose purchased by therdeptére designed and
constructd in accordance with the provisiooSNFPA 1961 Standard on Fire Hose.

2. Conduct an acceptance test on each section of fire hose befptadgedin the hose
inventory. The test shall comply with the praions of NFPA 19625tandard for the Care,

Use, and Service TestinfiFire Hose Including Couplings and Nozzles.

3. Schedule and supervise the annual service test. Every sectiorhosérim the department's

inventory shall be tested in accordance \WHPA 1962.

4. Conduct a service test aftesection of hose has been repaired.

B. District Chiefsshall be responsible for all fire hose assigned to their comrmAagdsection of fire
hose that is discovered to be defective, is impropedsked, or has an cof-date test shall be taken

out ofservice. The hosefficer shall be contacted for instructions on correcting the situation.
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Departmental Operational Standard
503.03FIRE HOSE RECORDS

I. Scope
This standard establishes an inventory and rekeeging system for fireose. It was pronigated
to:

A. Provide an inventory of all fire hose owned by the department.

B. Provide a history of the service life of each section of fire hose.

C. Determine the amount of hose carried on an apparatus.

D. Determine the location and status of each sedfidire hose at any given

Il . Master Hose Record

A. TheFi r e Ch i ghdll taintad fmfstecrecord of all hose. The District Chief shall
maintain aseparate record for each section of fi@se assigned to their respective
stations The record shbbe maintained as long as the section of es®ins in the hose
inventory.

B. Hose records shall be included in the reasventory of the department's physical assets.

C. Fire hose records shall be maintained on the Master Hose Record.
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Departmenta Operational Standard
504.01SELF-CONTAINED BREATHING APPARATUS

I. Scope
This standard establishes guidelines for the inspection and maintenaetfecontained breathing

apparatus (SCBA). It was promulgated to:
A. Provide a reasonable degree of emsce that an i3ervice SCBA willfunction properly.
B. Require that any SCBAs that do not function properly be removedsgorite and repaired.
C. Comply with the applicable rules, regulations, and standards conc8@BAyequipment.
II. General

A. All SCBA equipment shall comply with the provisions of the editioNIBPA 1981 Standard
on OpenrCircuit SelfContained Breathing Apparatus for the Fire Servitleatwas in effect at

the time that thequipment was purchased.

B. SCBA equipment shall alsomply with the applicable rules, regulatioasd standards

promulgated by other appropriate agencies.

[l . Inspection

SCBA equipment shall be inspected periodically to determine its readiness fand to discover and

repair any damage or excessiveansustained by thanit. The frequency of inspection is as follows:
A. Before and after each use:
1. Before each use, each SCBA assigned to an apparatus shimsioeloted for the following:

a.Cylinder pressurefhe minimum pressure should not fall®&90 percent of the full

cylinder pressure. Example: A 4,506i cylinder should not contain less than 4,050 psi.

b. Low-air alarm:This should sound when the cylinder valvepened.

223




c. FacepieceThis should be clean and free of debris, and it shaadoperly to the

wearer's face.

d. Exhalation valve, bypass value, and operatidihshould fundion normally.

2. After each use, each SCBA shall be inspected for the following:

a.Low or empty cylinderCylinders should be cleaned, low cyars shald be refilled, and

empty cylinders should be replaosih fully charged ones.

B. Components and faggecesShall be cleaned, checked for exspes wear or damage, sanitized, and

checked for proper functionCaution: Anytime an SCBA has been usedaicontaminated

atmosphere, the unit shall be completely decontaminatedipii@ing returned to service.

C. Weeklyinspection:

1. Each piece of SCBA equipment assigned to an apparatus simspeetedveeklyand after
every use.

2. The inspection siidbe made to ensure that the SCBA is fulharged, clean, free of damage,
and fully operational.

3. Cleaning, refilling cylinders, or minor repair shall be done by theidaf the apparatus as
needed.

4. Any unit showing damage or that does not fiengbroperly shall beemoved from service and
redtagged with a description of the deféidte defects shall be notadd the Division Chief
shall be informed immediately.

D. Monthly inspection:

1. Each SCBA shall be inspected monthly. The inspectiohairaistof those items listed on the
Monthly SCBA Inspection Form.
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2. The monthly inspection shall be perfornteating the first week oéachmonth. Any unit that
fails the inspection and that cannot imnaelly be repaired shall be retjged with a
description of the defecgnd the unit shall be placed out of service.

3. All spare cylinders and SCBA units shall also be inspected.

4. The completed checklists shall be forwarded to the SCBA officer.

E. Semiannual inspection:

1. All SCBAs shall be inspeed and serviceannuallyby an authorizesdender

2. The inspection and servicing shall include the following:

a. Disassembly and cleaning of the regulator and other majmoc@mts, such dke
low-air alarm, facepiece, etc.

b. Replacement of all womparts.

c. Reassembly of the SCBA and testing for proper function.

F. Annual inspection:

Internal inspections of SCBA cylinders shall be performed annuatlgteymine any condition
that may contribute to the deterioration afyéinder. Checks shall bmade for rust, corrosion,
moisture, damage, and evidence of oil or hydrocarbon contamination.

IV. Breathing Air Supplies

A. All breathing air produced for use in an SCBA shall comply with thei¢eahd quality
requirements of the Compressed Gas Astioo G7.1 Commodity Specifications for Air, for
GradeE Air. Tests shall be catucted quarterly by an independent testing service to determine

whetherthe air quality meets or exceeds these requirements. The test resutis Slealland
posted.
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B. The breathing air that is produced by the department's compressetsthe air quality
standards for SCBA equipment. It does meet theequirements for SCUBA equipment.
Therefore, no member of the depaent should ever fill a SCUBA tank from departihsources.

C. Any air cylinder suspected of containing contaminated air or air thahdbegeet the

department'’s air quality standards should be emptiegunged.

D. Any air cylinder that is not used within a period of three months shall be empudieefiied.

This shall be done on the assigned quarterly naztpfor each company.

E. All SCBA cylinders shall be maintained at 90 percent of their ratembst@apacity as stamped
on the cylinder. Cylinders containing less ti@@npercent of their tad capacity shall be

segregated from full cylinders until they are refilled.

F. The SCBA officer shall ensure that all fire suppression personnedaable of properly
operating all breathing air compressors and cascade systems. Proper operatingegranddu

precautions shall be postedatonspicuous location at each fill station.

G. Prior to filling a cylinder, personnel shall visually inspect all cylindeensure that none are
damaged or defective and that they are withirctiveent hydrostatitest date. Defective or out
of-date cylinders shall ndie filled and shall be removed from service. (NFPA 1Si@ndard
on Fire Department Occupational Safety and Health Progra8,7.3requires that cylinders
be hydrostatically tested within the amalble periods specified by the manufacturer and the
applicable governmemtgency. For example, if a manufacturer required a cylinder to be tested
every five years and the last test date on the cylinder was 5/91 andgbetion took place on
9/97, the cimder would be out of date and wouldve to be tested prior to being filled.)

H. All cylinders shall be refilled in accordance with the recommendatiahe shanufacturer.

I. Breathing air compressors shall not be operated in a contaminated atmoBpbete.
operation, personnel shall ensure that the intake area is free of obvious contaminants. Air shall

not be taken while any apparatus motor is running near an intake area.
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V. Records
A. The SCBATeamshall ensure that the following records are kept:

1. A complete inventory of all SCBA units, cylinders, cascades, filbs& special tools,
spare parts, and related equipment.

2. Individual records for each regulator and harness assemblyeddres shall include
inventory and serial numbers, dafgurchase, vendor, manufacturer, P.O. number,
assigned location, maintenarar®d repair history, history of parts replacement, upgrades,
and peformance tests.

3. Individual records shall be kept for each cylinder. The recordsrstiatie inventory or
serial numbers, date of purchase, vendor, faatwrer, P.O. number, assigned location,

hydrostatic test dates, aadistory of inspection and repair.

4. Individual maintenance and repair records shall be kept forbeaathing air
compressor, cascadgstem, fill station, purificatiosystem, and any ancillary equipment

used to produce or store braathair.
B. The SCBATeamshall also keep a permanent file of all quarterlygaiality tests.

VI. Responsibilities

A. The fire chief shalassign the Diision Chief to manage the SCBA Team. The District Chief of

each station will appoint a member(s) to this team.

B. The SCBATeamshall be responsible for the management and oversigfine SCBA inspection
and maintenance program, including all cassagéems, breathing air compressors, and the
mobile cascade system gad on the rehab unit. The SCBA&amshall ensure the timely repair

of any defective piece of SCBA equipment.

C. The SCBA Teanshall be responsible for the care and maintenance ofllie & éascade
systems, and breathing air compressors assigned tadnamnand.
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D. Every person assigned to fire suppression duty shall be responsimevieng how to use and
care for the SCBAs assigned to his apparatusddiition, each firefighteshall be issued his own

individual SCBA facpiece. The facepiece shall be kept clean and in proper working condition.

E. Itis the duty of each individual to promptly report and correct angieedies found with any
piece of SCBA equipment. If the equipm camot immediately be repaired, the equipment shall

be taken out of service.
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Departmental Operational Standard
505.01 GROUND LADDERS

I. Scope

This standard establishes guidelines for the maintenance, inspection, and service testing of gewand ladd

Il. General

A. Ground ladders used for firefightipgirposes shall be constructeccompliance with the
provisions of NFPA1931Standard on Design of and Design Verification Tests for Fire Department

Ground Ladders.

B. Ground ladders used for néirefighting purposes shall b@wgstructed in compliance with the

applicable OSHA standards.

Il 1. Inspection and Care

A. Ground ladders shall be inspected and tested as required by NFF3at@iz2d on Use,
Maintenance, and Service Testing of Fire Depar@naunid Ladders.

B. A visual inspection shall be performed on the 15th day of each month and after every use. The
inspection shall include, but not be limited to, théofeing items:

1. Check the heat sensors, if present, for evidence of heat exposure.
2. Test the rungs for snngss and tightness.
3. Check the bolts and rivets for tightness.

4. Check the welds for cracks and defects.
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5. Check the beams and rungs for cracks, splintering, breaks, gchegs, wavy

conditions, or deformation.
6. Check the butt spurs for excessiar or other defects.
7. Conduct an operational check of the roof hook assemblies oladdefs.
8. Check the halyards and wire cables on extension ladders faressugear, and defects.

9. Clean, lubricate, and conduct an operational check of Wepserlies on extension

ladders.
10. Lubricate the ladder slide areas as needed.

. Aluminum and fiberglass ladders shall be waxed with an automotive paste wax as needed to

maintain the finish, to inhibit corrosion, andimbibit surface deterioration

. Wooden ladders shall be protected by at least two coats of a clear s{g. Viathe coating
becomes damaged, the area should be sanded andmesth applied. Ladders shall be

refinished as needed.

. Ground ladders shall be maintained as ffaaasture as possible amstiall be wiped after

being sprayed with water or used in the rain.

. Ground ladders shall not be painted except for the top and bottmch®8 of each section for
purposes of identification or visibility. Wherainted, the togections shall be painted white and

the bottoms black.

. Any ladder that shows signs of failure during the visual inspectionbghedimoved from service
and either repaired or destroyed. A wooden ground ladder shall be removed from service and

tested fi dark streakslevelop in the beams.
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IV. Annual Service Test

A. Ground ladders shall be service tested annually in accordance with the provisions of NFPA
1932. The tests shall be conducsathually. In addition, a service test shall be conducted
wheneve ladder is suspected of being unsafe; has been subjected to overloadiegplosate,

or direct flame contact; or has other unusual conditionsafiadany repair work.

B. Use caution when performing service tests on ground ladders to prevent dathadadder or
injury to personnel during testing. The test Ishdll be placed on the ladder in a manner so as
to avoid any shocks ampact loading. Personnel involved in the testing should be aware of the

potential for sudden and dramatic failurelw ground ladder undergg the service test.

C. Any sign of failure during the service test shall be sufficient cause fladither being removed

from service and repaired or destroyed as ordeyele fire chief.
D. The results of a service test shadlrecorded on the Ground Laddescord Form.
E. The tests to be performed are:
1. Horizontal bending test, except for folding ladders.
2. Roof hook test for roof ladders.
3. Hardware test for extension ladders.
4. Hardness service test for metal growattlers.
5. Folding ladder horizontal bending test.
6. Rungtwist test.

F. Service tests shall be scheduled by and conducted under the supefitsamaintenance and

logistics officer.
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Departmental Operational Standards
60001 INCIDENT COMMAND SYSTEM

I. Scope
This standard establishes guidelines for the management of fire andinesizres.

Il. General

A. It shall be the policy of this degiarent to implement the incident commasystem (ICS) for
all fires, HAZ i MAT incidents, rescues, and EMS resportbes require two or more

ambulances.

B. The ICS shall also be used at all incidents in which the scope and dgnygdléxe incident

exceeds the capabilities of routine operations.
[ll. Command
A. There are three levels or types of command:
1. Forward command
2. Mobile command
3. Fixed command

B. Forward commandvleans to lead from the front and is the exact opposédixed command

postion. Forward command is taskiented and shoulok used:
1. When the incident requires further investigation.

2. When the incident requires an immediate, aggressive,-baratgion and it may not be

appropriate to pass command.

3. During any incident bgompany commanders who may not beharge of a specific
sector or function but who are actually performing an assig@nmegt, manning an

interior hosdine, ventilation, searchnd rescue, etc.
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C. Mobile commandThe commander moves around. Normallg #nould be

limited to sector commanders.

D. Fixed commandA command post is established in a safe, secure emararthat allows for

efficient, effective operations.

E. Passing commandCommand is passed from one incident commandandather by the

following means:

1. The firstarriving officer may designate another officer as Command if it is known that the

other officer will arrive momentarily.

2. Command may be passed at the command post on arrival of a senior, more experienced
command officer atie request of Command or the senior officer's assessment that it is

necessary to assume command.

IV. Establishing Command

A. On initial arrival, the firstarriving officer or unit shall:
1. Notify Dispatch by radio of his arrival.

2. Provide a brief seeup of the situation found on arrival. The followindgprmation shall be
provided at minimum:

a.Fires:
(1) The size and construction of the building or situatiecountered

(2) The extent of involvement
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b. EMS assist

(1) Advise arrival on scene and will be investigating and if scene is secure and under control

3. Instruction to other units,
a. Designation of Command,
b. Level | or Level Il staging.
c. Request for additional assistadia=g., a second alarm,
d. Order$ e.g.lay supply linedown grade other responding upitisregard, etc.
e. Actions you are takidge.g., investigation, pulling preconnect, etc.
B. Subsequent arrival of other units:
1. Notify Dispatch of arrival.
2. Notification of statu® e.g., "Engine Twotaged at the hydrant at Eend McKinney."
3. Ask Command for instructions.

C. Incident commander:

1. Shall use the ter@ommandn all radio traffic. May also use a ggaphical designatiéne.g.,
"Elm Street Command."
2. Shall identify the type of commd (i.e., mobile or fixed) and the Iditan of the command post.
3. Shall designate sectors.
(a) Fires: Staging, Rehab, Sector 3 (rear), etc.
(b) EMS: Transportation, Rehab, Triage, Staging, etc.
4. Designate support functions: Safety, Water Supply, etc.
5. Shall complete Tactical Worksheets on all incidents in which thensys used.
6. Shall terminate command whenever appropriate.

7. Shall conduct a pofite critique or postmortem.
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Departmental Operational Standards
60002 Skills Assessments

I. Scope

This standard establishes minimum standards of performance fdefiegtmenStations It was
promulgated to maintain the proficiencyrfe andEMS responseby establishing a program for the

annual evaluation of cgoanylevel skills.
Il. Genaal

A. This standard establishes a series of evaluations for fire and rescuegeraese evaluations

simulate tasks commonly performed duringtioel incidents.

B. EachStationis required to be able fmerform all of these evolutions within the allottéme

frame.
C. EachStationshall be assigned quarterly assessment packages to be evaligteddof each

quarter.

I1l. Responsibilities

A. EachDistrict Chief (with support from the Division Chiedfall train with his respectivigtationon at
least amonthlybasis. ADistrict Chiefis responsible for theerformance levels difieirassigned
Station and shall be capte of successfully performing all of the evolutions contained within this

standard.
B. TheFire Chief/Division Chiethall evaluate eactationquarterlyon these minimurstation

standards. ThBivision Chiefshall assist anshift or platoorwhose performance is below standard

and shall schedukhiftsfor reevaluation when necessary.
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IV. AssessmenProcedures

A. Station asessmentzre based on performance and time standards.
1. The department has established a maximum time limit to proymerniplete each evolution.

2. Performance is measured by observing the correct procedures amitschstablished by the

department.

3. Safey in all phases of an evolution is a prime consideration andrhdde compromised for

speed.

4. If possible, the annual evaluation will take place at a site selec®auiate realistic fire

ground conditions, such as abandoned buildindmiildingsunder construction.

5. During the annual evaluations, the evolutions will simulate aetnatgency operations.

This means that company members will wialuprotective clothing and SCBA.

B. Stationsshall be scheduleguarterly from a possible listas¢ abl i shed i n the depa
As s e s s me n ttwo M thefine evbluiigns, one EMS evolution, and one equipment operator

standaraand or the Policy, Procedure, Guideline (PPG) Manual

C. There are established time and performance standasgiscfoevolutionPerformance errors (task
errors) will be assessanid recommendations for improvement will be made after the assessment.
A platoonwhose total time (actual time plus errors) exceeds the time standard seitidzhiled
for a reevaluationf that evolution. The evaluator may fail grigtoonthat commits serious

safety violations or whose performancerisatisfactory.

D. Stationghat do not successfully complete an evolution will be retegtbth 60 days. If the

company fails the retesappropriate disciplinargction will be taken.
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E. After theStationhas completethe assessment scenaiionay be assigneatiditional tasks from
then Ski | | s As s e AnsroearshfetyMialationahiat @ccurs when basic tasks are
being perbrmed will benoted on thassessmerfiorm and may justify additional training and
reevaluation. Fine adjustments to engine pressure, relief valve, andagaetting, as well as
removing kinksmust be done to avoid task errors.
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Departmental Procedure
60003 Skills Assessment Manual

I. Purpose:
To develop teamwork, proficiency and morale while meeting the need for speed and smoothness that will

follow as a natural consequence of proficiency

Stationassessments arejaarterlyskills proficiency ad continuing education requirement to ensure that

the basic skills of a company are adequate to conduct operations in a matter that is safe, for the firefighters

and the community while building teamwork, proficiency and morale; while meeting the nespedar

and smoothness that will follow as a natural consequence of proficiency

General Guidelines

1.

It is the responsibility of the firefighter and company officer to train to a high performance
level.

These basic drills must be practiced regularly agdreusly in order to develop and maintain
proficiency.

The goal of drill is to develop teamwork, proficiency and morale.

Speed and smoothness will follow as a natural consequence of proficiency.

Good practice equals good performance.

Safety during drill$ everybody's responsibility.

The Skills Assessment Manual is supplied in its own manual for access and ease of use.
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Departmental Operational Guidelines
60004 TACTICAL GUIDELINES

I. Scope
This standard shall regulate the management of allgamey incidents tavhich the department responds.
It was promulgated to:

A. Establish rules and procedures to manage fire control and rescue activities.
B. Produce standard and predictable fire control and rescue results.

Il. Goals and Objectives

A. Afire is the direct result of a failure of our fire prevention efforts. Thdibestare the ones that
never get started. Therefore, it is the goal of dejsartment to prevent fires and to save lives and
property.

B. In pursuit of this goal, it shall libe policy of the department to:

1.DO NO HARM! Take no action that will cause further injury to a persointentionally damage
property.

2.BE SAFE!Always obey all the safety rules and procedures promulbattte department.

3. BE NICE Always treateach other and members of the public wétpect.
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I1l. Operational Priorities

Three prioritiesnustbe addressed at every incident to which the departregpands. These priorities are
discussed below in order of importance.

A. LIFE SAFETY/RESCUE:

1. Primary searchit shall be standard procedure to extend a priraaaych irall involved

and exposed occupancies that can be ensafety. The completion of the primary search
process is reported using the standard radio reporting Adirctear.”

2. Rescue effort€Extend rescue efforts in the following order:

a. The most severely threatened,
b. The largest number of people,
c. The remainder of the fire area,

d. The exposed areas.

3. Firefighter &fety. Due to the hazardous nature of firefiglgtinhesafety of firefighters is

of primary importance. Therefore, the followisafety rules are to be observed:

a. All persons involved in firefighting or other hazardous situasbadonfull protective
clothing and SCBA. No one, regardlessarfk,shall enter a hazardous atmosphere
without SCBA.

b. The incident commander and sector commanders shall besibptor persons

operating in hazardous locations and shall make sure that all personnel are accounted for.

4.Victim Recovery The fire deprtment shall conduct a secondary seaftgn the fire is out and

shall assist in the recovery of all fire victims. @oovery, the appropriate authorities will be
notified, and at no time shé#fle names of injured or deceased firefighters be mentionte:

radio.
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5. Aid station At large working fires, multiple alarms, etc., the rehaticeavill respond to the
scene and set up an aid station in an ad#essincongested area. The incident commander
shall give whatevesupport is necessary to stshe aid station. The rehab unit will be

released from the scene on order of the incident commander,

a. At every incident, at least one paramedic will be assigned ttomibig physical
condition of the members present. The paranstitl have thewhority to relieve
members of their duties forpeeriod of tune, if necessary.

b. The aid station will be responsible for reporting the status ofd¢ingbers under their

supervision to the incident commander.

6. Safety officer At least one member will kEssigned as safety officer the incident
commander at a working incident. The safety officer $taalé the authority to correct any
violations of established safety SOPsllowing the incident, all violations will be reported to

the incidentommandein writing.
B. FIRE CONTROL :

1. It is standard procedure to attempt to stabilize fire conditioestending, wherever possible, an
aggressive, welplaced, and adequateerior (offensive) fire attack effort and to support that
aggressivattack withwhatever resource and action may be required to rezkieesion and to bring

the fire under control.
2. Initial attack efforts must be directed toward supporting prire@aych and rescue operations.

3. Fire streams are to be operated only on firespteosmoke.
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4. The following operations are to be initiated at every incident:
a. Sizeup.
b. Rescudfife safety.
c. Exposure protection.
d. Extinguishment
f. Ventilation
g. Salvage/Overhaul (Property Conservation)

5. Write off property that is lost and protect exposed property basiye amost dangerous direction of
spread. Always attack structure fires from BlBURNED SIDE! Do not continue operations in

positions thaare essentially lost.

6. Fire stream management:

a. It is the responsibility of each engine company to provide its animerrupted, adequate
supply of water. "Provide" does not nesaaily mean to lay a supply Line or pump the water,
but rather toget an adequate, reliable supply of water into the pusphpvbatever means

available.

b. When in doubt, lay hose. The company officer shall make thsatedRemember, it is better

to pick up a dry line that wasn't us@n to need a line that wasn't laid out.

c. Factors relating to the type of line pulled:

(2) Size.
(2) Placement.
(3) Speed.
(4) Mobility.
(5) Supply.
d. Booster lines shall not be pulled as the first line on workingsteusr automobile fires.

Hoselines of 1.75 inches shall be the mimim size pulled.
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e. Hosdine placement:
(1) Place the first stream between the fire and the peesmlagigered by it.

(2) If no life is endangered, place the first stream between the fire and the most severe

exposure.
(3) The second line should be taken to the secondary meagess.
(4) A third line should back up the first.

(5) Assist rescue.

(6) Protect exposures.

(7) Support confinement.

f. Operate heavy streams, if necessary,notitvhen an interior attacls taking place. Do not
combine interior and exterior attacks. Befbeavy exteor streams are operated, the incident

commander shall instruct Dispatch to advise all personnel via radio.

g. Shut nozzles down when necesdapmnot operate into ventilatioholes! Also,Do notapply

water to the roof in a mistaken effortamtinguish ire.
C. Property conservation:

1. After rescue and fire control considerations, it shall be standardiprede commit whatever
fire ground resources are required to redoss to an absolute minimum. All members are

expected to perform ia manner tht consistently reduces loss during fire operations.
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2. Property conservation activities shall include but are not limited to:
a. Prompt ulterior and exterior figgound lighting,
b. Proper ventilation.
(1) Mechanical (PPV).
(2) Natural,
c. Salvage.
d. Overhaul,
e. Proper fire stream management.

3. If necessary, the incident commander shall call for fresh or addiiersginnel to complete

property conservation activities.
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Departmental Operational Guidelines
60005 TACTICAL SURVEYS /PRE-INCIDENT PLAN

I. Scope
This standard requiré3fficers to prepare tactical surveys fiarget hazards withithe departments

first-due area. It was promulgated to:

A. Establish guidelines for preparing a standardized tactical survey of target hadardthei
district.

B. Provide a system for making tactical surveys readily available to incolenanders.

Il. Definitions
The following definitions will assiswith the preparation and use of tactisaiveys:

A. Construction typeNFPA 220,Standard oTypes of Building Constructioidentifies five types of

construction:
1. Type I: Fireresistive construction.
2. Type II: Noncombustible construction.
3. Type llI: Ordinary construction.
4. Type IV: Heavy timber.
5. Type V: Wood frame.

B. Fire flow: Therate of water flow needed to fight or confine a fire. Fvevl range from a minimum of
500gpm for a singldamily detached dwelling to a maximum of 12,000gpm for large manufacturing or

industrial complexes.
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C. Fire load:The sum, measured in pounds gguare foot, of the combustible contents and construction
materials contained in a building. Fire loads femyn 5 Ibg'sq. ft. in residential occupancies to more

than 60 Ibs./sq. ft. ihazardous occupancies.

D. Flame spreadh numerical expression ofdlrelative rate at which flame will spread over the surface of

a material. It is not an indication of fire resistance.
1. Class A 0-25

2. Class B 26-75

3. Class G 76-200

4. Class Db 201-500

5. Class E: Greater than 500

E. OccupancyAn indicationof the general use of a building. There are staadard occupancy
classifications:

1. Assembly.

2. Commercial.
3. Educational.
4. Hazardous.
5. Industrial.
6. Institutional.
7. Mercantile.
8. Residential.

9. Storage.
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F. Occupant loadThe number of pedp present at the time of the emergegcupant loads vary by

occupancy type and the time of day. Considergauis with special needs when preparing the tactical
survey e.g., noranbulatory patients in a nursing home.

G. Risk: The probability of a fie or other emergency governed by existinglitmms favoring the event and
the presence of causative agents. Also kreswafire hazard.

H. Target hazardA building or occupancy that is potentially hazardous tdipteilloss of life or that could

potentially require a significant commitmeot resources to manage a fire control or rescue event.

I.  Tactical surveyA written plan developed by the firdtie fire company toanage a fire control or

rescue event in a specific building or occupancy.tatieal survey is prepared in accordance with the
recommendations ctained in this standard.

Ill. Preparation of the Plan

A. According to NFPA 142(Recommended Practice for PirecidentPlanning for Warehouse

Occupanciesa preincident plan is one of thmostvaluable tools available to aid the fire department in
effectively controllingemergencies.

B. NFPA 1420 states that a preident plan involves informain gathering;

analysis and dissemination; the "wAfaipproach"; and review, drill, arelaluation.

C. A preincident plan will be identified as a tactical survey.

D. Individual target hazards will be identified within each station'sdusiarea basd on the possibility
that a fire or other emergency could result in:

1. Multiple life loss or injuries.
2. A significant number of people placed in potential jeopardy.

3. The required fire flow exceeding the capability of the-fsarmassignment.
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E. TheFire Chief and Division Chiefvill assist the District Chiefsith assembling list of target hazards

on which to prepare tactical surveys.

F. When practical the District Chief and his/kempany offices will conduct a field survey on each
target hazard tassist in the pparation of the tactical survey; if this is not practicalRive Chief
and/or Division Chiefvill conduct the surveylnspection files, buildinglans, plans for automatic

fire suppression and detection systems, etc.,atsayprove useful.
G. The survey team should record the following information:

1. Construction type and building size.

2. Occupancy and occupant load.

3. Phone contacts and owner.

4. Site plan, accessibility, and any unusual security measures.

5. Fire load and contents.

6. Calculation of the fire flow requirement using the NFA formula:
Length X Width + 3= Fire Flow

The survey team should alsodiéy the adequacy of the water supplyd estimate the

resources necessary to manage the event.

7. The presence or absence of knifire detection and suppression systs and an organized
fire brigade, etc. Note the location of filepartment conneotis, values, shutoffs, fire

doors, etc.
8. Record the location of building services, utility shutoffs, meters, etc.

9. Note any unique features or special hazards that might preseetpsdbt responding

personnel.
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H. The survey results will be recodden a Tactical Survey Form. The survalf be forwarded to the
Division Chieffor review. TheDivision Chief will forward the survey along with any comments to

theFire Chieffor his finalreview and approval.

I. Copies of the approved tactical surveil e placed in the occupancyspection file. They will also
be compiled into a manual to be kept on each apparatus and command vehiSiatidmgerforming

the survey shall be responsible for ensuring the documented survey is placed in the manual.

IV. Responsibilities

A. Thestationtraining representative shall schedule periodic drills to test and evilleiatdormation
contained in the tactical surveys.

1. These tests should range from a single company tabletop tseafdilinctional exer@e involving
multiple companies.

2. The information gathered from these exercises should be used tiestizdueffectiveness of the
tactical survey and to make corrections as needed.

B. Company officers shall be responsible for the preparation ancermaaiotof tactical surveys for target

hazards within their respective fudtie areas.

C. Drivers shall be responsible for ensuring that the tactical survey mareig[sto date and on their
apparatus.

D. TheDivision Chiefshall be responsible for rewiing each tactical survey émsure its accuracy prior to

distributing the surveys to all of the companies.

E. TheDivision Chief under direction of th&ire Chiefshall be responsible for identifying the target

hazards to beurveyed and for ensurirsgrict compliance with this standard.
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Departmental Operational Guidelines
601.01IEMERGENCY OPERATIONS MULTI FLOOR BUILDINGS

I. Scope

This standard lists and defines terms essential to the management oftfolacmhrescue incidents in
high-risebuildings.

Il. General

The definition of a highiise building varies by community. Definitions include more than four stories,
more than 75 feet above grade, more than 75 feet #mdepartment's tallest ladder, etc.

lll. Definitions

A. Combination westandpipe systenA system of piping and fire pumps buiito a structure to supply

water under pressure for firefighting purpogése department connections are provided so that fire
department pumpecsn supplement either the water supply or pressCombination wet

standpipes are generally equipped with dry hose at valved outletpufFips operate on demand.

B. Critical-path constructionA system design used in construction projectetedule various stages of

construction operations for optum speed gbroduction. Such scheduling reduces interference

between crafts and mimizes delays usually inherent at various stages of construction.

C. Dry-standpipe systen# system of piping that includes a fire department connection built into a

strudure for firefighting. Water for firefighting isupplied by fire department pumpers through an
external Siamese and ig to fire department hodiees that may be connected to outlets onousyi
floors.

D. Exterior or external exposuréhe hazard of igition to a building or its cdents from a fire in an

adjoining building or some other exterior source.
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E.HAD: An abbreviation for headctivated device (thermostat).
F.HVAC: An abbreviation for heating, ventilation, and@nditioning system.

G. Interior or internal exposur&he hazard of ignition to a room or its ¢emts from a fire within the

same building.

H. Limited-load areaA surface area that may appear to be solid but tlatuslly designed to carry

certain maximunrweight loads.

l. Nonrrequired exitA means of egress in addition to required exits.

J.OccupancyThe use or function of a building or a portion thereof.
K. Occupant loadfhe number of people normally occupying a building or floor.

L. Pipe and duct shaf& vertical or forizontal enclosed passageway housinyice utilities, piping, and

ducts.

M. Plenum:A container that encloses a volume of gas under greater préssutbe atmosphere

surrounding the contairgre.g., ductwork.

N. Pokethrough constructiorA method use to bring service utilities into a building area of a given

floor by drilling holes through the concrete flobucts, service pipes, wiring, and the like are
connected through these hdieshe master utilities in the attic space of the floor below.

0. Programmed elevatoin elevator controlled by electronic devices. Thidséces automatically

schedule stops at various floors to serve the demands of building occupants during periods of peak

traffic.
P.Required exitA legal means of egress for occugganf a building.

Q. Scissor stairwaysTwo stairways in the same shaft that serve altereste or alternate floors.

Scissor stairways may or may not include comtandings.
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R. Smoke towerAn enclosed stairway accessible from each floor only thrbalgionies open to the outside

air. Smoke and fire won't normally spread ite smoke tower even though the doors are left open.

S. Stack effectThe accelerated movement by convection of enclosed, heegted in a smoke stack or
chimney.

T. Structual-load designThe total weight that a structure or portion there@ingineered to support.

U. Wetstandpipe systenf system of piping that contains water for firefigigt purposes and is built

into a structure. A wet standpipe is generatiyippedvith dry fire hose at valved outlets.
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Departmental Operational Guidelines
601.02 Emergency OperationsMulti - Occupancy/Multi - Story Structure

I. Scope
This standard establishes guidelines and tactical checklists for manageunficé and

resces in highrise buildings.

Il. Incident Command Checklist

Are the following items in place?
Command post

Lobby control.

Interior staging.

Exterior staging.

Rehab sector.

Public information officer.
Crowd/raffic control.

Prefire plans.

Shelters.

Safetyzone.
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I1l. Resource Lists

Adequate SCBA/air supply.
Interior communications.
Exhaust fans/lights.
Personnel.

Apparatus.

IV. Do You Have Control of the Following?

Elevator.

Stairwells.

HVAC systems.

Utilities.

Roof access

Fire protection systems.
Fire pumps.

Alarm systems.
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Departmental Operational Guidelines
603.01EMERGENCY VEHICLE AND PERSONALLY OWNED VEHICLE
PLACEMENT

I. Scope
This standard regulates the placement and positioning of emeayehpgrsonally owned vehicles (PGY)

fire contol and rescue incidents.

Il. General Rules for Positioning Emergency Vehicles

A. Apparatus function shall regulate placement. Thedinsting companieshould position themselves
to maximum advantage and go to work. Laeiving units should placéémselves in a manner
that builds on the itial plan and allows for expansion of the operation. However, at ncstiaie

apparatus be positioned in a manner as to place it in an unnigcdasgerous position.

B. Apparatus that is not being used dtddae staged hi an uncommitted piasi that will not congest the
incident site and will facilitate performing rmaximum number of evolutions. Likewise, private

vehicles brought to thecene g off-duty or support personnel:
1. Will park500FT AT A MINIMUM AWAY from the scene

2. Will_Not blockroadwaysstrees or other means of vehicle egrdssave the street open at

all times to permit thenovement of additional apparatus.

3. Park at least one block away and never in-aleshc or in front of the building(s) involved in

the incident.
4. Do not park irfront of fire hydrants, automatic sprinklers, or standpgreections.
5. Do not block private driveways.

6. Do not run over or park on fire hose with your vehicle.
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C. When placing or positioning an emergency vehicle at an incident, cahsiftdowing items:
1. Leave an access lane open down the center of the street.
2. Do not park in such a manner as to make the emergency vehexjgosuare.
3. At fires, avoid heat and smoke. Guard against possible building collapse.
4. Do not become trappedlléw adequate room to reposition the vehitlecessary.
5. Beware of overhead power lines.

6. Try to use hosiines and equipment off of apparatus at the immed@ae to maintain better

control and not strip all the apparatus.

7. On multiple alarmsan officer shall be assigned to stage apparatus and deploy them per the

incident commander's request.

8. Take maximum advantage of key hydrants to avoid excessive lays and to ensure maximum use

of the water supply.

9. Donotpark too close to another emengy vehicle. Allow sufficient room to deploy hoselines

and to remove stretchers, ladders, and ateipment from the vehicle.

D. The firstarriving engine company at a fire should normally proceegasitthe front of the fire,
laying a supply line ihecessary. ("Front" does nmacessarily mean the front of the building. It
may mean the area of heesti involvement or primary access.) Driving past the structure this way

will enable its crew to see three sides of the building.

E. Position the engirte use its deck guns, floodlights, etc. Take care to leave room for ladder or support
companies. If the building has a wide frontgmsition the engine at the entrance that provides the

best access to the fire.

F. Unless otherwise directed, the secaming engine company at a wamk) fire should proceed to

the rear or secondary access point and go to work.
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G. If nothing is showing, the seceadiving engine should stage at the msihydrant and await orders

if the firstarriving company did noaly hose.

H. Truck companies should initially stage in such a position as not to ctreesident scene. A truck

company should position itself for maximum aseordered by the incident commander.

I. Additional arriving companies should stage at less block away ancequest orders from the
incident commander or the staging offic€ompanies should commit only when ordered to do
so. These companishould report the number of personnel in their respective companies, as well as
their staging locatiareExample: "Engine Company Two staged one bdackh with three personnel.”
Staged companies should check their toaqks to locate key hydrants, etc.

[1l. Medical Incidents

A. If an engine or Truck Company arrives before the medic unit; the corapaty leave clear access

for the medic unit and not block the incident site.

B. Due to the danger of oncoming traffic at motor vehicle accidents, the entjinek should be

parked so as to provide a barrier for personnel.

IV. Staging
A. Level | Staging.

1. First engine to scene.

2. Second engine and additional engineae block away and report location. Check map books.

3. First truck/rescue company to scene.

4. Privately owned vehicl&spark at least one block away, not blocking

the street, driveways, bidrants.

5. Level | staging begins on arrival of the first company. The firspaoygives a situation report and

advises the action to be taken.

6. Additional companies advise staging location.
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7. If additional companies lay, report so to Dispatch.
B. Level Il Staging: Multiple Alarms/MasSasualty Incidents
1. Command designates the staging area and staging officer.
2. All companies and personnel report to the staging area andaggigitment.
3. POVs report to one block of staging area.
4. Dispatt shall designate a channel for staging and inform Command.

5. "Staging" shall be used as the radio identifier. Staging maintains a log of the personnel and

apparatus available.
6. Staging should maintain a reserve of apparatus and personneinstiaged otherwise.
C. Level lll Staging: Multiple Alarms/MasSasualty Incidents

1. To be used when severe weather makes Level |l staging inadwssahles during floods,

tornadoes, and winter storms.
2. Companies will back in at a fire station or othereted facility andawait orders.
3. Privately owned vehicles shall not obstruct the staging area.

4. Dispatch shall designate a channel for staging and shall reportubecstupport or

Command.

5. "Staging" shall be used for a radio identifier. Stggihall maintain bbg of the personnel and

apparatus available.

6. Staging should maintain a reserve engine and ladder companylapémenent affected. Use

moveups.
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E. Response in personally owned vehicles (POV)
A. Additional arriving individuals in theirespective POVs should stage at |&&ft away andeport
to the incident commander or the staging officer.

1.DO_Not block roadways, streets or other means of vehicle egress. Leave the street open at
all times to permit thenovement of additional garatus.

2. Park at leagi00ft away and never in a ede-sac or in front of the building(s) involved in the
incident.

3. Do not park in front of fire hydrants, automatic sprinklers, or standpipections.

4. Do not block private driveways.

5. Do notrun over or park on fire hose with your vehicle.
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Departmental Operational Guideline
603.02 ERSONNEL DEPLOYMENT ON THE FOREGROUND
I. Scope

This standard regulates the deployment of personnel at the scene of arfiiercndent.

Il. General

A. It shall be the policy of the department to dispatch a minimughSthtions andavailable personnel
to a reported structure fire on thédial alarm. Incident volume may occasionally reduce the number of
personnel available to respond. In such casestieeent commander shouddter the tactical

operations to ensure adequate firefighter safetiy additional resources can be assembled

B. To assemble the recommended minimum number of perdd@)edt an inadent, itmay be
necessary to requestiditional stations to responthis shall be done by requesting assistance from

a minimum of twastationsclosest to the incident.

Il. Offensive/Interior Operations

A. Assembling a minimum ofZlpersonnel at a fire incident will allow for an interior attack with a
minimum fire flow of 500 GPM, and it will also enable the needed support functions to be

performed

B. Personnel should be deployed as follows when possible:
a. Command 1
b. Pump Operator

c. Search & Rescue

1
2
d. Ventilation 2
e. Forcible entry 2

4

f.  Hoselines (two)
TOTA. FIRSTALARM ASSIGNMENT: 12
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