July 1, 2005



RULES AND REGULATIONS GOVERNING

THE CORDELIA FIRE PROTECTION DISTRICT

I.

AUTHORITY
The adoption of these Rules and Regulations is in compliance with and encompasses the authority granted by the California State Health and Safety Code pertaining to the governing of Fire Districts and any applicable ordinances and resolutions of Solano County.

________________________________

Joseph L. Huyssoon, Fire Chief

Approved by:


Board of Fire Directors
_____________________________________






_____________________________________






_____________________________________ 






_____________________________________ 






_____________________________________  

Date:   amended May 4, 2009
Complied and Edited by

Joseph L. Huyssoon, Fire Chief

SCOPE
The rules incorporated herein shall not preclude the development of internal rules, policies, and operating procedures provided they are consistent with the Memoranda of Understanding adopted after July 1, 2005, applicable State law and the District’s obligation to negotiate with the Union.  Furthermore, the extent that these rules conflict with the Memoranda of Understanding, the revised Memoranda will control.
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INTRODUCTION
All employees of the Cordelia Fire Protection shall receive a copy of these Rules and Regulations.  It shall be the duty of each employee to become familiar with the contents thereof for the entire duration of employment.

All copies of these Rules and Regulations shall remain the property of the Cordelia Fire Protection District.  In the event of an amendment, the Fire District will furnish the inserts.  The replacement value of these Rules and Regulations is twenty-five dollars ($25).

These Rules and Regulations cannot, nor can they be expected to, provide a solution for every scenario, question, or problem that may arise in an organization designed and established to render emergency mitigation services.  However, these Rules and Regulations should be sufficiently comprehensive enough to cover, whether point specific or in general terms, the privileges, obligations, duties, and conduct of the employees of the Cordelia Fire Protection District.  These Rules and Regulations are not intended nor are they designed to inhibit or limit employees to exercise their good judgement or initiative in taking the appropriate action or actions of a prudent, responsible, properly trained fire service employee facing extraordinary situations encountered in the performance their fire service duties.

Any employee violating any of these Rules and Regulations may be subject to disciplinary actions as described in Article VI, “Disciplinary Provisions.”

These Rules and Regulations shall supercede and cancel all previous Rules and Regulations, except as specifically republished herein, and shall supercede any general orders and special orders, if they exist, should a conflict develop.

The revision of these Rules and Regulations will occur from time to time at the Discretion of the Fire District, subject to be compliance with local ordinances, State Laws, and Federal Laws.

III.

DEFINITIONS
Acting Officer
Any employee assigned to an officer’s duties on a temporary basis.

Administrative Bulletins
Guides, procedures, and policies of the Fire District.

Apparatus
Any vehicle used in the Fire District for emergency, other than automobiles, light duty trucks, or staff vehicles.

Appointing authority
The Board of Directors and/or Fire Chief has the lawful authority to appoint or to remove persons from positions in the Cordelia Fire District.

Board
The five member Board of Directors of the Cordelia Fire Protection District.  Three or two members elected at large in four (4) year staggered terms.

Chain of Command
Transmission of orders and communications where required through the intermediate officers in ascending or descending order of rank.

Chief Officer
The rank of Fire Chief, Training Chief, Battalion Chief or above.

Company
A crew of personnel assigned to a station with apparatus.

Company Officer
Captain or Acting Captain.

Continuous Service
Shall mean an employee in a regular position uninterrupted by resignation, discharge, lay-off, or retirement.

Disciplinary Action
Include, but not limited to reprimand, suspension, demotion, and/or dismissal.

District
The Cordelia Fire Protection District.

Duty Chief
The on-call Chief Officer assigned to provide overhead coverage for the Fire District during and after normal 0800 to 1700 working hours Monday through Friday, vacation coverage, special assignment coverage, and on applicable holidays.

Employee(s)
All employees employed by the Fire District, full-time, extra help, resident program, or volunteer to perform assigned duties or responsibilities.

Extra-help employee
An employee in an extra-help position.

Extra-help Position
A position intended for occupation on less than a year-around basis, including but not limited to:

· To cover seasonal peak work loads

· Emergency extra work loads of limited duration

· A necessary vacation relief

· Paid sick leave

· Other situation involving a fluctuating staff

Requiring work on a schedule of less than 40 hours per week or less than 80 hours in a pay period as a day worker or less than 72 hours per week or 156 hours on a pay period as a shift worker.

General Orders
Orders of a permanent nature, which become a permanent part of the Rules and Regulations.

Headquarters
The administrative center of the Fire District

Incident Commander
The officer or person in command of an incident or emergency

Insubordination
The willful refusal to obey reasonable orders of a superior or gross discourtesy to a superior to the extent that the action affects discipline.

Limited Term Position 

         The employee terminates at the predetermined end of the project.  Limited Term Position-Project employee has the same benefit entitlements as the Limited Term Position-Regular position.

         -Regular
A position established on a full or part time basis, Position allocated as limited term-regular shall accrue all the benefits of the class.

Officers
The rank of captain or above.

Orders
Any reasonable directive, either written or verbal

Overhead Personnel
Any personnel assignment that correlates to the Standardized Emergency Management System (SEMS) functions of Command and General Staff Functions, as well as Strike Team and Task Force Leader positions

Permanent employee
A Fire District member, not on probation, employed in a regular full-time position.

Personnel
All employees employed by the Fire District, full-time, extra help, resident, or volunteer.

Position
A group of current duties and responsibilities assigned by competent authority requiring the full-time, extra help, resident, or volunteer employment of one person.
Program
Any Fire District related activity, which supports the operation of the Fire District.  Example: Hose Program, Personal Protective Equipment Program, Nozzle Program.

Probationary Employee
An employee who is serving a probationary period and while employed in either a regular full-time, extra help, resident, or volunteer position.

Provisional Employee
An employee holding a position under a provisional appointment, pending the results of a competitive examination for the class.

Program Coordinator
Any Fire District employee assigned to act as the functional supervisor of a program on the company level.

Program Supervisor
Any Chief Officer assigned to oversee a program.

Quarters
Any fire station, Fire District building, office, or other place where personnel are assigned or employed.

Regular Full-time Position
A position established on a permanent year around basis requiring work on a regular schedule of at least 40 hours per week as a day worker or 72 hours per week as a shift worker.

Resident Position
Personnel employed by the Fire District on an assigned schedule of one twenty four-hour period per week. 

Special Detail
One or more employees assigned to a special Fire District service or function or hours of work.

Special Orders
Orders of temporary nature

Staff Function
Any Fire District function supportive to or related to emergency company operations.  Example:  Fire Prevention, Maintenance, Training.

Staff Officer
Any officer assigned to a staff function.

Staff Personnel
Personnel assigned to perform staff functions.

S. O. G.
Standard Operating Guides of the Fire District are the items that may have the latitude of interpretation.   

S. O. P. 
Standard Operating Procedures/Policies of the Fire District are the items that do not have latitude of interpretation. 

Superior
All Officers in ascending order of rank.

Through Channels
Transmission of orders and communications where required through the intermediate officers in ascending or descending order of rank.

Temporary Assignment
Assignment of any employee to a shift or assignment other than the one normally assigned to the employee, and of a temporary nature.

Volunteer 
Personnel employed by the Fire District on a specifically assigned and/or special call as needed and unpaid basis in addition to serving one (1) 24-hour shift per calendar month, who must live within the Cordelia Fire Protection District boundaries before the Fairfield annexation of September 14, 1998.  
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V.

GENERAL PROVISIONS

The objective of the following sections under this provision is to shape the organization into an efficient and competent operating unit.  To accomplish this objective, this document will specify the basic duties and responsibilities of the positions of the organizations.

 __________________

Section 1



Fire Chief
The Fire Chief shall:

1.01 Operate under the direction of the Board of Directors.

1.02 Be the overall administrator of the Fire District and all other related work as required.

1.03 Be the chief executive officer and shall have full and general supervision and command over all personnel thereof.

1.04 Supervise administrative details including selection, assignment, utilization, training, and discipline of personnel.  The Board of Directors will review the Chiefs recommendations for selection of subordinate Chief Officers.

1.05 Have discretion to exercise full command over all personnel, property, apparatus, and equipment belonging to the Fire District.

1.06 Take all measures deemed expedient for the saving of lives, for the protecting and preserving of the environment, and protecting and preserving of property.  

1.07 The Chief shall insure the enforcement of all Federal, State, and County laws, ordinances, and mandates pertaining to the Fire District as well as the Fire District Rules and Regulations referencing these laws, ordinances and mandates.

1.08 Respond to alarms and direct operations at emergency when required.

1.09 Be responsible for maintenance, operations and proper budget.

1.010 Develop plans for future operations and projected needs of the Fire District.

1.011 Attend meetings and discuss Fire District business with the Board of Directors, other agencies, or general public as appropriate.

1.012 Diligently observe the capabilities of the work force, conditions of the apparatus and equipment of the Fire District and make such recommendations and suggestions to the Board of Fire Directors concerning the same as may be necessary.

1.013 Insure that all officers and personnel maintain proper discipline.

1.014 Have the responsibility, power, and authority to establish suitable measures to put into effect the policies, procedures, guides, practices, Rules and Regulations, Administrative Bulletins, and activities necessary for the safe efficient operation of the Fire District.

1.015 Administer the Rules and Regulations of the Fire District.

1.016 Resist any attempted pressure by any group or individual on behalf of any employee of the department for promotion or advantage or who is subject to disciplinary action because of a violation of the Rules and Regulations.

1.017 Provide equally strong resistance to the subversive pressures whether the action is for or against the employee(s).

1.018 Decide the proper action for each individual case including the feasibility of progressive discipline based entirely upon the circumstances and/or violation in the individual case and past record of the employee involved.

1.019 Submit an annual budget to the Board of Directors.

1.020 Responsible for administering the annual budget and reporting the dispensing of the budget to the Board of Directors on a monthly basis.

1.021 Recommend changes in the Fire District buildings and locations, purchase of new apparatus, employment of new personnel, and other items as necessary for use in the safe, efficient operation and maintenance of the Fire District.

1.022 Have full power in any emergency to temporarily suspend the operation of the designated work schedule and recall all off-duty personnel to service.

1.023 Make such assignments or details of personnel of the Fire District as deemed necessary to properly fulfill the obligations of the office of Fire Chief and to provide the service required of the Fire District.

1.024 Call, when necessary for administrative purposes, a meeting of chief officers and/or company officers.

1.025 Insure the maintenance, in proper form of accurate records of all business transactions by the Fire District.

1.026 Require sufficiently correct and complete records and information from all employees.

1.027 When appropriate, transfer, reprimand, suspend, or remove from service, for just cause, any employee as provided by these Rules and Regulations.  The Board of Directors will review disciplinary actions of the subordinate Chief Officers, prior to any action of suspension, demotion, or removal from service being taken.

1.028 Enforce all the laws, codes, ordinances, regulations, standards relating to fire prevention and fire suppression, the administration and enforcement as mandated by statutes and ordinances as being the responsibility of the Chief of the Fire District.

1.029 Supervise the maintenance on inventory, equipment and personnel transactions, and initiate and answer correspondence.

1.030 Perform any other related duties the Board of Fire Directors may direct.
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Assistant Fire Chief
Assistant Fire Chiefs shall:

2.01 Work under direction of the Fire Chief.

2.02 Rank next to the Fire Chief in authority.

2.03 In the event of conflict, radio call sign will dictate ranking order.  Example:  31A2 will rank higher than 31A3, 31A3 will rank higher than 31A4, etc.

2.04 Under delegation by the Fire Chief, exercise the power of the Fire Chief in keeping with established policies in the Fire Chief’s absence or inability to act.

2.05 Function as an overall supervisor providing assistance and support to the Fire Chief in management, budgeting, and leadership in the Fire District.

2.06 Function as a supervisor depending upon departmental needs.

2.07 Formulate, implement, and accomplish a definite program for work administration of the companies and units under their command.

2.08 Shall attend all assigned emergencies to establish an overhead to provide a safe and effective emergency scene.

2.09 Respond to all assigned emergencies, when summoned, and, upon arrival, immediately report to the incident commander for assignment.

2.010 In the event there is no incident commander, shall assume command of the incident and remain in command until properly relieved by a superior officer.

2.011 Be on duty constantly during their duty assignment, on call either by telephone, telephone pager or radio pager, and, except when requires elsewhere on District business, confine their presence to the Fire District boundaries prior to September 14, 1998.

2.012 Notify the Fire Chief immediately of important emergencies or extraordinary events in which injury, death, or other unusual incidents occur.

2.013 Upon arrival at an assigned emergency, assume command by giving verbal notification to the Incident Commander and remain in command until relinquishing command to another officer or the Fire Chief assumes command.

2.014 Have supervision over all personnel in their assigned area of responsibility.

2.015 Have and exercise command over their respective companies.

2.016 Be responsible for the supervision, training, safety, disciplining, operation and efficiency therein.

2.017 Handle emergency problems, whether they are their regularly assigned duties or not, in the absence of the assigned officer.

2.018 Supervise the personnel of the Fire District. 

2.019 Coordinate all assigned activities of the Fire District.

2.020 Enforce the Rules and Regulations.

2.021 Make inspections of members, apparatus, and quarters.

2.022 Heed all evidence of neglect or inefficiency and take necessary action to correct any deficiency found.

2.023 Witness drills and makes investigations and such observations as are necessary to keep them fully informed of conditions within the Fire District.  

2.024 Insure that the stations and everything pertaining to apparatus, equipment, et cetera, is in proper working order and ready for immediate service at all times.

2.025 Make recommendations to the Fire Chief as to the needs and changes, or put into effect those changes to bring the Fire District operations to efficient and maximum performance levels.

2.026 Be responsible for the performance, efficiency, staffing, and direct the work of the employees in the activities of the Fire District as required.

2.027 Be responsible for all Fire District property and insure that it is in proper condition for immediate use at all times.

2.028 Have the power to remove from service for just cause, discipline, reprimand, suspend, or transfer (if applicable) any subordinate employee under their immediate supervision.

2.029 Enforce all laws, codes, ordinances, regulations, and standards relating to fire suppression, fire prevention, the administration, and enforcement of which the statutes or ordinances mandate, by statute or ordinances, as being the responsibility of the Fire Chief of the Fire District.

2.030 Be responsible for the supervision, performance, safety, disciplining, operation, and efficiency with the Fire District.

2.031 As soon as practicable, report in writing an infraction of noncompliance to the Fire Chief.

2.032 Arrange and assign the work by personnel on their shift.

2.033 Monitor, at all times, the Fire District’s radios, telephones, or communication equipment under their control to ensure that the companies promptly and efficiency answer all calls for emergencies or assistance.

2.034 In case of suspected arson, death or serious injury by fire, follow the required procedure as set forth in the Fire Prevention Manual (currently a work in progress, until complete, notify the Fire Chief) and detail responsible personnel to guard the premises until the arrival of an investigator, if applicable.

2.035 Require company officers to make regular inspections of their area to determine dangerous fire hazards and also for the purpose of obtaining information essential to the suppression of fires.

2.036 Receive all reports from subordinates, segregating them, preparing and forwarding the same to the appropriate person having charge of the District program, making notations and suggestions as may be deemed advisable, and incorporating recommendations when the nature of the subject so requires.

2.037 Be responsible for their companies’ safety at all times and be responsible for the security of all equipment and property under their control.

2.038 Have full reasonable authority over all subordinate District employees assigned to their companies or activities.

2.039  Before leaving a fire, take every precaution against any rekindle.

2.040 Perform other duties as the Fire Chief may direct.
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Battalion Chief
3.01 Work under the direction of the Fire Chief to whom they are assigned.

3.02 Have and exercise command over their respective companies.

3.03 Be responsible for the supervision, training, safety, disciplining, operation and efficiency therein.

3.04 Insure that the stations under their supervision and everything pertaining to apparatus, equipment, et cetera, is in proper working order and ready for immediate service at all times.

3.05 Enforce compliance with the Standard Operating Guides and Procedures of the Fire District and the orders of the Fire Chief.

3.06 As soon as practicable, report in writing an infraction of noncompliance to the Fire Chief
3.07 Arrange and assign the work by personnel on their shift.

3.08 Monitor, at all times, the Fire District’s radios, telephones, or communication equipment under their control to ensure that the companies promptly and efficiency answer all calls for emergencies or assistance.

3.09 Receive all reports from subordinates, segregating and classifying them, preparing and forwarding the same to the persons having charge of departmental work, making notations and suggestions as may be deemed advisable, and incorporating recommendations when the nature of the subject so requires.

3.010 Have full reasonable authority over all other subordinate District employees who may be assigned to their companies or their activities.

3.011 Respond to all emergencies to which they are assigned or summoned and, upon arrival, immediately report to the incident commander for assignment.  

3.012 In the event there is no incident commander, they shall assume command of the incident and remain in command until relieved by a superior officer or company officer if the incident is reduced back to an engine company level.
3.013 In the event the incident commander is the rank of Captain or below, they shall assume command of the incident, unless     some  other ICS position is needed (example: Operations Chief)
3.014 Immediately notify the Fire Chief of important fires or other extraordinary happenings in which injury, death or other unusual incidents occur.

3.015 Be on duty constantly during their shift assignment, on call either by telephone or radio, and, except when required elsewhere on District business, confine their presence within the Fire District.or responding area.
3.016 Handle emergency problems, whether they are their regularly assigned duties or not, in the absence of the assigned officer, and report the emergency condition to the Fire Chief at the earliest opportunity.

3.017 Be held responsible for the enforcement of the Rules and Regulations, Standard Operating Procedures, inspections of personnel, apparatus and quarters, and make recommendations as to needs and changes within their battalion.

3.018 In case of suspected arson, death or serious injury by fire, follow the required procedure as set forth in the Fire Prevention Manual and detail responsible personnel to guard the premises until the arrival of an investigator.

3.019 Witness drills and make investigations and such observations as are necessary to keep themselves fully informed of conditions within the Fire District.  

3.020 Heed all evidence of neglect or inefficiency and take the necessary action to correct any deficiency found.

3.021 Require company officers to make regular inspections of their area to determine dangerous fire hazards and also for the purpose of obtaining information essential to the suppression of fires.

3.022 Be responsible for their companies’ safety at all times and be responsible for the security of all equipment and property under their control.

3.023 Before leaving a fire, take every precaution against any rekindle.

3.024 Immediately report, in writing, to the Fire Chief any and all damage to the apparatus or equipment under their command.

3.025 Formulate, implement, and accomplish a definite program for the work administration of the companies and units under their command.

3.026 Be familiar with the Fire District related skills and abilities of the personnel under their command and assign duties so as to best utilize such skills and abilities.

3.027 Enforce all laws, codes, ordinances and regulations and standards relating to fire prevention and fire suppression, the administration and enforcement of which are mandated by statute or ordinance as being the responsibility of the Chief of the District.

3.028 Also perform such other related duties as the Fire Chief may direct.
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FIRE CAPTAINS
Fire Captain shall:

4.01 Work under the direction of the Duty Chief.

4.02 Have and exercise command over their respective companies and be responsible for the supervision, training, discipline, operation and efficiency thereof.  

4.03 Ensure that the stations under their control and everything pertaining to assigned personnel, apparatus and equipment, etc., are kept in proper condition for immediate use at all times.

4.04 Enforce compliance with the Rules and Regulations of the District and the orders of the Chief Officers, and report, in writing as soon as practical, to the Duty Chief any infraction thereof.

4.05 At the beginning of each shift, inspect the personnel and uniforms, read all communications or orders received since the last shift, and report to their Duty Chief the number of personnel on duty and any irregularities.  

4.06 At no time, permit any personnel under their command to go off duty without being properly relieved except in a personal emergency, without prior notification of the on Duty Chief.  (Notification trigger – less than 3 on duty at each company)

4.07 Arrange and assign the work and care of apparatus, equipment and quarters by personnel under their command.

4.08 Keep all required records and make required reports in a complete and accurate manner prior to the end of each shift and maintain the District files.

4.09 Have full reasonable authority over all other subordinate personnel of the District assigned to their company or their activity.

4.010 Respond with their companies to all for service to which they are assigned or summoned.

4.011 Upon their arrival at the scene, immediately report to the officer in command, depending upon the assignment or, if first to arrive, assume command and exercise command until notification by a superior officer of a change of command.  

4.012 If deemed necessary, transmit a greater alarm(s) before the arrival of a superior officer.

4.013 Have full authority and command over and responsibility for the manner, method and means of the operation of any apparatus by its driver in accordance with the prescribed District policy.  

4.014 In case of careless or reckless driving or if the driver fails to obey reasonable orders or directions, it shall be the Captain’s duty to institute disciplinary action against the offender immediately upon return to quarters. 

4.015 Be responsible for their company’s safety at all times.

4.016 Be responsible for knowing whereabouts of each crewmember at all times.

4.017 Be responsible for the security of all equipment and property under their control.

4.018 When first to arrive at the scene of a detail or emergency, collect all the information required to properly complete the necessary report forms unless the Chief Officer in charge relieves the Captain of the responsibility.  
4.019 The First-in Company Officer is responsible for the Run Report before leaving the shift.  
4.020 Whichever Engine arrives first on scene, the Captain on that engine will be responsible for the report.
4.021 Report to the incident commander or the officer in charge, depending upon the assignment, upon arrival on when detailed or assigned special calls or greater alarms.

4.022 In case of a minor, non-injury accident while responding to an alarm, notify Dispatch and Duty Chief and leave personnel, as necessary, at the scene of the accident and, if able (ie with two or more personnel), proceed to the assigned emergency.

4.023 In case of an accident while responding to an alarm, which involves major injuries, death, or the apparatus is unable to respond, notify Dispatch and Duty Chief and remove the company from the assignment.

4.024 Before leaving a fire scene, take every precaution against rekindle.

4.025 Before leaving a fire scene, take every effort to identify fire causation.

4.026 Ensure replacement of all equipment removed from the apparatus prior to leaving the scene.

4.027 Notify the Duty Chief, as soon as practicable, of any missing or damaged equipment, and insure proper appropriate documentation.

4.028 Upon arriving at quarters after any incident or detail, ensure all the apparatus and equipment is in a state of readiness, cleanliness, serviceability, proper inventory levels, et cetera, as needed.

4.029 In case of suspected arson, serious injury, or death resulting from a fire, follow the procedures as detailed in the Fire Prevention Manual (work in process, meanwhile notify the Fire Chief).

4.030 Immediately report, in writing, to the Duty Chief any and all damage to the apparatus or equipment.  

4.031 All repairs or changes made to apparatus will be reported to the Fire Chief.

4.032 Formulate a definite program for the efficient administration of the company and units under their command in accordance with the Rules and Regulations, S.O.G.’s and S. O. P.’s, and Administrative Bulletins, and is to be in keeping with all policies and practices of the District.

4.033 Be familiar with the Fire District related skills and abilities of the personnel under their command and assign duties so as to best utilize such skills and abilities.

4.034  Enforce all laws, codes, ordinances, regulations and standards relating to fire prevention and fire suppression, the administration and enforcement of which are mandated by statute or ordinance as being the responsibility of the Chief of the District.

4.035 As per Federal OSHA (Occupational Safety and Health Administration) and Cal OSHA (California Occupational Safety and Health Administration) mandates, possess the knowledge of operation of all the various types of apparatus, tools and equipment in use in their assigned station and, as directed by their company officer, maintain such apparatus, tools and equipment in a clean condition and in readiness for operation at all times.

4.036 While on duty, attend drills and training sessions as directed, and satisfactorily complete and diligently study and perform all parts of all such drills and training sessions.

4.037 Observe, study, and practice the principles of modern firefighting, fire prevention, rescue work, emergency medical care, ventilation, salvage operations and become proficient in these skills.

4.038 Work as a company unit and remain with their assigned unit at fires or other emergencies unless ordered otherwise.

4.039 Perform such other related duties as assigned. 
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ENGINEER
Engineers are charged with the responsibility for a high level of performance of all firefighting assignments, which include driving apparatus, equipment and pump operation and, as designated, assume the duties of a company officer.

Engineers shall:

5.01 Be under the direct command of their company officers and shall follow all reasonable orders and directions immediately.  

5.02 They will have responsibility for the care and maintenance of the apparatus assigned to them and shall be held responsible for its condition and see that it is clean, in good working order and ready for immediate response and use at all times.

5.03 Be continually familiar with the current information and knowledge necessary to properly execute the tasks and assignments that are a part of their assignment.  

5.04 Be continually familiar with the current evolutions of the District, practices and procedures relative to driving, water supply, hydrants, fire streams, pump operations and capacities, motors and other operations which will enable them to perform their duties efficiently.

5.05 Be continually familiar with the streets and response area, topography, physical conditions and other matters affecting response in the District and other assigned areas.

5.06 Follow prescribed routes of travel or, if otherwise necessary, the most direct route of travel when proceeding to an alarm.

5.07 Be responsible for the proper use of red lights, spotlights, turn signals, and all other apparatus lighting equipment.

5.08 Properly use sirens and other warning devices when responding to alarms.

5.09 Be responsible for all District property in their charge and see that it is in proper condition for immediate use at all times.

5.010 Carefully check over their assigned apparatus and its equipment at the beginning of each shift and after each response, and report any defects or irregularities found to their company officer.     

5.011 Keep proper water levels in the booster tank, radiator, fuel, and oil levels in the motor of apparatus and priming pump oils, air in tires, and any other such necessities to insure proper operation of their apparatus.

5.012 Ensure the air and oxygen bottles are compliant with the Fire District’s standard for filling levels.  

5.013 Be responsible for making the proper California Department of Motor Vehicle Pre-trip inspection on a daily basis each morning of each duty shift.

5.014 Be responsible to ensure the vehicle under their charge is compliant with all the California Department of Motor Vehicle mandates; additionally the Engineer is to notify company officer or Duty Chief of non compliance.

5.015 Be responsible to ensure all the Fire District Vehicles are properly signed off in a complete and accurate manner each day.

5.016 Perform such items of apparatus maintenance and repair as assigned.

5.017 As per Federal OSHA (Occupational Safety and Health Administration) and Cal OSHA (California Occupational Safety and Health Administration) mandates, possess the knowledge of operation of all the various types of apparatus, tools and equipment in use in their assigned station and, as directed by their company officer, maintain such apparatus, tools and equipment in a clean condition and in readiness for operation at all times. 

5.018 While on duty, attend drills and training sessions as directed, and satisfactorily complete and diligently study and perform all parts of all such drills and training sessions.

5.019 Observe, study, and practice the principles of modern firefighting, fire prevention, rescue work, emergency medical care, ventilation, salvage operations and become proficient in these skills.

5.020 Continually know and be able to perform the basic duties of all positions filled by Engineers on engine companies.

5.021 Have in their immediate possession, at all times, a valid and appropriate drivers license issued by the State of California, with proper documentation for the class level of vehicle they are operating, and have a thorough knowledge of California Vehicle Code provisions relating to the operation of emergency vehicles.

5.022 Shall ensure a clean Department of Motor Vehicle Driving Record.

5.023 Completed California State Fire Marshal Driver/Operator Ia and Ib class, be signed off by District appropriate staff on the Department of Motor Vehicle approved driving course, and have passed the promotional testing criteria.

5.024 Work as a company unit and remain with their assigned unit at fires or other emergencies unless ordered otherwise.

5.025 Perform such other related duties as their company officer may direct.
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FIREFIGHTERS
Firefighters shall:

6.1 Be under the direct command of their company officers and follow all   reasonable orders and directions immediately with the aim of complying with the intent as well as the content of such orders and directions.

6.2 Respond to alarms assigned to their respective companies and, in every case, conform to and promptly obey all reasonable orders given by their company officer and to any preplanned methods of operation as may apply to the type of emergency or the individual location.

6.3 As per Federal OSHA (Occupational Safety and Health Administration) and Cal OSHA (California Occupational Safety and Health Administration) mandates, possess the knowledge of operation of all the various types of apparatus, tools and equipment in use in their assigned station and, as directed by their company officer, maintain such apparatus, tools and equipment in a clean condition and in readiness for operation at all times.

6.4 Observe, study, and practice the principles of modern firefighting, fire prevention, rescue work, emergency medical care, ventilation, salvage operations and become proficient in these skills.

6.5 After any alarm or detail, assist the driver in returning the apparatus to an in-service condition, and in thoroughly cleaning the apparatus and any equipment, which requires cleaning, unless otherwise ordered by the company officer.

6.6 While on duty, attend drills and training sessions as directed, and satisfactorily complete and diligently study and perform all parts of all such drills and training sessions.

6.7 Continually know and be able to perform the basic duties of all positions filled by Firefighters on engine companies.

6.8 Work as a company unit and remain with their assigned unit at fires or other emergencies unless ordered otherwise.

6.9 Abide by all Rules, Regulations, S.O.P.’s, S.O.G.’s, Administrative Bulletins and orders of the District and any special orders affecting any particular job to which they are assigned.

6.10 When assigned to drive or operate any apparatus or equipment, abide by the responsibilities and duties of the class of Engineer.

6.11 Keep the station and premises clean, neat, and in good order.

6.12 Perform such other related duties as their company officer may direct.

SECTION 7



TRAINING OFFICER
The Fire Training Chief shall:

7.01 Work under the direction of the Fire Chief.

7.02 Supervise the operations of the Fire District’s Training Division

7.03 Enforce all laws, codes, ordinances, regulations and standards relating to fire prevention and fire suppression, the administration and enforcement of which are mandated by statute or ordinance as being the responsibility of the Chief of the District.

7.04 Be responsible for the planning, coordinating, supervising, and evaluating the in-service training program.

7.05 Be responsible for establishing training objectives, planning and organizing Fire District training activities, training and supervising subject course instructors, developing and evaluating new training aids in accordance with the current California State Fire Marshal Training Format, current IFSTA publications, current Delmar Publications, and other recognized and current fire service industry standards in the order as written in the event of a conflict.

7.06 Be responsible for developing the Long Range Strategic Training Plan in conjunction with the Fire District’s Long Range Strategic Plan

7.07 Be responsible for preparing the training budget. 

7.08 Respond to emergencies as assigned.

7.09 Supervise the care and of the training facilities.

7.010 Be responsible for the security of all equipment and property assigned to the Training Division.

7.011 Prepare and maintain all required records as per training industry standards.

7.012 Make the required reports in a complete and accurate manner.

7.013 Be responsible for the supervision, safety, training, discipline, and operational efficiency of the personnel assigned to the Training Division.

7.014 Perform such other related duties as the Fire Chief may direct.

Section 8



Fire Training Instructors
The Fire Training Instructors shall:

8.01 Work under the Direction of the Training Officer.

8.02 Abide by and enforce all Rules, Regulations, Policies, Procedures, Guides, Administrative Bulletins of the Fire District, and special orders affecting any particular assignment.

8.03 Develop advanced training material which includes course outlines, job analysis, performance objectives, lesson plans, programmed instructional self-study programs, visual aids, examinations, assignment sheets, and other training materials as may be necessary.

8.04 Conduct classes on a variety of subjects relating to instructor development, instruction techniques, fire prevention, fire suppression, rescue and safety practice, emergency care and the proper use and care of fire apparatus and related equipment.

8.05 Be responsible for the planning, coordinating, supervision and evaluation of special courses of instruction.

8.06 Serve on committees, attend meetings and conferences related to fire protection and/or training as assigned.

8.07 Respond to emergencies as assigned

8.08 Prepare all required records and make required reports in a complete and accurate manner.

8.09 Perform such other related duties as the Training Officer may direct. 

Section 9 



Fire Prevention Officer
The Fire Prevention Officer Shall:

9.01 Work under the direction of the Fire Chief and shall be in charge of Fire Prevention for the District.

9.02 Plan, direct, and coordinate the operations of the Fire Prevention Inspection and Code enforcement- to include plans checking, weed abatement, public education, and public information. 
9.03 Be responsible for the supervision, safety, training, discipline, and operational efficiency in area of Fire Prevention.

9.04 Be responsible for the supervision, safety, training, discipline, and operational efficiency of the personnel assigned to the Prevention activities of the District.

9.05 Supervise the assignment, care, and maintenance of the Fire Prevention equipment.

9.06 Make recommendations as to the needs and changes needed in the Fire Prevention area.

9.07 Prepare and maintain all required records.

9.08 Make required reports in a complete and accurate manner.

9.09 Receive all reports from subordinates, segregating and classifying, preparing and forwarding these reports to the appropriate personnel having charge of departmental work, making notations and suggestions as necessary.

9.010 Abide by and enforce all Rules, Regulations, Policies, Procedures, Guides, Administrative Bulletins of the Fire District, and special orders affecting any particular assignment.

9.011 Review Fire Prevention Codes and Ordinances administered by the District for validity, practicality, reasonableness, effectiveness and adequacy and, as necessary, make specific recommendations to the Fire.

9.012 Within the policies of the Fire District and the Fire Prevention area and on advice and consent of the Fire Chief, make official interpretations as the meaning and applications of laws, codes, and ordinances administered of Code Enforcement.

9.013 Serve on committees and attend meetings and conferences related to fire prevention and/or fire protection as assigned.

9.014 Enforce all laws, codes, ordinances, regulations and standards relating to fire prevention and fire suppression, the administration and enforcement of which are mandated by statute or ordinance.   Leave this section as is.
9.015 Be responsible for developing the Long Range Strategic Prevention Plan in conjunction with the Fire District’s Long Range Strategic Plan

9.016 Prepare budget for Fire Prevention area as assigned.

9.017 Respond to all emergencies as assigned.

9.018 Provide direction and consultation to subordinates engaged in inspection of residential, commercial, institutional, industrial, and other properties.

9.019 Keep informed of any changes in the Fire Code and Ordinances.

9.020 Be able to research complex Fire Code interpretation problems and make appropriate recommendations on them.

9.021 Investigate or assign the investigation of all suspicious and/or large loss fires, false alarms, explosions, fires of incendiary origin, fire-related injuries, and fire related deaths.

9.022 When required, prepare fire defense cases along with any related evidence.

9.023 Coordinate the Inspection schedule.

9.024 Enforce and schedule the Vegetation Management Program.

9.025 Insure the timely completion of building plan review.

9.026 Coordinate the Public Education Program.

9.027 Perform other related duties as the Fire Chief may direct.

SECTION 10

COMMUNICATIONS OFFICER

Communications Officer Shall:

10.01
Work under the direction of the Fire Chief

10.02  Attend meetings at the direction of the Fire Chief

10.03
Advise the Fire Chief and District of Communications issues

10.04
Prepare reports accurately and in a timely manner

10.05  Respond to fires and all hazard incidents within the County and provide      communications support and secure the communications resources needed to support these incidents.  

10.06
Work with County Communications and Dispatch personnel as needed

10.07 Represent the District in a professional manner at all times

10.08
Perform such other related duties as the Fire Chief may direct.

10.09 Handle all radio related issues such as repair, assignment of     radio/communication equipment, and inventory of radio/communication equipment.
SECTION 11




CLERICAL
Clerical shall :

11.01 Work under the direct supervision of the Fire Chief unless otherwise assigned to a specific Chief Officer or to a special assignment.

11.02 Perform general office work such as answering telephones, typing, note-taking.
11.03 Keep all required records and make required reports in a complete and accurate manner.

11.04 Abide by all Rules, Regulations, and orders of the District and any special orders affecting any particular job assigned.

11.05 At all times, adhere to safe working practices.

11.06 Maintain confidentiality of all personnel matters

11.07 Perform such other related duties as the Fire Chief may direct.

SECTION 12



ACTING OFFICERS
Acting Officers shall:

12.01 Work under the Duty Chief.

12.02 Have the authority and responsibility of the position in which they are acting.

12.03 Be accorded all the privileges pertaining to the office in which they are acting and Change to read: and their authority be respected and obeyed accordingly.
12.04 Not alter or annul any standing order of the regular officer whom they are replacing without prior specific authority of a superior officer, except under emergency conditions.

12.05 Be addressed by the rank in which they are acting.

12.06 Perform such other related duties as the Chief Officer may direct.

SECTION 13


RESIDENT PROGRAM FIREFIGHTERS
Resident Program Firefighters, depending upon time in District and level of demonstrated competence, could have an assignment from entry level Firefighter to Engineer to Company Commander.  Depending upon assignment, the Resident Program Firefighter shall act in accordance to the level of assignment.  For the purpose of this section, the document will assume any Resident Program Firefighter acting at a rank above Firefighter will act in accordance to that ranking as this document dictates for ranks above Firefighter in previous sections.  This document will assume this section is for the employee that is at the competency level of Firefighter only.  Therefore the Resident Program Firefighter shall:

13.01
Be under the direct command of their Company Officers and follow all reasonable orders and directions immediately with the aim of complying with the intent as well as the content of such orders and directions.

13.02
Respond to alarms assigned to their respective companies and, in every case, conform to and promptly obey all reasonable orders given to them by their Company Officer and to any preplanned methods of operation as may apply to the type of emergency or the individual location.

13.03
Possess the knowledge of operation of all the various types of apparatus, tools and equipment in use in their assigned station and, as directed by their Company Officer, maintain such apparatus, tools and equipment in a clean condition and in readiness for operation at all times.

13.04
Observe, study and practice the principles of modern firefighting, fire prevention, rescue work, emergency medical care, ventilation, salvage operations and become proficient in these skills.

13.05
After any alarm or detail, the firefighter will assist the driver in returning the apparatus to an in-service condition, and in thoroughly cleaning the apparatus and any equipment, which requires cleaning, unless otherwise ordered 
13.06
While on duty, attend drills and training sessions as directed, and satisfactorily complete and diligently study and perform all parts of all such drills and training sessions.

13.07
Continually know and be able to perform the basic duties of all positions filled by firefighters on engine type companies.

13.08
Work as a company unit and remain with their assigned unit at fires or other emergencies unless ordered otherwise.

13.09
Abide by all Rules, Regulations, Standard Operating Guides, Standard Operating Procedures, Administrative Bulletins and orders of the District and any special orders affecting any particular job to which they are assigned.

13.10
When assigned to drive or operate any apparatus or equipment, abide by the responsibilities and duties of the class of Engineer.

13.011 Keep the station and premises clean, neat, and in good order.

13.012 When recalled for an incident, call Station 31 for an assignment station.  Do not respond to the incident.  If no answer at Station 31, respond to Station 31.

13.013 Maintain a current Emergency Medical Technician 1 Card.

13.014 Have completed a certified Firefighter I Academy or other Firefighter I Academy Training approved by the Fire Chief.

13.015 While on duty, attend drills and training sessions as directed, and satisfactorily complete and diligently study and perform all parts of all such drills and training sessions.

13.016 As per Federal OSHA (Occupational Safety and Health Administration) and Cal OSHA (California Occupational Safety and Health Administration) mandates, possess the knowledge of operation of all the various types of apparatus, tools and equipment in use in their assigned station and, as directed by their company officer, maintain such apparatus, tools and equipment in a clean condition and in readiness for operation at all times.

13.017 Perform such other related duties as their company officer may direct.

SECTION 14


VOLUNTEER PERSONNEL
Volunteer Firefighters Shall:

14.01 Abide by all the applicable duties of the corresponding ranks of Firefighter, Engineer, or Captain as corresponding to the level of Volunteer rank.

14.02 Must complete a California Stale Fire Marshal Curriculum Firefighter 1 Academy or other Firefighter Academy training approved by the Fire Chief.

14.03 Be able to respond on an apparatus within fifteen(15) minutes of notification tone.

14.04 Must live within the Fire District.  Current volunteer employees hired before September 14, 1998 may  live  outside the boundaries but volunteers hired after  September 14, 1998 must live in the District
14.05 Respond on 33% of fire related or multi-casualty emergency medical incidents when toned out and one 24-hour shift per month

14.06 The volunteer will have the responsibility to contact the shift scheduler to notify the availability to work the 24-hour shift prior to the 10th of the preceding month.

14.07 Attend 75% of the scheduled Volunteer Training .

14.08 Maintain a current Emergency Medical Technician I card.

14.09 Have completed a certified Firefighter I Academy or other Firefighter I Academy Training approved by the Fire Chief commensurate with regulations established by SB 1207.

14.010 Perform other duties as assigned

SECTION 15



ALL PERSONNEL
15.01
Be continually familiar with and abide by the Rules and Regulations, general       or special orders, Standard Operating Guides, and Administrative Bulletins as designated by District guides and orders of their superior officers.

15.02 Be individually responsible for the reading of the rules, orders, notices, and   information issued by the District.

15.03 When receiving an order, which is in conflict with a previous order, so inform the individual issuing the conflicting order and be governed by the instructions received.

15.04 Having cause to believe that they have been unjustly or unfairly treated, send an appeal through proper channels, utilizing the functional organizational chart as a guide, to the Fire Chief of the District before taking any other action.  Further appeal may be made to the Board of Directors should such belief still exist after appeal to the Fire Chief.

15.05 In the event of an emergency, either personal or within the fire district, be regarded as part of the working force and may be required to perform such duties as the circumstances demand.

15.06 Be available for duty when necessary.  The following rules shall apply:

a. All employees shall maintain adequate and dependable means of communications, such as telephone or District supplied pager, which will provide a method of notifying such employees of the need for their services in emergencies during off-duty hours.

b. All employees shall be responsible for notifying the Fire Chief, in writing, of current residence address and telephone number.  Any change of residence or telephone number must be reported within twenty-four (24) hours.

c. Be subject to recall duty.

15.07 Report, to their immediate superior, the loss or finding of any department badge, identification card or other department property.

15.08 Replace badges or other issued equipment, at employee’s expense, unless lost in the line of duty.

15.09 During their tour of duty, keep themselves in readiness to perform their duty and not absent themselves from duty or place of assignment without specific permission of their immediate supervisor.

15.010 At the time of relief duty, apprise their relief (successors) of occurrences during their tour of duty, giving them any keys and equipment which are necessary, and such information as may be relative to the efficient operation of the District.

15.011 Who are on shift assignment, notify the Duty Chief or Company Officer, by 0700 hours, of any inability to report to duty.

15.012 Accord obedience, respect and courtesy to superiors and those performing the duties of a higher rank.

15.013 In the public’s eye, address officers by their proper titles, without abbreviations.  The Fire Chief and Assistant Chiefs shall be addressed verbally as “Chief”.  Fire Captains shall be addressed as “Captain”.  The full title of the officer shall be used in written communications.

15.014 Respond to all incidents to which they are assigned, detailed or summoned, and exert their greatest energy and best ability to perform their full duties under any and all circumstances.

15.015  Wear required and appropriate safety equipment while participating in emergency operations, or other functions as required.

15.016 Upon the arrival at the location of an emergency, always remain with their apparatus while awaiting orders, excepting the officer in charge.

15.017 While on duty, turn over all valuables found or received to their superior officer.

15.018 Exercise care to avoid injury to themselves and others while in the performance of their duty.

15.019 Immediately report, to their superior officer, any accidents, sickness or injury occurring to them while on duty, no matter how trivial.

15.020 At all times, while on duty, conduct them in such a manner as to reflect no embarrassment or discredit upon the District.

15.021 Be courteous and respectful in their dealings with the public and one another.

15.022 Be responsible for the safekeeping and proper care of all District property in their charge.

15.023 Practice economy in the use of all District supplies and property and see that waste is avoided, and be responsible for the safekeeping and proper care of said property.

15.024 So conduct their personal financial transactions that creditor or collection agencies will not attempt to make use of the office of the District Fire Chief for the purpose of making collections.

15.025 Use all Fire District buildings and grounds for Fire District business only unless authorized by the Fire Chief.

15.026 Not allow unauthorized persons to loiter in or about the fire station or District property.

15.027 Keep their persons, uniforms, beds and lockers in a neat and clean condition. 

15.028 Hair and mustaches shall conform to District policy.

15.029 Not allow solicitation of any type on District property unless authorized by the Fire Chief.

15.030 Not engage in personal business transaction (s) during the working hours   where it interferes with duty or unless approved by Chief.

15.031 Not allow vending devices on District property except by permission of the Fire Chief.

15.032 Not display pictures or literature of an offensive nature on District property.

15.033 Use Fire District vehicles for official business only.

15.034 When assigned to drive District vehicles, know and abide by the California Vehicle Code, District driving policies and procedures and other pertinent information regarding their privileges and responsibilities as operators.

15.035 When damage to District vehicles, injury to citizens or damage to their property as a result of a driving policy or procedure violation, or from careless or reckless handling of the apparatus, be subject to disciplinary action if appropriate.

SECTION 16



RULES OF CONDUCT
Control of individual behavior is necessary for several reasons.  It affects a satisfactory public relationship; it maintains harmony among the individuals; and promotes organizational effectiveness.  The following Rules of Conduct shall apply to all employees.

Personnel shall:

16.01 Utilize ordinary and reasonable rules of behavior to govern general conduct.

16.02 Not engage in any conduct or activity unbecoming of a public employee sworn to uphold public trust.

16.03 Not engage in any conduct or activity which would cause  a member of the public to:

· Lose confidence in the Fire District or the Fire District’s Personnel.

· Harm the Fire District or the Fire District Personnel’s reputation of holding themselves to a higher standard than the general public.

· Bring discredit upon the Fire District or the Fire District’s personnel.

16.04 Not lend the use of their name as a member of the Fire District to any commercial, business, or charity enterprise without the consent of the Fire Chief in advance.

16.05 Not undertake to represent the District in matters of policy and practice change without prior approval of the Fire Chief.

16.06 As a matter of abiding by rules of Chain of Command, not contact any Federal Governmental Offices, California State Governmental Offices, the offices of the Solano Board of Supervisors, nor the Fire District Board of Directors on any matter affecting the Fire District nor any employee without prior approval of the Fire Chief.

16.07 Not engage in religious or political activities as representative of the Fire District.

· However, this does not abridge employees’ rights, as American private citizens, to participate in such activities while off-duty.

16.08 Not furnish information relative to the business affairs of the Fire District or connected to the Fire District, except as authorized by the Fire Chief.

16.09 Not, as representatives of the Fire District, write letters of recommendation except with approval of the Fire Chief.

16.010 Not intercede, either directly or indirectly, with any member of the Federal Governmental Offices, California State Governmental Office, Solano County Board of Supervisors, Fire District Board of Directors, Civil Service Commission, Retirement Board (PERS), nor any other hearing body or board on the behalf of any employee whose hearing is pending or being heard, except as provided by law or other Fire District procedure, unless approved by the Fire Chief.

16.011 Not, directly or indirectly, solicit or attempt to otherwise influence or intercede with the Fire Chief or the Fire Chief’s agent to affect their transfer or promotion.

16.012 Not lend, give away, nor appropriate for the own use any Fire District or other public property without written prior approval of the Fire Chief.

16.013 Not borrow, lend, nor remove from the premises of the Fire District any tools, equipment, supplies, nor educational material for personal use.

16.014 Not pilfer nor be guilty of theft at emergencies or elsewhere.

16.015 Not be employed in or connected with any business or occupation which will impair the proficiency, without prior written approval of the Fire Chief.

16.016 Not use the uniform, badge or prestige of the District for the purpose of personal gain.

16.017 Use badges as part of the uniform only.

16.018 Not conduct private business over District telephones.

16.019 Not engage in private business transactions, while on duty unless authorized by the Fire Chief.

16.020 Not receive non-member visitors or participate in outside organization work while on duty unless authorized by the Fire Chief.  Non-member visitors may visit employees from 1700 hours to 2100 hours only. 

16.021 Not work on or maintain personal vehicles while on duty except for making emergency repairs, and then only with an immediate supervisor’s permission.

16.022 Not congregate for purpose of rest or relaxation in front of or adjacent to stations or otherwise in public view, except in designated areas for such purposes.

16.023 Not lounge on apparatus at any time, except as authorized by a Chief Officer or as necessary following strenuous activities such as emergencies or drills.

16.024 Not necessarily disturb authorized sleep of other personnel.

16.025 Begin their tour of duty at 0800 hours and shall present themselves in a clean regulation uniform and in a generally neat condition.

16.026 Work day shall consist of an 8 hour period, which will fall between the hours of 0800 to 2130 to be able to accomplish necessary night training when scheduled; the normal work day will normally be from 0800 to 1700.

16.027 Not occupy beds between 0730 and 1800 hours except by permission of the immediate supervisor.

16.028 Not use obscene, uncivil, or boisterous language or engage in any altercation or fight while on duty.  

16.029 Avoid arguments.  

16.030 Report any fight or altercation, in writing, to the Fire Chief by the participating parties’ supervisor.

16.031 Report for duty in a mental and physical condition, which will permit the full and efficient performance of their duties.

16.032 Not engage in any activity, which would be a conflict of interest within the definitions and standards set forth in Government Code Section 87300 – 87313 et.seq.  (Conflict of Interest as per the Political Reform Act of 1974)

16.033 Not have in their possession, either in Fire District buildings or on District grounds, any dangerous weapon, firearm, or explosive ordinance at any time unless authorized by the Fire Chief.

16.034 While absent from the District by reason of extended illness or injury of any sort, obtain a doctor release to return for full duty.

16.035 Not play private radios, stereos, CD’s, or other sound producing devices that is audible outside the fire stations.

16.036 Not argue with the public while on duty.

16.037 Not solicit contributions for, make speeches for or against, nor engage in other political activity for or against any candidate for public office or on any other political issue on department property or while on duty.

16.038 Not gamble while on duty.

16.039 Not report for duty, or be on duty, under the influence of any intoxicating liquor, drug, narcotic, or compound to any degree whatsoever except insofar as drugs are medically prescribed as certified by a physician to safely permit work.

16.040 Not partake of, or have in the employee’s possession in quarters, or cause to be brought into quarters, any intoxicating liquor, drugs, narcotics or compound except as provided in Section 16.39.  Any exception to the foregoing for social events held by the District shall be by the specific written authorization of the Fire Chief.

16.041 Manufacturing, distributing, dispensing, possession, or use of a controlled  

Substance is prohibited on or around District property and will result in immediate termination.

16.42 No tobacco products, including smokeless products, on, in, or around any of the Fire District apparatus, vehicles, buildings or property at any time.

16.43 Not accept reward, fee or gift from any person for services incident to the performance of duty without permission of the Fire Chief.

16.44 When on duty, not absent themselves from duty without the specific permission of their superior officer.

16.45 Be regular and punctual in their attendance to be on duty as scheduled.  Employees who are tardy shall make a written report of their tardiness, including the reason therefore, to the on duty Chief.

16.46 Follow all reasonable orders and directions of their superior officers.

16.47 Use District premises for Fire District business only, such as to include parking for members on duty unless otherwise authorized by the Fire Chief.

16.48 Keep the District premises in a neat, clean and orderly condition at all times.

16.49 Except as related to bona fide activities, Fire District members shall not invite or permit non-employees or labor group representatives to solicit employees on the District premises unless authorized, in writing, by the Fire Chief.

16.50 Not use District vehicles for other than official business of the District, except as authorized by the Fire Chief.  

16.51 Except in emergency situations, not allow apparatus to be left unattended while away from the station at any time, except under special circumstances such as LE 100’s.  ((Home Land Security Guide #154)

16.52 Employees shall not permit non-employees to ride on or in District vehicles except as authorized by the Fire Chief.

16.53 Not engage in insubordinate acts or conduct.

16.54 Be subject to disciplinary action for violation of any portion of the District Rules and Regulations, Standard Operating Guides, Standard Operating Policies/Procedures, Administrative Bulletins of any special orders.  

· Disciplinary action may consist of verbal or written reprimand, suspension, demotion, or dismissal.  

· All letters of reprimand shall be entered into the employee’s personnel file and shall remain there for the duration of the employee’s employment with the District unless removed by action of the Fire Chief.  

· After 12 (twelve) months, one-time infractions shall not form a disciplinary level basis for other unrelated infractions.

16.55 Not withhold information on any criminal activity or fail to fully cooperate with personnel investigations.  (Nothing in this section shall be in violation of one’s Federal or State constitutional rights).

16.56 Not destroy or deface any District property or any official written notices relating to Fire District business.

16.57 Not steal, alter, forge, or tamper with any kind of fire record, report or citation, remove any record, card, report, letter, document or other official file from the District, except by process of law or as directed by the Fire Chief.

16.58 Not obtain, duplicate, or attempt to obtain or duplicate any information from District files, sources or reports, other than that to which one is properly entitled in accordance with one’s duties or assignments.

16.59 Report a District employee’s violation of Rule or Regulation, policy or procedure, S.O.P, S.O.G. general or special orders.  (Report all such violations to the Fire Chief through channels).

16.60 Not possess keys (i.e. knox box keys, gate keys, etc.) pertaining to District business or obtained under District authority with authorization of the Fire Chief.

16.61 Not give a deposition, affidavit or appear as a witness in a civil matter stemming from one’s official duties as a Fire District employee without the knowledge of the Fire Chief.

16.62 Treat members of the Public, Fire District, and other agencies in a courteous, respectful and professional manner at all times.

VI.

CONDITIONS OF EMPLOYMENT

Section 1
EMPLOYEE REGULATIONS

1.01
All employees shall hold their positions subject to the rules and regulations established by the Board of Directors of the Cordelia Fire Protection District.

1.02
The District employees shall not engage in any activities, which constitute a conflict of interest due to the nature, conditions, or some other aspect of the activity.

1.03
Any officer or employee wishing to engage in any other occupation or outside activity for compensation shall inform the Fire Chief, in advance, of the time required and the activity.

1.04
It is the responsibility of the Fire Chief to insure the employees of the Fire District do not engage in any activity, which constitutes a conflict of interest.

1.05
All Suppression Personnel will maintain a current Solano County EMT card and current  valid California Drivers license.  Failure to maintain either one will be cause for suspension from duty until brought current.


(amended August 3, 2009 by CFD Board of Directors)
Section 2
PROBATIONARY PERIOD

2.01
All employees, including Extra Help, Resident Firefighters, Volunteer Firefighters, shall serve a probationary period of one year from date of hire 

or 26 pay periods, whichever is greater, of continuous service if the employee is full time or represented by Local 1186.  All employees shall receive an evaluation prior to the end of the probationary period.
2.02    Any leave of absence with or without pay, 4850 time (disability), military leave of absence, or jury duty exceeding seven (7) days shall cause the extension of the employee’s probation to the first of the pay period following the completion of the absence with or without pay, military leave of absence, or jury duty.

2.03  There shall be an evaluation of employee’s performance one year from the date of appointment to a regular or limited-term position.

2.04  The Chief shall supplement the recommendation with a formalized employee evaluation rating and shall discuss the rating with the employee.
2.05  The separation from services of a probationary employee can occur at any time without the right of appeal or hearing, unless the employee alleges that separation was based on discrimination, in which case the employee may appeal to the Board of Directors.

Section 3
WORKDAY

3.01 Unless otherwise provided by an order from the Board of Directors, eight (8) hours of work shall constitute a day’s work for all permanent, probationary, and limited-term regular employees.  The eight hours may fall anywhere from 0800 hours to 2130 hours so as to comply with OSHA and ISO required night training exercises.
3.02 The one-hour lunch period is not part of the eight (8) hour workday.

3.03 The  workday is to commence at 0800 each morning, with the employee ready to respond to any emergency call in proper Personal Protective Equipment at that time.  

Section 4
WORKWEEK

4.01 Unless otherwise provided, the official workweek shall consist of forty (40) hours for a day worker or seventy-two (72) hours for shift workers of work in any seven (7) consecutive calendar days for day workers. 

4.02 The workweek schedule shall normally consist of five (5) workdays of eight (8) hours each for day workers, or three (3) twenty-four (24) hour periods for shift workers

4.03 However, the Chief may establish workweek schedules, which may differ from the normal schedule.

4.04 It shall be the responsibility of the Fire Chief, or the Scheduling Manager under the direction of the Fire Chief, to insure the arrangement the workweek schedule precludes each employee’s from exceeding forty (40) hours for day workers or seventy-two (72) hours for shift workers in any given workweek.

4.05 The Fire Chief or Duty Chief may require any employee of the District to temporarily perform service in excess of forty (40) hours for day workers or seventy-two (72) hours for shift workers when public necessity or convenience to the Fire District so requires.

Section 5
PERFORMANCE OF DUTIES

5.01 Nothing contained in this document shall prevent, relieve, or otherwise excuse any District employee from performing any duty imposed by law.

5.02 Nothing contained in this document shall prevent, relieve, or otherwise excuse any District employee from rendering service at such times and places as necessary in order to properly perform the function of the office or employment.

5.03 The Chief is empowered to stagger, rearrange, and adjust the hours shift scheduling of employees in such a manner as to enable the employees perform assigned duties at all times as required.

 Section 6:
REST PERIODS

6.01 Each employee is entitled to one fifteen (15) minute rest period for each for each four (4) hours of work performed in a workday.

6.02 If not taken during this time period, the employee shall waive such a rest period.

6.03 Authorized rest period time taken is counted as time worked.

6.04 Since breaks are on company time, employees may not leave the worksite during break without authorization of the Chief or Duty Chief.

Section 7:
OVERTIME: 

7.01
Overtime work defined:

7.01.1 Overtime is defined as work specially authorized by the Chief or Duty Chief that is performed in excess of forty (40) hours for day workers or seventy-two (72) hours for shift workers per workweek.

7.01.2  Time worked beyond the official forty (40) hours for day workers or seventy-two (72) hours for shift workers shall not be considered as overtime time unless authorized by the Chief or Duty Chief. 

7.02 Application of Overtime

7.02.1 Time worked as overtime shall not count as service time for the purposes of employee benefits, accrual, probation, or merit increase periods

7.03 Overtime Payment

7.03.1  Full-time employees shall receive pay at one and half (1½) the normal hourly rate for the overtime worked.

7.03.2 Any employee separating from the Fire District shall receive pay for any existing Compensatory Time Off (CTO) balance at the current rate of pay at the time of separation.

7.03.3  Payment for overtime shall be a separately itemized entry on the payroll certification.

7.04 An employee with any Compensatory Time Off (CTO) accumulation in excess of eighty (80) hours for day workers or one hundred fifty-six (156) hours for shift workers shall take it off in the fiscal year earned.

7.04.1.1 If the Fire Chief or Scheduling Manager is unable to schedule time off during the fiscal year, 

7.04.1.1.1    The Fire District shall reduce the employee’s accrual balance to eighty (80) hours for day workers or one hundred fifty six (156) hours for shift workers the next fiscal year, and

7.04.1.1.2   The Fire District shall pay for all the employee’s hours of the balance reduction at the employee’s straight time rare on the last full pay period in the outgoing fiscal year.

Section 8
LEAVE OF ABSENCE

8.01 Cordelia Fire Protection District realizes there are times when employees must balance their personal and medical needs with operational requirements.  The design of our Leave of Absence policy is to enable employees to meet those needs.

8.02 The Family Medial Leave Act (FMLA) is available to all employees who have completed one full year of service.  Leave of Absences will be granted for a period up twelve (12) weeks intermittent and/or continuous in any twelve (12) month period.

8.03 If the Leave of Absence is foreseeable to the expected birth or placement of a child, the employee must give thirty (30) days notice.  If the actual date of placement is unknown, the employee must provide notice as soon as possible.

8.04 Military leave is available to all employees of the Cordelia Fire Protection District.  Employees will be granted a Military Leave of Absence without pay for the United States Military Service, in accordance with applicable Federal and State Laws.

8.05 Employees shall notify the Fire Chief and submit a written request from the Military Commanding Officer and/or a copy of the official orders.

8.06 Return to work is the employee’s responsibility to contact the Fire Chief, no later than two (2) weeks before the scheduled return to confirm the agreed upon return to work date.  

8.07 If the leave of Absence is not a Family Medical Leave of Absence or a Military Leave of Absence issue and the duration of the absence is more than 30 days, the employee will resign from their position and turn in all District equipment.  No leave of absence will be granted. The employee will receive a reissue of equipment upon the return to duty, providing the absence is less than twelve (12) consecutive months.

VII.





DISCIPLINARY PROVISIONS
An employee who violates Federal or State Law, local ordinance or who violates any rule or regulation, administrative bulletin, general or special order, written or verbal order, or is incompetent to perform his or her duties may be subject to appropriate disciplinary action according to the following procedures, when the violation affects the employee’s employment with the District.

The intent of the guidelines and procedures set out below is to assist the Fire Chief and Officers in administering disciplinary actions at the lowest level.  The expectation of such actions will be reasonable and more likely to achieve their objective of assuring the highest levels of conduct and performance in rendering services to the public.  The intent of this policy is to establish a program designed to change or correct behavior whenever possible.

The guidelines and procedures are applicable to all paid and volunteer personnel including chief officers, company officers, engineers, firefighters, and staff.  The Cordelia Fire Protection District shall use the elements of moral turpitude to guide the actions of its members in their conduct, whether or not they are in public view, and regardless of on- or off-duty status.

The interpretation of the contents of these guidelines is not intended to grant property rights to volunteers.  The enactment of these guidelines, in reference to volunteers, is to insure equal treatment and improve moral, but not to change the status of volunteers to that of an employee; nor implicitly grant any due process or property rights in the volunteer positions within the department.  

1.  DEPARTMENTAL AUTHORITY TO DISCIPLINE
A. Personnel Who May Impose Discipline
Final departmental disciplinary authority and responsibility rests with the Fire Chief.  However, other authorized supervisory personnel may take the following disciplinary action in the appropriate circumstances:

1.  Oral (verbal) reprimand
2. Written reprimand subject to approval by the Fire Chief.
3. Emergency suspension
4. Written recommendation for other penalties.

B. Procedure for Imposing Departmental Discipline
1. Report on Disciplinary Action Taken or Recommended
Whenever disciplinary action is taken or recommended (except for verbal reprimand), a written report by the supervising personnel imposing the discipline shall be submitted immediately to the Fire Chief containing the following information:

a. The name, rank, employee number and present assignment of the      person being disciplined, including specific assignment and hour of assignment.

b. The date(s) and times(s) of the misconduct and location(s) indicating on or off duty.

c. The section number (s) violated or common name of violation.

d. A complete statement of the facts of the misconduct, including a statement from the employee involved.

e. Disciplinary action imposed or recommended.

f. The written signature and title of the document’s author and the document author’s position in relation to the employee being examined.

2. Distribution of Reports of Disciplinary Action

The report shall be distributed as follows by the one imposing or    recommending disciplinary action:

a. Original and one (1) copy to the Fire Chief via the Chain of Command for review and filing in the employee’s personnel file.

b. One (1) copy to the subject of the report.

c. One (1) copy retained by the supervisor imposing or recommending the action.
3. Informing the Person Being Disciplined

The employee being disciplined shall be informed of the charges prior to (except in emergency suspensions) the time such action is taken, and shall have the right to file a written statement, within (7) calendar days from notification, in opposition to such discipline, which shall be included in the employee’s personnel file, and shall be permitted to pursue any appeal rights available.

4. The Fire Chief shall have the authority to reverse or revise any disciplinary 

Action imposed or recommended by supervising personnel.

C. Additional Procedures:  Emergency Suspension
1. Personnel with Authority to Impose Emergency Suspension

The following personnel have the authority to impose immediate emergency suspension until the next duty day of an employee when it appears that proper cause exists for such emergency suspension.

a. Fire Chief
b. Assistant Chiefs
c. Acting Duty Chiefs
d. Company Officers

2. Follow-up Action on Emergency Suspension

An employee receiving an emergency suspension shall be required to report to the Fire Chief as ordered.  The supervisor imposing or recommending the suspension shall also report to the Fire Chief at the same time.  At that time, the Fire Chief will review the propriety of the action taken.  The employee shall have the right to file a written statement, within seven (7) calendar days from notification, in opposition to any discipline, which shall be included in the employee’s personnel file, and shall be informed of and permitted to pursue any available appeal rights.

II. ALLEGED MISCONDUCT OF AN EMPLOYEE
A. Investigation of Alleged Misconduct
1. Complaint Against Departmental Personnel

Upon receiving a complaint against an employee, the supervisor in charge shall record and investigate the charge as soon as possible in accordance with the following directions.  When the supervisor can not complete the investigation on the date it is received, the supervisor will prepare a preliminary report outlining the complaint and the actions taken and deliver it to the Fire Chief via the chain of command.

If, in the opinion of the supervisor in charge, the complaint is of sufficient gravity, the supervisor shall notify the Fire Chief or the Duty Chief, regardless of the hour.  In addition, the supervisor shall take immediate action necessary to preserve the integrity of the District or prevent recurrence or further improper acts, until the arrival of the Fire Chief.

2. Alleged Misconduct

Upon receiving allegations of misconduct by an employee, the supervisor in charge shall record and investigate the charge as soon as possible in accordance with the following directions.  The individual assigned to investigate an alleged act of misconduct on the part of an employee of the District shall conduct a thorough and accurate investigation.  Such investigation shall include formal statements from all parties concerned when necessary and pertinent, including a statement from the affected employee, the gathering and preservation of physical evidence pertaining to the case, and all other information which has bearing on the matter.

B. Reports of Investigation of Alleged Acts of Misconduct
The investigation of Alleged Acts of Misconduct and results of the investigation shall reduce the information to a written report.  The investigator shall summarize the pertinent facts including:

1. An abstract (summary) of the complaint or alleged act of misconduct.

2. Pertinent portions of the statement of all parties to the incident.

3. A description of the incident, physical evidence and other evidence important to the case.

4. A statement from the employee involved.

On conclusion of the report, the investigator shall forward the report to the Fire Chief

C. Conclusion of Investigation Involving District Employees
All investigations of District employees accused of misconduct will conclude with one of the following findings as determined by the Fire Chief.

1. Unfounded.  The investigation indicates that the act or acts complained of did not occur or failed to involve the accused personnel.

2. Exonerated.  Acts did occur but were justified, lawful and proper.

3. Non Sustained.  Investigation fails to discover sufficient evidence to clearly prove or disprove the allegations made in the complaint.

4. Sustained.  Investigation disclosed sufficient evidence to clearly prove the allegations made in the complaint.

D. Penalties
The Fire Chief, if warranted, will administer appropriate disciplinary action.  Disciplinary actions, short of discharge, are intended to reinforce or conform the employee’s behavior to Fire District’s policies and interests.  Disciplinary action should be consistent with the nature of the problem, implemented at the lowest level, and should be progressive in nature.  For example, some first time offences may warrant an action as severe as immediate suspension pending further investigation, or even discharge.  The following specific disciplinary penalties may include, but not limited to: 

1. Counseling

Counseling includes any informal discussion with an employee designated to assist the employee to develop or improve personal skills, abilities, or conduct.  Counseling may clarify standards, evaluate an employee’s strengths and weaknesses, seek information, or solve problems.

2. Verbal reprimand

a. A verbal reprimand notifies the employee that either performance or behavior needs improvement.  The reprimand should address the areas of performance or behavior, which requires improvement, or may suggest corrective actions leading to such improvement.  Failure to improve behavior or performance may result in more serious action.

b. A confirming memorandum will be written to the employee; including date, time, and context of reprimand will be kept in a file, in the Chief’s Office, and used for this purpose only.   This memorandum will remain in the file for no more than two years unless the Fire Chief directs the removal of the file earlier.  However, the record of this file will not go into the employee’s personnel file.

3. Written reprimand

a. A written reprimand is a formal notice of an employee that this employee’s performance or behavior needs improvement and this notice indicates further disciplinary action unless the performance or behavior improves.

b. The written reprimand will include the date, time, and description of the action or activities necessitating a written reprimand.

c. The preparation of the written reprimand will be in triplicate and after the employee signs the document, the distribution list  will include:

1) Original to employee

2) One copy for the supervisor to retain

3) One copy for the Chief to review and file into the employee’s personnel file 

d. The employee has the entitlement to attach a personal statement to the written reprimand.

4. Suspension

a. Suspension is the temporary removal of an employee from duty, without pay, if applicable.  Suspension without pay shall not exceed thirty (30) consecutive calendar days or thirty (30) days in any fiscal year.

b. An employee suspension may occur immediately in cases of the employee’s continued presence constitutes a threat to the safety of other employees or to the safety of the public.

5. Demotion

a. A demotion is the removal of an employee from a current position to a lower classification, with a commensurate reduction in pay status, if applicable.  A demotion may be for disciplinary purposes or in cases where an employees abilities to perform duties fall below standards.

b. All demotions, except those for probationary employees, should follow the guidelines described in the disciplinary provisions.

c. The demotion will revert the employee to the lower rank held by the employee, providing that position still actively exists in the organizations.

6. Reduction in pay

A reduction in pay (for paid employees) represents a permanent or temporary lowering of an employee’s salary with a corresponding reduction in all other salary-based fringe benefits.  All reduction in pay, except those for probationary employees should follow the guidelines described in the disciplinary provisions.

7. Dismissal/Discharge from employment

Dismissal/Discharge is the permanent removal of an employee from the Cordelia Fire Protection District.   Discharge/Dismissal, except those for probationary employees should follow the guidelines described in the disciplinary provisions.

E. Notice of Proposed Disciplinary Action (Skelly Notice)
1. Written Notice of Intention

a. Before taking any action to dismiss, suspend, demote, reduce the pay of a full-time, part-time, or volunteer employee, the appointing authority shall serve on the employee, either personally or by certified mail, a Notice of Proposed Action, which shall contain the following:

1) A statement of the proposed action and the date the action shall take effect.

2) A copy of the charges, including the specific acts or omissions, specific facts, or specific grounds as the basis for taking the action or leveling the charges.

3)  If it is claimed that the employee violated a rule or regulation of the District, a copy of said rule shall be included with the notice.

4) A statement that the employee may review and request copies of materials upon which the proposed action is based.

5) A statement that the employee has seven (7) calendar days to respond to the appointing authority, either orally, in writing, or both.

6) All pertinent materials regarding appeal procedures, i.e. appeal to the Board of Directors or filing of grievance.

b. The written shall be in triplicate with the following distribution:

1) Original to employee

2) One copy to the supervisor

3) One to the Fire Chief for review and filing in the employee’s personnel file. 

2. Status of Employee Following Written Notice

The Chief may effect the temporary re-assignment of an employee to limited duty or paid leave (if a paid employee) pending completion of investigation or the response pending during which the final disciplinary action is determined.  The Fire Chief may also effect immediate suspension of an employee whose continued service will be a detriment to the District.

F. Causes for Disciplinary Action
Causes for disciplinary action may include, but are not limited to:

1. Falsifying any information supplied to the Fire District, including, but not limited to:

a. Information supplied on application forms,

b. Employment records,

c. Or other fire department records;

2. Incompetent, inefficient, inexcusable neglect of duties, or failure to perform duties;

3. Insubordination;

4. Dishonesty, theft, or misuse of authority and/or position for personal gain;

5. Consumption of alcoholic beverages while on duty or reporting for duty while intoxicated;

6. Addiction to or excessive use of narcotics or habit-forming drugs, whether they be addictive or dependent in nature;

7. Absence without leave, repeated and unexcused absences, or tardiness (for example: drills, mandatory meetings, duty assignments, etc.); 
8.  Violation of District Rules;

9. Misuse of Fire District property or funds;

10. Neglect or willful misconduct resulting in damage to public or private property or waste of public funds;

11. Failure to follow adopted fire service industrial standard safety practices, or failure to properly use appropriate or required personal protective gear or equipment unless modified by the incident commander;

12. Discourteous or non-cooperative treatment of the public or other Fire District personnel;

13. Acceptance of gifts or gratuities for performance of services, functions, and for duties retained by the Fire District;

14. Conviction of a misdemeanor involving moral turpitude, or any felony;

15. Engaging in any employment, activity, or enterprise which is inconsistent, incompatible, or in conflict with the performance of services, functions, and for duties for which retained by the Fire District;

16.  Any other conduct which casts discredit upon the Fire District.

17. Lying to a Superior Officer when questioned about any incident. Conduct or action.
G. Personnel Authorized to Take Disciplinary Action
The Chief, Assistant Chiefs, and Company Officers may discipline or recommend discipline of personnel under their supervision and control.

H. Right of Appeal to the Board of Directors
1. Employee Rights

a. Any employee, paid, extra help, resident program, or volunteer, shall have the right to submit an appeal to the Fire District Board of Directors for a disciplinary action involving a suspension, demotion, reduction in pay, and/or discharge set forth in these proceedings.

b. The employee must first follow the chain of command and exhaust that avenue prior to the appearance before the Board of Directors.

2. Notice of Board Appeal

a. Within ten (10) calendar days of receiving the written notice from the Fire Chief, or the Fire Chief’s designee as specified in Division I, Section B – Procedures for Imposing Departmental Discipline, the employee may submit a request for a hearing by the Board of Directors on the employee’s disciplinary action.

b. The request must be in writing to the Chairman of the Board of Directors, via the Fire Chief.

c. The responsibility rests with the employee to comply with the time constraint, if the request does not manifest within the ten (10) day time period, the Fire Chief will assume no appeal will be made, and the disciplinary action is in effect.

3. Time and Manner of Hearing

a. The employee shall present the appeal to the Chairman of the Board at the next regularly scheduled meeting following the filing.

b. The Board shall conduct such hearings in accordance with applicable Government Code provisions.

c. Once the employee presents the appeal, the Board shall set the matter for hearing within fifteen (15) calendar days.

d. The Board of Directors shall conduct the hearing in the manner prescribed in Section 5 – Appearance, Representation, Witnesses, and Conduct listed below.

4. Notice

a. The Board of Directors shall give the appellant written notice at least ten (10) calendar days prior to the hearing.

b. The notice shall state the date, time, place of the hearing

5. Appearance, Representation, Witnesses, and Conduct

a. The Board of Directors shall conduct a hearing in closed session, unless the employee requests a public hearing in writing.

b. The employee has the right to representation by counsel.

c. The Board of Directors may request the District’s attorney or other counsel to serve as legal advisor.

d. While the Board of Directors need not conduct the hearing in strict accordance with the rules of evidence, the Board will conduct a hearing in a manner most conducive to determining the truth.

i. The submission of any evidence shall be relevant.

ii. The submission of hearsay evidence for the purpose of supplementing or explaining any direct evidence shall not be sufficient, in itself, to support a finding unless it would be admissible in civil actions.
iii. The parties shall exclude irrelevant and unduly repetitious evidence.
e. The Board of Directors shall rule on the admission or exclusion of evidence and conduct the hearing.
f. Prior to and during a hearing, the Board of Directors may grant a continuance for any reason it believes to be important to its reaching a fair and proper decision.

6. Board/Hearing Action

a. No later than ten (10) calendar days following the conclusion of the hearing, the Board of Directors shall take findings and render a conclusion.

b. The Board shall take on the following actions:

i. Uphold the disciplinary action

ii. Reverse the disciplinary action.

iii. Take such other disciplinary action, as it seems appropriate under the circumstances.

c. The Board of Directors findings and final decision shall be a permanent record in the employee’s personnel file.

d. The Fire Chief shall deliver a copy of the findings and decisions to the employee and the supervisor, if other than the Fire Chief, within ten (10) calendar days.

If any guidelines or procedures herein are in conflict with provisions of California Codes, the provisions of said acts shall prevail to the extent of such conflict.
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