AdministrationDiscipline and Grievances

Chapter 34



3.1	GENERAL VOLUNTEER FIRE COMPANY ORGANIZATION

There will be two types of Volunteer Fire Companies.  The organization and management of these two types is detailed below:


3.2	LEVEL-l VOLUNTEER FIRE COMPANY ORGANIZATION

This refers to the typical VFC organizational system.  The VFC make-up may include an administrative board of directors, company training and/or apparatus officers, Volunteer Recruits, FF-T’s, FF-C’s, FF-CL’s, FF-CPO’s, FAE’s, a volunteer Lieutenant and Captain and an auxiliary organization. 

The VFC membership will typically supervise its internal administrative affairs and non-emergency operations as outlined in this manual, the approved VFC bylaws, articles of incorporation and written VFC policies.

The VFC will normally maintain strong community support and participation and may or may not be an incorporated, non-profit organization with assets and contributions to manage.














































3.3	LEVEL-2 VOLUNTEER FIRE COMPANY ORGANIZATION

This refers to a VFC organization significantly oriented to carry out a specific operational function.  This organization will typically have no significant ties to a specific community, few if any members desiring to serve as active administrative officers and the VFC must have no significant assets to manage.  The primary day to day supervision of the volunteer firefighter membership will be delegated to a volunteer Lieutenant, volunteer Captain or the department liaison officer.  The volunteer officer or liaison officer shall enforce the requirements of this manual and the policies and procedures of the Level 2 bylaws.  

Level 2 Teams and organizations will only be established with approval of the County Fire Chief.  The administrative officers/board members of the appropriate (east or west) Volunteer Firefighters Association will be the Level 2 Board of Directors.  The policies for the Level 2 VFC shall be forwarded to the Battalion Chief and Administrative Board of Directors for input and review before being forwarded to the County Fire Chief for consideration.  Contact the appropriate Volunteer Firefighter Association to obtain a copy of the department approved Level 2 bylaws.


3.4	VOLUNTEER FIRE COMPANY ADMINISTRATION

Each VFC is formed in accordance with the California Health & Safety Code, Section 14825. Each VFC shall comply with the rules and regulations as identified in this manual. VFC’s organized as nonprofit/charitable organizations shall comply with applicable state and federal regulations. Incorporated VFC’s shall comply with applicable federal and California Corporation Code (CC), beginning with section 5000 through 6815. Unincorporated Charitable VFC’s shall also comply with applicable state and federal regulations. The California corporation codes shall take precedence over any conflicting sections contained within this manual, only as related to the internal non-emergency operation of the VFC. 

The responsibility for the administration of non-emergency operations of a VFC shall be by the appropriate officers of the VFC.  All VFC’s shall comply with the policies of the RCOFD as well as the VFC’s bylaws and policies.  The County Fire Chief may also issue Department policy letters that apply to the VFC’s.

The liaison officer will routinely confer with the VFC officers on applicable station level issues.  Typically, elected VFC officers will be responsible for the business affairs and routine operational procedures of the VFC.  For companies with an appointed volunteer Lieutenant or Captain, that individual will handle the operational procedures.  Specific administrative and operational duties may be found in various sections of this manual and in approved VFC bylaws and policies.



3.5	VOLUNTEER FIRE COMPANY ADMINISTRATIVE DOCUMENTS

· Each VFC is required to meet and maintain professional business-like practices.  As the public entrusts a VFC with contributions, all periodic tax returns/reports (state and federal) shall be open for review to any citizen.  Donor lists should not be disclosed to the public.  VFC records and documents shall normally remain securely stored and/or filed at the fire station, unless otherwise approved by the membership.  The Treasurer shall provide the membership with monthly financial reports, including a financial year-end summary. 

· Minutes of the VFC meeting shall be posted or maintained at the fire station.  Draft minutes are not final until approved by the VFC.  Confidential VFC (Personnel) issues shall only be discussed by voting members in closed session and the minute contents shall reflect only the action taken, if any. Minute contents from those sessions should be excluded from public view. 


· In order to accommodate and encourage the business-like practices of each VFC, the liaison officer will establish and set aside, a suitable interior area for a VFC desk, a bulletin board, VFC Roster Board, filing cabinet(s) VFC phone and/or computer and member and VFC mail trays. Older undersized fire station facilities may limit the ability of the department to provide adequate space for some VFC office space needs. 

· It is agreed that the use of a VFC funded phone, fax or computer on fire station property shall be limited to appropriate VFC business matters.  The VFC shall adopt an internal policy regarding the use and users of the VFC computer.  







Upon receipt of a Formal Complaint, the County Fire Chief may authorize an investigation, which may include the inspection of a VFC computer and its contents, located within a Fire Department facility for any inappropriate sexual or profane material.  The inspection will be performed with a VFC Officer assisting a CDF/RCoFD Chief Officer and/or Investigator.   




3.6	VOLUNTEER FIRE COMPANY UNIFICATION

The County Fire Chief will establish Fire Station Initial Attack Areas.  These areas will correspond to the community served by a VFC.  A single VFC may serve two or more fire stations. With growth, additional VFC’s may be recommended and established.  Also, the Department may identify the need for an additional fire station.  Consideration may be given to maintaining a single established VFC serving the new fire station(s) whenever local geographical, political and VFC personnel considerations support such an organization.  Two or more existing unincorporated VFC’s may also request unification when local conditions dictate. Incorporated VFC’s shall refer to the California Corporation Codes, section 6010-6019.1 for the proper process and approvals which are required to merge incorporated VFC’s.  All cases require the approval of the County Fire Chief prior to implementation.








3.7	VOLUNTEER FIRE COMPANY BYLAWS, POLICIES AND PROCEDURES


The bylaws, written policies and other related documents involved with the internal affairs of the VFC should be reviewed by the County Fire Chief prior to implementation. VFCs are encouraged to consult with and/or forward courtesy copies of the proposed bylaws to the appropriate volunteer firefighter association. VFCs are encouraged to adopt written company level policies for subjects not addressed in this manual. No VFC or RCOFD Paid and/or Volunteer Staff may alter, amend, or otherwise change any policy identified in this manual, without the written approval of the County Fire Chief.

VFC bylaws are encouraged to be a document that establishes the foundation and basic administrative framework of a VFC (Incorporated VFC’s refer to CC section 5150-5153). The VFC bylaws should not specifically identify meeting or training days/nights and times as these may change from time to time. Except for Level 2 VFCs, the bylaws should not delegate any VFC responsibilities to any Department Paid Staff.  The VFC bylaws (and Articles of Incorporation, if any) must be adhered to by all members.  Disregarding and/or violating these documents may be considered a serious violation and subject to investigation.  

A current set of the VFC bylaws and any written VFC policies and procedures must be placed in the volunteer operating policy manual binder and maintained at the fire station at all times.















· 


· 

· 




3.8	ANNUAL POLICY REFRESHER REQUIREMENT

The Department will furnish each Battalion Chief, liaison officer and VFC a complete copy of the volunteer operating policy manual in a Department binder. Each January a joint meeting will be held between the VFC Board of Directors, Company officers and Department liaison officer to review the contents of this manual.








3.9	INTERNAL AFFAIRS

All VFC internal administrative matters, not directly related to public service, are normally the concern of the VFC membership only.  Guidance by the Department liaison officer shall be required only to ensure that each VFC is conforming with this manual, the RCOFD policy manual and any written VFC bylaws, policies and procedures approved by the membership and the Department.












3.10	VFC BUSINESS MEETINGS


The voting membership of each VFC shall determine the best date and time to hold the regular monthly business meeting. Incorporated VFC’s shall provide that at least ten (10) days notice is given before the membership meeting (CC 5511).  VFC’s may consider posting the anticipated annual meeting schedule (dates and times) at the Fire Station. The Board of Directors of each VFC shall determine the best date and time to hold the regular board meeting, if any. 

If the meeting date and time of the Board of Directors of an Incorporated VFC is not fixed, at least 48 hours verbal notice most be given to board members (CC 5211).  

At least one of the above meetings should be held when the CDF Liaison Officer is on duty.  

Minutes of VFC business meetings shall be maintained at the station and forwarded to the Liaison Officer. The membership meeting minutes of Incorporated VFC’s shall indicate the number of Yes, No and Abstention votes for each motion voted upon (CC 6325). 
	
	VFC adverse action/'corrective counseling proceedings shall be conducted in closed-session. Non-voting members, excluding the CDF liaison officer, are to be excused from these proceedings.

Pursuant to California Government Code Section 54951.1, all private nonprofit organizations that receive public money to be expended for public purposes pursuant to the "Economic Opportunity Act of 1964" are subject to the Brown Act.  It has been determined that the provision of fuel and oil for VFC-owned vehicles by the County does not constitute the receipt of public monies.  Therefore, VFC meetings are not subject to the open meeting requirements of the Brown Act.  However, each VFC meeting should provide an opportunity for citizens, donors and honorary/auxiliary members to address the VFC.


	A VFC normally will allow an adjacent VFC officer or volunteer firefighter association officer to attend a company business meeting to discuss issues of mutual interest, e.g., fund raising and training academies.



	
3.11	VOLUNTEER FIRE COMPANY PERSONNEL

The following are the typical members that may be found in a VFC:

RECRUIT: 	Applicants that have been approved to begin Trainee-Firefighter training.

ACTIVE - RESPONDING:	Refers to a VFC Firefighter (all ranks) that regularly responds and participates in emergency responses, VFC meetings, training and special events.  The member may or may not be on County or VFC probation.  Note: The State of California may refer to VFC Firefighters hired for an incident as Emergency Workers for compensation purposes.

SUPPORT – NON-RESPONDING:	Refers to VFC members that have elected not to be or remain as active emergency responders/firefighters, and/or may have a medical condition or have not met a county standard (e.g., respiratory protection program, expired emergency medical service certification, etc.) that restricts them from emergency response, but may be able to participate in other VFC or RCoFD activities.  It is the responsibility of the individual volunteer firefighter to go on light-duty whenever health and medical conditions may warrant.  If the light-duty period exceeds two weeks, the CDF liaison officer will provide the stress/duty statement and the State of California Return-To-Work Authorization Form (form CDF-200) to the volunteer.  The volunteer’s treating physician will review the stress/duty statement and complete the return-to-work authorization form.  It is the responsibility of the liaison officer to verify the medical release prior to the volunteer returning to active status.  In cases of pregnancy, the decision to go to light-duty or inactive status rests solely with the pregnant volunteer.

INACTIVE:	Refers to VFC members that take a leave of absence from the active duties listed above.  Inactive VFC members shall return all issued Fire Department items if the leave shall exceed 60 days.  The issued items shall be stored/saved if the member plans on returning within a stated time frame.  Recruits that have not completed probation may not utilize the “inactive” status without prior VFC membership approval.

Any leave of nine months or longer requires the review of the following before returning to active status: drills for proficiency with breathing apparatus, equipment familiarization and its location, company performance drills (forward hose lay and preconnect), medical cards shall be current (see 4.20) and issuance of all safety gear.

VOTING MEMBERSHIP:    Refers to any person who pursuant to a specific provision of the VFC Bylaws or Articles of Incorporation, has the right to vote on the business and management affairs of the VFC (Incorporated VFC’s see CC 5056 & 5057)

EXECUTIVE BOARD:	Refers to elected administrative officers of the VFC (President, Vice President, 2nd Vice President, CFO/Treasurer, Secretary, Directors, Training Coordinator, Apparatus Officer, Master at Arms, etc.).  These elected positions along with their duties will be identified in the VFC bylaws, and the Articles of Incorporation, if any (Incorporated VFC’s refer to CC 5210-5239). VFC Administrative Officers will not have emergency operations rank or authority by virtue of this position alone.  Administrative officers also may hold operational ranks provided they meet the requirements set out in Sections 4.4 through 4.11.  Elected administrative officers need not be active firefighters, except as may be required by the VFC bylaws.


3.12	VOLUNTEER FIRE COMPANY MEMBERSHIP SIZE

Volunteer Company size shall not exceed thirty-five active members with out the approval of the County Fire Chief.  Each VFC shall set a company goal for a minimum number of active firefighters that should be maintained to serve the local community.  In all cases, this minimum should be at least seven members for each piece of apparatus the company supports. It is agreed that VFC’s shall be responsible to conduct local and frequent volunteer firefighter recruitment campaigns in a professional like manner.  Each VFC also agrees to cooperate with the RCoFD Chief and volunteer association to carry out and conduct an annual county-wide Volunteer Firefighter recruitment campaign.  

The VFC President shall notify the County Fire Chief in writing when the active VFC membership has dropped below fifty (50) percent of its adopted active membership goal, and he/she is to again notify the Chief when the VFC has less than eight (8) active members. The Chief and Volunteer Association may each appoint designees to jointly evaluate the VFC/station and formulate recommendations to improve volunteer recruitment and/or retention.


3.13	VOLUNTEER FIREFIGHTER I.D. CARDS

Each active volunteer firefighter in good standing shall be issued a RCOFD picture identification card.  This card shall only be used for fire service functions or to gain access during a Riverside County emergency incident. The card is the accountable property of RCOFD and must be returned upon separation along with all other issued items.


3.14	VFC ADMINISTRATIVE RECORDS

Each VFC shall maintain an administrative file for each member.  The file shall contain:

· A.	VFC-issued equipment record
· 
· 
· 




· 
· 
· 
· 

B.	Copies of Emergency Medical training certificates
C.	Copies of Firefighter training certificates
D.	Minor release form (if applicable)
E.	Copy of Driver’s license
F.	Defensive driving training records
G.	Copies of letters of appreciation 
H.	Copies of VFC Training files

In a separate and secure filing location the following confidential files shall be maintained:

· A.	VFC Membership Application interview results
· 
· 


B. 	RCOFD VFC Membership application
C.	Sealed INS I-9 form
D.	VFC Adverse Action letters
E.	Copies of Adverse Action letters (VFC or RCOFD).

These files shall have restricted VFC access, but shall be open to review by the individual, appropriate VFC administrative officer(s) and/or the CDF Liaison Officer. The aforementioned file(s) shall be maintained and stored at the station. Individual records must be kept for four (4) years after the member separates from the VFC.




34.15	PPersonnel DisciplineERSONNEL DISCIPLINE

As a public safety organization, there are established rules of conduct, which apply to all VFF’svolunteers. These rules are based on the minimum acceptable standards of good behavior. They are found in the Riverside County Fire Department Policy Manual and may be expanded in the VFC bylaws and VFC written policies and procedures. 

Each VFFmember mustshould become familiar with these rules of conduct. Provisions are established so that any member who violates the rules of conduct may be subject to an Adverse ActionDisciplinary Action.  

The purpose of disciplinary action is to correct behavior and performance issues within the department. Since we provide an essential service to our citizens and we are entrusted with their lives and property, it is essential that we operate within these parameters of behavior and performance.  

VFF’s are an important part of our combination fire department. By definition, VFF’s are considered to be "at will" and the department may terminate a VFF at any time. However, it is the goal of the department to correct a VFF’s behavior when he or she violates the minimum acceptable standards of good behavior and when possible, retain the VFF as a member in good standing in the department. 

The RCOFD Volunteer Services Program Manager shall be sent a copy of any demotion, suspension or termination of a volunteer by either the VFC or RCOFD.



34.162	Rules of ConductRULES OF CONDUCT


Each VFF is expected to understand and follow the VFF Rules of Conduct, which is to be included in the application packet given to prospective new volunteers. Each VFF will sign, date, and return attachment 10.47, Department Overview and Volunteer Expectations, along with the volunteer application. 

The signed form will be kept in the VFF's file with the County Finance Officer. 

After the PVFF has completed their module training and is released to the respective VFC, the VFC will provide the PVFF any VFC expectations specific to the VFC. The expectations will be signed by the PVFF and retained in the PVFF’s station file.  

The following is a non-inclusive list.

The Employee/VFF Rules of Conduct are as follows: 

1. Possession of firearms, nonlethal chemical agents, or any deadly weapon by department personnel is forbidden on State/County property. 


2. The use of intoxicating beverages, marijuana or dangerous and restricted drugs during work or standby time, or appearing on the job or at stations under the influence, will be considered grounds for immediate Disciplinary Action. 

3. Intoxicating beverages, marijuana and dangerous or restricted drugs will not be brought onto State/County/Town property, into State/County/Town barracks, offices, or buildings, or carried in personal or department vehicles. 


4. All personnel residing in barracks are expected to conduct themselves in a manner that recognizes their responsibility for common courtesy and consideration to others that share the facility. Everyone is expected to be appropriately quiet after lights out. 

5. Employees and VFF’s are expected to meet grooming and uniform standards and present a neat, clean, well-groomed appearance at all times. Occasional dirty work is not an excuse for lack of personal cleanliness. 

6. Buildings and grounds will be kept neat, clean, and attractive at all times.  





7. State/County property must be used properly and accounted for. Employees and VFF’s have a personal responsibility in the use and care of tools and equipment. Tools will be cleaned and returned to their proper places after use. 

  8. Lawful orders of supervisors will be obeyed promptly. 

  9. Both male and female employees and VFF’s will be accorded socially acceptable privacy in both barracks and field environments. Employees and VFF’s will always respect the rights and privacy of others. This will include: 

· Separate use of restrooms or shower facilities; 

· Appropriate attire for sleeping, exercising, changing into safety clothing or other regular activities where the regular uniform is not required; and 

· In areas where both men and women are present, nudity will not be permitted. 

10. Interpersonal relationships during work and standby time are expected to conform to accepted standards of professional conduct free from sexual harassment or displays of affection.


11. The use of vulgarity, sexually suggestive comments or gestures, whether intended to be offensive or not, the display of explicit obscene photographs, pictures or posters or the use of any audio/visual equipment to produce, view or search for such vulgarity will not be permitted. 





VFC Volunteer fire company members shall:


· 1.	Maintain courtesy to the public, coworkers and other agencies.

· 2.	Avoid arguments at emergency scenes.

· 3.	Refrain from horseplay during VFCfire company operations.

4.	Not appear at fire company operations under the influence of intoxicating substances.

· 5.	Perform their duties without undue discussion.

· 6.	Do their best to complete all VFCfire company operations in a professional manner.

· 7	Comply with reasonable directions and orders from appropriate supervisors of the department the RCOFD/CDF and VFC officers.

· 8.	Not misuse department or VFVFC equipment, supplies or funds.

· 9.	Comply with Ddepartment safety rules and regulations.

· 


· 10.	Comply with the adopted VFC by-laws.

11.	Comply with approved written VFC policies

· 12.	Comply with the Volunteer Standard Operating Proceduresolicy Mmanual.

· 

· 13.	Comply with the departments Riverside County Fire Department OperationsPolicy Manual.


· 14.	VFF’s olunteer firefighters shall not initiate written or verbal contact with public or elect elected officials in regards toin regard to internal Ddepartment issues without Ddepartment approval approval. (See 3.30).

In addition, a member is subject to Adverse ActionDisciplinary Action for any of the following violations:

· a.	Fraud in securing appointment

· b.	Incompetency during duty

· c.	Inefficiency during duty

· d.	Inexcusable neglect of duty

· e.	Insubordination during duty

· f.	Dishonesty during duty

· g.	Drunkenness on duty

· h.	Intemperance




· Use of or under the influence of marijuana, illegal narcotics or habit-forming drugs, or inappropriate use of prescription 
· prescription ddrugs while in the course of duty.

· j.	Inexcusable absence without leave


· k.	CoConvictions of a felony or conviction of a misdemeanor while a VFF will be evaluated the same way convictions are evaluated during the VFF application process as outline in section 2.3, Application Process and Time Frames. involving moral turpitude.

·  A plea or verdict of guilty, or a conviction following a plea of nolo contendere, to a charge of a felony or misdemeanor (depending on the offense) any offense involving moral turpitude is deemed to be a conviction  conviction within the meaning of this section.

· l.	Immorality

· m.	Discourteous treatment of any member of the department (career or volunteer) or member of the public
of the public, other members or Paid Staff of the RCOFD

· n.	Improper political activity during duty

· o.	Willful disobedience during duty

· Willful disobedience of state law or county ordinance

· p.	Misuse of State or County property

· 

· q.	Taking advantage of the position to achieve personal or private gain


· r.	Conduct either during or in the course of duty or outside the course of duty which is of such a nature that it causes causes discredit to his/her VFC membership or the department
 
· Unlawful discrimination, including harassment, on the basis of race, color, religion, sex, ancestry/ethnicity, national origin, age, disability, gender, sexual orientation or preference, political affiliation, marital status, native language, medical condition, pregnancy or other characteristics which may from time to time be specified in applicable laws and regulations against any member of the department (career or volunteer) or member of the public while acting in the capacity of a volunteer firefighter

· RCoFD therein


s.	Unlawful discrimination, including harassment, on the basis of race, religious creed, color, national origin, ancestry, physical handicap, marital status, sex, sexual orientation or age, against the public or other members or Paid and/or Volunteer Staffs while acting in the capacity of a volunteer firefighter


· t.	Unlawful rRetaliation against any state officer or other member of the department (career or volunteer) or Paid and/or Volunteer Staff of the Department or member of the public who in good faith reports, reports discloses, divulges, or otherwise brings to the attention of the Attorney General  General or any other appropriate authority, any facts or information relative to actual  actual or suspected violation of any law of this state or the United States occurring occurring on the job or directly related thereto.





34.173	Sexual Harassment/DiscriminationEXUAL HARASSMENT / DISCRIMINATION 

					POLICY STATEMENTS
		All Employees and VFF’solunteers of the RCoFD  shall adhere to a standard of conduct that respects all people they come in contact with during the course of their employment or other activities related to work.  Unprofessional, disrespectful behavior will not be tolerated.



All RCoFD employees, VFF’solunteers and representatives shall adhere to the following established policies.  Failure to adhere to these policies is unacceptable and will result in serious consequences to the individuals involved and for the Ddepartment.



Non-Discrimination	NON-DISCRIMINATION

VFC personnel procedures ensure all hiring, working conditions, training, promoting, compensation, benefits, transfers, elections and layoffs will be administered fairly to all applicants and , VFF’solunteer members and employees, regardless of race, color, religion, sex, ancestry/ethnicity, national origin, age, disability, gender, sexual orientation or preference, political affiliation, age, sex, race, color, ancestry/ethnicity or national origin, ancestry, disability, marital status, sexual orientation or preference, native language, medical condition, political affiliation, or ppregnancy or other characteristics which may from time to time be specified in applicable laws and regulations.


Personnel decisions motivated by prejudice or by factors not related to the requirements of the job have no place in the Ddepartment or VFC’s personnel practices.


All decisions related to personnel policies and practices in such areas as recruitment, testing, selection, election, placement, employee and VFF development, training, and advancement shall be made on the basis of merit.  Any action by an individual counter to this policy is unacceptable.


No person will be:

  (1) excluded from participation in, 
(2) denied the benefits of, or 
(3) be subjected to discrimination, 

because of race, color, religion, sex, ancestry/ethnicity, national origin, age, disability, gender, sexual orientation or preference, political affiliation, marital status, native language, medical condition, pregnancy or other characteristics which may from time to time be specified in applicable laws and regulations.
age, sex, race, color, ancestry/ethnicity or national origin, creed or religion, regardless of age, sex, race, color, religious creed, national origin, ancestry, disability, marital status, sexual orientation or preference, native language, political affiliation, or pregnancy.


The department RCOFD has a zero tolerancezero-tolerance policy for discriminatory behavior or practices.   All employees and VFF’s  and Volunteers of the RCoFD shall maintain a work environment free from discrimination.

All career and volunteer Paid and VFC Ssupervisors and managers are each personally responsible for setting the tone for a discrimination/harassment-free work place, by personal example,  communication, and understanding.  

All VVFF’s olunteers are responsible to ensure they are aware of this policy and understand what constitutes discrimination and sexual harassment.  Career Paid and VFC Ssupervisors and managers must take appropriate measure whenever they witness, hear about, or reasonably should have known that such conduct may be occurring.


An employee and/or VFFolunteer who witnesses an incident of discrimination or harassment has the responsibility to report it to the appropriate supervisor or an outside agencyan appropriate supervisor, i.e., the supervisor having responsibility for the work-site or work–related service being provided (see 4.14 and 4.15).

Employees and VFF’s/or Volunteers  who violate anti-discriminatory laws, rules or policies, or knowingly or negligently allow unchecked violation of these, will be subject to disciplinary action up to and including dismissal.  Under state and federal law, liability and monetary damages may be ascribed to the harasser, the harasser’s supervisor, and the Department.  



4.4	Prohibiting Discrimination Based on Sexual Harassment
	
PROHIBITING DISCRIMINATION BASED ON SEXUAL HARRASSMENT

		DEFINITION OF SEXUAL HARRASSMENT
Definition of Sexual Harassment

Sexual harassment is a form of discrimination that deprives its victim of equal employment opportunities.  It is against federal and state law for any employee or VFF to sexually harass another.  

For RCOFD, tThis includes permanent staff members, contractors, seasonal employees, VvFF’solunteers, paid-call firefighters, Schedule C employees, committee members, other governmental employees, vendors, or members of the public encountered during or because of work.


Sexual harassment may be overt or subtle.  Some behavior that may be tolerated in social setting is not appropriate in the workplace.  Sexual harassment complaints may be substantiated by the complainant’s perception of the situation, if the conduct is sexually based.


Sexual harassment includes unsolicited and unwelcome sexually based behavior 

when:


· Submission or toleration of the behavior is either explicitly or implicitly understood as a term or condition of employment.

· Submission (or rejection) by an employee or VFF is used as a basis for any employment decision, or:



· Conduct creates a work environment that a reasonable person would find to be intimidating or hostile by interfering with the ability to work or maintain his or her emotional well beingwell-being.

Sexual harassment may take different forms including (but certainly not limited to) the following:

VerbalERBAL

· Sexual innuendoes, suggestive comments, profanity, wolf whistling, jokes of a sexual nature, sexual propositions, threats.



VisualISUAL

· Sexually suggestive objects, pictures, cartoons, graphic commentaries, or leering and obscene gestures.


PhysicalHYSICAL

· Unwanted physical contact like touching, pinching, brushing against someone, assault, and sexual contactintercourse.

Other
· Sexual advances which are unwanted.  This may include those situations that started in a reciprocal manner but are terminated by one or the other party.


· Actions or omissions affecting terms/conditions of employment (e.g. shift changes) for sexually based reasons.  This may include situations where a third person is affected by treatment of less favorably because others have acquiesced to sexual advances.


· Implying or withholding support for appointment, promotion, transfer or changes in assignment based upon non-job relevant issues.

· Suggesting that a poor performance report will be prepared if requests for sexual favors are not met.

· Making threats of reprisal or actual reprisal, after meeting with a negative response to harassing behavior, such as initiating a rejection on probation or Disciplinary Action based upon non-job relevant issues.







4.5	Prohibiting Discrimination Based on Pregnancy

A woman affected by pregnancy and related conditions must be treated the same as other applicants, employees and VFF’s on the basis of ability to work and perform the essential duties of the classification.  

A woman cannot be fired or refused a job or promotion solely on the basis of being pregnant.  Any action by any individual counter to this policy is unacceptable.

To ensure equitable, fair treatment of a woman who is pregnant and/or is temporarily disabled from performing the duties of her classification and current assignment, contact the department Administrative Division Chief for technical assistance on resolving individual issues in compliance with federal and state laws and rules.



4.6	Prohibiting Discrimination Based on Disability

A disabled person shall be treated the same as other applicants, employees and VFF’s on the basis of ability to work and perform the essential duties of the classification.  



Decisions regarding personnel policies and practices will be made on the basis of the disabled applicant’s or employee/VFF’s ability to perform the essential functions of a particular job (with or without reasonable accommodation).

Evaluation of requests for reasonable accommodation shall be considered on a case-by-case basis, in the context of the needs of the individual making the request, as well as the essential duties of the particular position for which the accommodation is being requested.


4.7	Non-Retaliation

No employee or VFF shall be retaliated against for filing and/or opposing an EEO violation.  Nor shall the employee or VFF be retaliated against for participating in an EEO investigation either as a complainant, respondent or witness.

Retaliation in any form against anyone who complains about discrimination or sexual harassment is absolutely forbidden.



4.8	Unprofessional Behavior

The department has zero tolerance for employees or VFF’s who instigate or participate in practical jokes, hazing, use demeaning terms (such as “Babe” or “Honey”), abusive or profane language, gestures, or actions that have the effect of creating a hostile, unprofessional, and/or disruptive work environment and working relationships.  The effect of any such incidents will be determined by the reactions of the recipient rather than the intention of the perpetuator.

These activities are not necessarily discriminatory by law, but are unprofessional and inappropriate and violate department Rules of Conduct and this policy section.  Employers have moral and organizational reasons as well as legal incentives to address and correct such conduct at its earliest stages.




4.9	Workplace Violence

Zero Tolerance Standard
The department does not tolerate any type of workplace violence threatened or committed by or against any Career or VFF staff.  Career and VFF staff are prohibited from making threats or engaging in violent activities.  

The list of Zero Tolerance behaviors with regard to threats and/or violence shall include, but not be limited to, the following proactive measures and/or prohibited behaviors:

· No person shall engage, or be allowed to engage, in violent conduct or make threats of violence, implied, actual, direct, or indirect, or cause actual physical injury to another person at a department workplace or in connection with the conduct of department business.


· Violations occurring between two or more VFC members during business meetings or VFC activities will be referred to the VFC Captain for action.

· All threatening comments, remarks or violent behavior, implied, actual, direct or indirect at any county location or at any location where county business is being conducted are to be taken seriously, and are never to be dismissed and are to be reported immediately to the VFC Captain and the Career Captain.  

· Supervisors shall take the necessary steps to ensure the incident is immediately reported to the appropriate Battalion Chief.



· Any aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another individual to emotional distress.


· Intentionally damaging department property or property of another.

· Being in possession of an unauthorized firearm or illegal knife while on department property or while on department business.

· Committing acts motivated by, or related to, sexual harassment or domestic violence.

Any potentially dangerous situation must be reported immediately to a supervisor. 






4.10	Disciplinary Procedures

The purpose of discipline is to provide an orderly environment in the department.  Since we provide an essential service to people, and are entrusted with their lives and property, it is essential that we operate within these parameters of behavior and performance.  

On occasion VFF’s will operate outside of this good order in violation of the rules.  It is the purpose of the department to correct the behavior and retain the VFF as a member in good standing with the department.    



The department or the VFC officers may initiate Disciplinary Action.  The VFC has the primary responsibility for its members and to enforce its own by-laws and this manual.  

As a form of encouraging internal VFC supervision, the Career Captain is encouraged to have the VFC initiate Disciplinary Action by presenting the department policy violation(s) to the appropriate VFC officer.


When a VFC officer or career supervisor determines that the facts surrounding an infraction of policy or rules warrant disciplinary action, that action should be initiated as soon as possible so as to minimize time between offense and the prescribed corrective action.  The severity of the infraction will dictate what course of corrective action will be initiated.


4.11	Types of Disciplinary Action

Informal Disciplinary Action:
Informal disciplinary action is defined as Corrective Interviews and Letters of Warning. They are generally the first step of corrective actions taken when the VFF’s behavior or performance is unacceptable. However as specified in section 4.1, VFF’s are considered to be "at will" and the Fire Chief may terminate a VFF at any time.   


Before VFF’s can change undesirable behavior, they must be advised that their present behavior or performance is unacceptable, and they must be advised as to what is expected of them.

Informal actions such as Corrective Interviews or Letters of Warning are used to inform VFF’s of the accepted standards as well as unacceptable behavior or performance.

Because actions such as these are not classified as formal disciplinary actions, they are not filed with the Battalion Chief.  However, these actions may be used later as supporting documentation (maintained at the station level) for a formal corrective action.


The career supervisor and VFC officer may initiate informal disciplinary action.  In the case of a career supervisor issuing informal disciplinary action, it must be reviewed with and signed by the VFF with copies forwarded to the VFC Captain.

The process leading to informal disciplinary action should be started within 15 calendar days of the violation and the VFF shall be served informal disciplinary action within 45 calendar days of the violation or the supervisor being made aware of the violation. The VFF has 15 calendar days after being served informal adverse action to attach a written appeal letter to the informal adverse action letter.

All informal and formal adverse action shall be documented on attachment 10.28, Notice of Disciplinary Action.


Reasons for Informal Disciplinary Action: (Corrective Interview)
· Failure to complete training in prescribed time frame
· Failure to attend training drills
· Failure to respond to incidents
· Failure to follow safety procedures
· Minor infractions of Standard Operating Procedures


Reasons for Informal Disciplinary Action: (Letter of Warning)
· Repeat of infraction requiring previous corrective interview
· Negligent use of department equipment
· Insubordination to a VFC member or career staff

Formal Disciplinary Action:
Formal disciplinary actions are action which could lead to suspension, demotion or termination.  Formal disciplinary actions are usually taken following a serious infraction of rules or standards or after repetitions of lesser infractions or for any potential violation of State law. However as specified in section 4.1, VFF’s are considered to be "at will" and the Fire Chief may terminate a VFF at any time. Upon request, the VFF should be given access to the material developed in support of the action within 15 working days.

The VLO will be notified of all formal investigation disciplinary action investigations. The VLO will contact the VFF to assist them through the investigative process. 

The process leading to formal disciplinary action should be started within 15 calendar days of the violation and the VFF shall be served formal disciplinary action within 45 calendar days of the violation or the supervisor being made aware of the violation. The VFF has 15 calendar days after being served formal adverse action to appeal the action in writing to the appropriate Division Chief (suspensions) or Fire Chief (terminations). Any decision based on the appeal is final.





The Battalion Chief, Division Chief of Fire Chief will initiate all formal action.

Reasons for Formal Action: (Suspension, Demotion or Formal Dismissal)
· Repeated infraction of rules that required previous Letter of Warning.
· Serious safety violations.
· Responding while under the influence of intoxicants.
· Unauthorized operation of department equipment.
· Use of influence as being a VFF.
· Violation of State law or County ordinance.


During probationary status, the battalion chief may terminate any PVFF without cause.






Delegation of Authority to Take Disciplinary Action

Procedure						   Conducting Supervisor
Corrective Interview…………………………………VFC Captain and Career Officer
	
Letter of Warning…………………………………….VFC Captain and Career Officer
	
Suspension ..………………………………………...Battalion Chief or Division Chief

Appeal………………………………………………...Division Chief or Fire Chief

Dismissal ..…………………………………………   Division Chief
Appeal………………………………………………   Fire Chief





Copies of informal and formal disciplinary actions are retained at the career station with a copy forwarded to County Finance for filing. Disciplinary actions are retained in the VFC’s file for the duration of the VFC’s service to the department.

All VFF’s can be concurrently investigated for violations of State law. Law enforcement investigations are separate from the disciplinary process and do not need to meet the disciplinary process timelines as outlined.


Informal and formal investigation can be extended an additional 60 days for a total on 120 days, by notifying the VFF in writing of the extension. The notification or extension letter should be signed by the respective Battalion Chief.





4.12	Suspension and Termination

During period of suspension or termination, the VFF will return all department and company owned items and equipment. The equipment is to be collected by the Career Captain or the designee of the Fire Chief as outlined below. 

When a VFF is suspended, the Career Captain or Volunteer Captain will:

Collect all issued items and PPE. Items to be collected include: 
· Badge

· ID card
· Company or department purchased uniforms
· Department patches
· Vehicle ID placard
· PPE 
· Radio pager, charger and case
· Keys


· Items not returned will be referred to law enforcement for collection and possible criminal prosecution



· VFF badges and pagers should be retained by or collected by the VFC captain



· The County Finance Officer will remove the suspended VFF from the active roster

· PPE should be retained and secured at the station level until the VFF has served their suspension or is no longer a member




When a VFF terminates, the Volunteer Captain or Career Captain will complete the Demobilization process with the VFF. See attachment 10.50 Demobilization Process.

· Receive the safety gear from the VFF

· Assume the responsibility for the inventory and cleaning of the PPE 

· Verify the serial numbers of the safety gear from the loan slip, which was sent to the station when the gear was issued



· Return the safety gear, along with a copy of the original loan slip to the Biggs Fire Station within fourteen (14) calendar days

· Provide a copy of attachment 10.28 to County Finance restricting terminated VFF’s from reapplying for membership with the department. County Finance will file this form in the Terminated VFF File. From the terminated VFF file, a Do Not Hire List will be generated and maintained. 






4.13	Immediate Operational Disciplinary Action

In the event a VFF’s action or inaction will jeopardize the health and/or safety of any firefighter or citizen during any operational activity (e.g., emergency incident, vehicle operations, training, etc.), the immediate supervisor may order the member to cease his/her participation.  

In the event the operational violation is of such a nature that it would be unacceptable or inappropriate to allow the member to continue responding to emergency incidents, an appropriate VFC or department supervisor may place the member on immediate temporary leave from active or responding duty until the incident can be investigated. The VLO, VFC Captain, Career Captain and Battalion Chief will all be made aware of Immediate Operational Disciplinary Action. 



[bookmark: _Hlk520921072][bookmark: _GoBack]4.14	Grievance and Complaints

The department will utilize a formal process for an individual VFF to address any grievances/complaints utilizing attachment 10.29, Grievance, Harassment and Discrimination Complaint Form. The purpose of a formal process is to provide a means to resolve issues that cannot be resolved by other means. 
The process allows all parties to the issue an opportunity to be heard and ensures that a reasonable resolution is attained.

Procedure
The following procedures will be utilized should a VFF have a grievance/complaint.

Upon receipt of the grievance/complaint, the VFC Captain, VLO and Career Captain will research the issue and respond to the VFF in writing as to his/her findings and decision within fifteen (15) calendar days.

If the VFF does not agree with the decision of the VFC Captain, VLO and Career Captain, he/she may forward his/her grievance/complaint to the Battalion Chief within five (5) calendar days.  Upon receipt of the grievance/complaint, the Battalion Chief will research the issue and respond to the VFF in writing as to his/her findings and decision within fifteen (15) calendar days.

If the VFF does not agree with the decision of the Battalion Chief, he/she may forward his/her grievance/complaint to the Fire Chief within five (5) calendar days.  

The Fire Chief will assign the appropriate Division Chief to review the issue and to formulate a response.  The Fire Chief’s decision will be final and will be rendered within (15) calendar days (unless a mutually acceptable extension is agreed to).

















If the VFF does not agree with the decision of the VLO and Battalion Chief, he/she may forward his/her grievance/complaint to the Fire Chief within five (5) calendar days.  The Fire Chief will assign the appropriate Division Chief to review the issue and to formulate a response.  The Fire Chief’s decision will be final and will be rendered within (15) calendar days (unless a mutually acceptable extension is agreed to).






OTHER

· Sexual advances which are unwanted.  This may include those situations that started in a reciprocal manner but are terminated by one or the other party.

· Actions or omissions affecting terms/conditions of employment (e.g. shift changes) for sexually based reasons.  This may include situations where a third person is affected by treatment of less favorably because others have acquiesced to sexual advances.

· Implying or actually withholding support for appointment, promotion, transfer or changes in assignment based upon non-job relevant issues.

· Suggesting that a poor performance report will be prepared if requests for sexual favors are not met.

· Making threats of reprisal or actual reprisal, after meeting with a negative response to harassing behavior, such as initiating a rejection on probation or adverse action based upon non-job relevant issues.

	PROHIBITING DISCRIMINATION BASED ON SEXUAL ORIENTATION OR PREFERENCE

		In compliance with State of California Executive Order B-54-79, RCOFD prohibits discrimination based upon sexual orientation/preference.

	PROHIBITING DISCRIMIATION BASED ON PREGNANCY

A woman affected by pregnancy and related conditions must be treated the same as other applicants and employees on the basis of ability to work and perform the essential duties of the classification.  A woman cannot be fired or refused a job or promotion solely on the basis of being pregnant.  Any action by any individual counter to this policy is unacceptable.

To ensure equitable, fair treatment of a woman who is pregnant and/or is temporarily disabled from performing the duties of her classification and current assignment, contact the RCoFD Deputy Chief of Administration for technical assistance on resolving individual issues in compliance with federal and state laws and rules.

	PROHIBITING DISCRIMINATION BASED ON DISABILITY

It is the policy of the RCoFD that the disabled shall have access to and be included in its Equal Employment Opportunity programs.  No paid or volunteer member of the RCoFD is to discriminate against any person with a disability.  Decisions regarding personnel policies and practices will be made on the basis of the disabled applicant’s or employee’s ability to perform the essential functions of a particular job (with or without reasonable accommodation).

Evaluation of requests for reasonable accommodation shall be considered on a case-by-case basis, in the context of the needs of the individual making the request, as well as the essential duties of the particular position for which the accommodation is being requested.

	NON-RETALIATION

No employee or volunteer shall be retaliated against for filing and/or opposing an EEO violation.  Nor shall the employee or volunteer be retaliated against for participating in an EEO investigation either as a complainant, respondent or witness.

Retaliation in any form against anyone who complains about discrimination or sexual harassment is absolutely forbidden.

	UNPROFESSIONAL BEHAVIOR

The RCoFD has zero tolerance for employees or volunteers who instigate or participate in practical jokes, hazing, use demeaning terms (such as “Babe” or “Honey”), abusive or profane language, gestures, or actions that have the effect of creating a hostile, unprofessional, and/or disruptive work environment and working relationships.  The effect of any such incidents will be determined by the reactions of the recipient rather than the intention of the perpetuator.

These activities may or may not constitute discrimination under Title VII of the Civil Rights Act or Fair Employment and Housing Act (FEHA), but may be prohibited under Government Code Section 19570, et al, and RCoFD policy.  These activities are not necessarily discriminatory by law, but are unprofessional and inappropriate and violate RCoFD’s Rules of Conduct and this policy section.  Employers have moral and organizational reasons as well as legal incentives to address and correct such conduct at its earliest stages.

Complaints of such unprofessional behavior may be pursued as an administrative complaint and should be discussed with one’s VFC Board Member, Station supervisor, or the Battalion manager.

Formal complaints should be filed in writing with the RCoFD Deputy Chief of Administration.


3.18	WORKPLACE VIOLENCE, THREATS AND SECURITIES


	I.	ZERO TOLERANCE STANDARD

The Riverside County Fire Department does not tolerate any type of workplace violence committed by or against Paid and/or Volunteer Staff.  Paid and/or Volunteer Staff are prohibited from making threats or engaging in violent activities.  The list of Zero Tolerance behaviors with regard to threats and/or violence shall include, but not be limited to, the following proactive measures and/or prohibited behaviors:

1. No person shall engage, or be allowed to engage, in violent conduct or make threats of violence, implied, actual, direct, or indirect, or cause actual physical injury to another person at a Fire Department  workplace or in connection with the conduct of Fire Department business.

NOTE: Violations occuring between two or more Volunteer Fire Company members during business meetings or VFC activities will be referred to the Volunteer Fire Company President or Executive Board for action.

2. All threatening comments, remarks or violent behavior, implied, actual, direct or indirect at any county location or at any location where county business is being conducted are to be taken seriously, and are never to be dismissed and are to be reported immediately to the VFC president and the station or department supervisor.  Supervisors shall take necessary steps to ensure the incident is immediately reported to an appropriate Battalion, Division, or Deputy Chief.

3. Any aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another individual to emotional distress.

4. Intentionally damaging Fire Department property or property of another.

5. Being in possession of an unauthorized firearm or illegal knife while on Fire Department property or while on Fire Department business.

6. Committing acts motivated by, or related to, sexual harassment or domestic violence.

Any potentially dangerous situation must be reported immediately to a supervisor and the Duty Chief at (909) 940-6363.  Reports can be made anonymously and all reported incidents would be investigated.  Reports or incidents warranting confidentiality will be handled appropriately and information will be disclosed to others only on a need-to-know basis.  All parties involved in a situation will be counseled and results of the investigation will be discussed with them. The Fire Department will actively intervene at any indication of a possible hostile or violent situation.

The supervisor to whom an incident is reported shall immediately provide security for the threatened individual, co-workers, and the public at the work site by:

a. Immediately placing a Volunteer Member alleged to have made threats or engaged in violent behavior on administrative leave pending the outcome of an investigation;

b. Ensuring that any threatening or violent person, Paid and/or Volunteer Staff or member of the public, leaves the work site; except for incarcerated (jail) inmates, juvenile wards and mental health patients.

c. Immediately contacting an appropriate Law Enforcement Agency if necessary to ensure removal of the offender from the scene; and

d. Ensuring that a Paid and/or Volunteer Staff who have been the victim of a job related threat or violence occurring away from Fire Department work site(s) does not revisit the scene until an investigation has been completed.

Enforcement:

a. Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not be tolerated.  Any Volunteer Member determined to have committed such acts will be subject to disciplinary action, up to and including termination.  Non-Paid or Volunteer Members engaged in violent acts on Fire Department premises will be reported to the proper authorities.

b. All reports of threats and violent behavior, implied, actual, direct, or indirect, are to be documented and investigated.  Such documentation shall include a narrative of the incident including names and other appropriate identification of the parties involved, verbal comments made or description of the violent behavior, witness names, and witness statements.

c. Report any serious threat to the Duty Chief, and then follow up with a written report. (See 3.25)

d. Any Volunteer Members who engage in threats or violent behavior, direct, indirect, implied or actual, against co-workers or any other person in connection with Fire Department business, are to be subject to legal action by law enforcement authorities and disciplinary actions, up to and including termination of RCoFD status.

e. Managers and supervisors who fail to carry out their responsibilities in accordance with this policy and procedure will be subject to disciplinary action up to and including termination.

f. Unless specifically required or authorized in the course of Employment, Fire Department Paid and/or Volunteer Staffs are prohibited from possessing offensive or defensive weapons (firearms, illegal knives, clubs, mace, pepper spray, tear gas, etc.) at any Fire Department Facility or in connection with the conduct of Fire Department business without regard to location as outlined in 171b of the California Penal Code.


3.19	AUTHORITY TO TAKE ADVERSE ACTION

It is agreed that either the VFC or the Department may initiate adverse actions.  The VFC has the primary responsibility for its members and to enforce its own bylaws and adopted policies; therefore, the VFC may initiate adverse action for violations of, and in accordance with, that company’s bylaws and policies.  Similarly, since the Department is primarily responsible for its policies, the Department may initiate adverse action for violations of departmental policy including this manual.  As a form of encouraging internal VFC supervision, each Department Liaison Officer is encouraged to attempt to have the VFC initiate adverse action by presenting the RCOFD policy violation(s) to the appropriate VFC officer or to the voting membership. In the event both the VFC and the Department have a duplicate policy, it is appropriate that the Department and the VFC work cooperatively towards resolution.
Any adverse action taken against a VFC member may affect that individual’s authority to participate as a Volunteer Firefighter with the Riverside County Fire Department.  Adverse action initiated by a VFC may also affect that individual’s membership status with the VFC.
Incorporated VFC’s seeking an expulsion, termination or suspension of an individuals VFC membership and voting rights must comply with the specific provisions contained within the California Corporate Codes (CC) 5340-5342. 
In the event VFC bylaws and/or adopted policies do not address adverse actions, any VFC initiated or carried out adverse action will require the approval of fifty percent plus one of all VFC members eligible to vote.

3.20	TYPES OF ADVERSE ACTION

The following is a list of the types adverse actions that may be initiated by the RCoFD or a VFC against a volunteer firefighter:

A.	WARNING - WRITTEN OR VERBAL:

	A warning, whether written or verbal, is an appropriate corrective action for less serious violations or infractions.  The Liaison Officer or any VFC, in accordance with its bylaws or policies, may initiate a warning.  In the case of an RCoFD issued written warning, it must be reviewed with and signed by the member with copies forwarded to the Battalion Chief and VFC President.

	B.  PROBATION, DEMOTION, SUSPENSION OR SEPARATION

	More serious violations or infractions, or progressive disciplinary situations, may be dealt with using more severe forms of adverse action.  In all cases, the following procedures will be used:

3.20.1  ADVERSE ACTION BY A VFC (NOT INCORPORATED):

a. Adverse action shall be done in accordance with the VFC Bylaws or policies and shall be issued in writing to the member within 5 days of their occurrence or knowledge of their occurrence.  The member shall be provided with and/or charged with specific county and/or VFC policy violations. New probationary members may be dismissed or denied acceptance with or without cause during a probationary evaluation/review (also see section 2.8).

b. The VFC (voting membership or Board of Directors), in accordance with its bylaws and/or written VFC policies, shall consider adverse action matters or hearings in a closed session meeting. If the member is in attendance, he/she shall be given an opportunity to present his/her position and/or answer questions related to the matter. In cases where automatic progressive disciplinary action was previously, or is proposed to be, carried out in accordance with this manual or adopted VFC bylaws/policies, the individual shall be allowed to present any relevant information that may cause a re-consideration or over-turning of the action previously taken.

c.  In the event VFC bylaws and/or adopted policies do not address adverse actions,
any motion to apply adverse action (or motion to overturn adverse action
Previously initiated by the VFC or VFC Officer so authorized to do so), will require
the approval of fifty percent plus one of all VFC members eligible to vote.  Unless
	otherwise approved, adverse action will apply to both the firefighter and voting
	membership status of the individual.  If the individual is also a member of the
	Board of Directors, the VFC, subject to any requirements of the bylaws, may be
	required distinguish between the two positions held and determine if said action
	applies to one or both positions. 

d. VFC’s are strongly encouraged to afford a disciplined member at least one opportunity to present his/her appeal before the Board of Directors or VFC membership, whichever is so empowered to act upon the matter.  There shall be no formal appeal process beyond the VFC (see 3.23).


3.20.2  ADVERSE ACTION BY AN INCORPORATED VFC:

Any Adverse Action initiated by the VFC or it’s authorized officers, must determine prior to the action if the adverse action will only apply to the individual’s Firefighter status, or to the corporate (voting rights) membership status of the individual, or both. 

If an Incorporated VFC is seeking an expulsion, termination or suspension of an individual’s VFC membership status (including voting rights), the VFC must comply with the specific provisions contained within the California Corporate Codes (CC) 5340-5342.  An expulsion, termination or suspension not in accord with CC section 5341 shall be void and without effect.  In general, the requirements of CC section 5341 are as follows:

1. The minimum procedure’s, if any, set forth in the articles of incorporation or bylaws are adhered to, and,
2. Provides the member with 15 days prior notice with reasons, and,
3. Provides the member an opportunity to be heard, orally or in writing, not less than five days before the effective date by the person or body (membership, board or officer’s) having authority not to implement the action.

Nothing in this manual shall prohibit a VFC from utilizing the above process to simultaneously apply adverse action to both a member’s firefighter status and VFC membership status, if so desired or approved by the VFC.  The process of CC section 5341 is not applicable to new non-voting probationary members (see 2.7, 2.8 & 2.13 of this manual).  

If an Incorporated VFC is seeking to apply adverse action, which shall ONLY apply to an individual’s firefighter rank (demotion, suspension or revocation of active or responding Firefighter status – any rank), only the procedures as set forth in the VFC Bylaws or policies need govern the process.  If the VFC Bylaws or policies do not yet address such action, the adverse action process previously identified for an Unincorporated VFC may be utilized for the limited purpose of applying adverse action to an individual’s firefighter status.  If the individual in question is a voting member of the incorporated VFC, he/she retains all rights previously held, which may include the right to vote on any motion regarding his/her adverse action. 

If an individual is a member of the Board of Directors, the VFC, subject to requirements of the bylaws or articles of incorporation, is required to adhere the specific process to remove a board member from office.  This process is separate from any other adverse action, which may be applied to a voting member or his/her firefighter status (see CC 5220-5252).


3.20.3  RCOFD ADVERSE ACTION HEARING AND APPEAL PROCESS:

The Department may initiate adverse action for violations of departmental policy including this manual. Any such adverse action shall have the limited purpose of applying to the firefighter rank as issued by the RcoFD, and/or the ability to respond to emergencies and/or training’s with the RcoFD/CDF as a member of the VFC.

a.	The Liaison Officer must notify the Battalion Chief and VFC President of the alleged violations, in writing within 5 days of their occurrence or knowledge of their occurrence.  In some situations, the Battalion Chief or the VFC President may impose a temporary suspension pending a full review and/or investigation of the circumstances. (Refer to Section 3.22.)

b.	For Departmental actions, the Battalion Chief will, within fifteen (15) calendar days, set a date and location for a hearing based on the most reasonable time for all parties to attend.  In the case of VFC actions, the VFC President will set the hearing, if required.  The member may be accompanied by a volunteer association representative.

c.	The appropriate volunteer association shall be notified in advance of the departmental hearing. The adverse action hearing board will consist of a Battalion Chief, the Liaison Officer and the VFC President or designee appointed in accordance with the VFC bylaws. The hearing board will review the evidence presented and determine by majority rule what, if any, adverse action should be applied.  In the event a majority agreement supporting adverse action cannot be reached, the matter will be immediately dismissed. The member can appeal to the Fire Chief if filed within fifteen (15) days. An appeal at the Fire Chief level will stay the adverse action until the decision is made at the Fire Chief level. The Fire Chief will render a decision within 15 calendar days. The fire Chief may, at the chief’s discretion schedule a meeting with the parties involved.





3.21	NOTIFICATION OF ADVERSE ACTION

Written notification of adverse actions must be served to the member within 5 days of the action taken.  Service can be by certified mail or presented in person. The RCOFD Volunteer Services Program Manager shall be sent a copy of any demotion, suspension or termination of a volunteer by action of either the VFC or RCOFD.

3.22	IMMEDIATE OPERATIONAL ADVERSE ACTION PROCEDURES

In the event a member’s action or inaction will jeopardize the health and/or safety of any firefighter or citizen during any operational activity (e.g., emergency incident, vehicle operations, training, etc.), the immediate supervisor may order the member to cease his/her participation.  In the event the operational violation is of such a nature that it would be unacceptable or inappropriate to allow the member to continue responding to emergency incidents, an appropriate RCOFD supervisor may: (1) request the VFC to take specific immediate action as provided for by VFC Bylaws, and/or (2) request the Battalion Chief to place the member on immediate temporary leave from active or responding duty until a hearing can be held as required in Section 3.20. (RCOFD adverse action)


3.23	VFC ADVERSE ACTION APPEAL RIGHTS

Any adverse action initiated by the VFC in accordance with that company's bylaws may only be appealed by the adopted written appeal procedures of that company.

In the event the VFC does not have an adopted appeal procedure, the member shall be permitted to present his/her appeal before the voting membership at the next regular meeting.  A member may request a representative to attend the meeting in closed session as a neutral party.

Adverse actions initiated by the VFC can not be directly appealed to the RCOFD.  The individual (or VFC) may petition the volunteer firefighter association to review the procedures for policy adherence.

	
3.24	COMPLAINT PROCEDURES

INFORMAL PROCEDURE:

All complaints should be resolved at the lowest possible level and in the most expeditious manner.  Members with problems or concerns should first discuss them with the VFC liaison officer. If a satisfactory resolution can not be achieved by informal discussions with the liaison officer, a formal complaint may be made in writing, following the procedures below.

FORMAL COMPLAINT

The formal written complaint should briefly describe the problem and the suggested resolution.  The signed and dated complaint should be forwarded to the appropriate Battalion Chief. The Battalion Chief will provide a written response within twenty (20) calendar days after receipt of the formal complaint.
If the Battalion Chief’s response is felt to be unsatisfactory, the complainant may elevate the issue to the Division Chief.  This action must occur within fifteen calendar days of the original Battalion Chief’s response.  It must also be in writing and should include copies of the original complaint and the Battalion Chief’s response.  The Division Chief, in consultation with the Deputy Chief, will render a decision in writing within fifteen calendar days of receipt of the complaint.

If the response of the Division Chief is also deemed to be unsatisfactory, the complainant may make a final appeal to the Fire Chief.  This final appeal must be in writing and include copies of the original complaint and any subsequent responses.  All documents should be forwarded to the Chief at Headquarters.  A final decision shall be rendered within twenty calendar days.


34.2515	HHarassment or Discrimination ComplaintsARRASMENT/DISCRIMINATION COMPLAINT PROCEDURES

For complaints related to instances of harassment or discrimination, the complainant may exercise any of the following options.  It is recommended that resolution be sought at the lowest possible level.

Informal INFORMAL 

Meet with the offending party and discuss the problem and resolve the complaint.
Meet with his/her VFC Captain, VLO, President, Board of Directors, Liaison OfficerCareer Captain, Battalion Chief or , Division Chief , or Deputy Chief as appropriate to discuss the problem and resolve the complaint at the lowest possible level, see attachment 10.29, Grievance, Harassment and Discrimination Complaint Form.

.

Contact the Administrative Division Chiefeputy Chief , Administration to arrangeto arrange for a conference with a Ddepartment EEO counselor.


FORMALFormal

· File a formal complaint with the Fire Chief.

· File a formal complaint with the Department of Fair Employment and Housing.

· File a formal complaint with the Equal Employment Opportunity Commission.

Note: if the complainant chooses to follow one or more of the informal options he/she does not looselose this right to file a formal complaint.






3.26	EQUIPMENT ISSUE AND ACCOUNTABILITY

Once a volunteer recruit has completed a majority of his/her entry firefighter trainee program, the Liaison Officer may authorize the issuance of personal protective equipment (PPE).  To obtain the PPE, the CDF station liaison officer (or designate) will make an appointment with the service center for the member to be issued the PPE.  If a member cannot obtain gear from the service center because of employment conflicts or other valid reasons, the Liaison Officer will make other arrangements with the service center for the issuance of gear.  Upon issuance, the PPE will be securely stored at the station for future practical drills until the volunteer has completed recruit training (see Section 4.3). The Liaison Officer will collect and file a completed copy of the Form 51.7 “Volunteer Personnel Information”.    

Each volunteer will be personally responsible for all issued items including PPE, I.D. cards, badges, patches, name tags, signs, pagers, radios, fire shelters, and any other material or equipment.  Individuals leaving the VFC, either permanently or for a leave of absence, shall turn in all equipment and material issued or loaned by the RCOFD and the VFC.  All RCOFD/VFC equipment is to be turned in directly to the liaison officer or an on-duty company officer.  The receiving Paid and/or Volunteer Staff will then immediately inventory the items and provide a return receipt to the individual (also see Section 2.11).  Failure to return all items loaned may result in legal action.


3.27	PERSONAL HYGIENE

Due to the Department’s PPE requirements, the hazardous environment in which volunteers are required to operate and the legal requirement of the Health and Safety Code, liberal grooming standards are precluded.  Volunteer firefighters will adhere to the following standards.

1.	When a volunteer is involved in any response or Fire Department function, the hair shall not extend below the bottom of the shirt collar.  The hair must be contained under the helmet and not interfere with the proper fit of any element of the PPE.

2.	The Health and Safety Code specifically prohibits the wearing of beards and facial hair that interferes with the sealing surface of breathing apparatus by responding personnel.  The following temporary exceptions may be permitted; however, the member will not be allowed to respond to incidents but may participate in drills or other non-emergency activities:

a.	Medical reasons - this requires a doctor's statement.

b.	For locally sponsored events, for example, “western days” or holiday pageants, that includes the wearing of beards or facial hair.

3.	The personal hygiene of each member must be that of a generally accepted, clean well-groomed individual.


3.28	VOLUNTEER FIREFIGHTER APPAREL & SUGGESTED UNIFORM

Volunteer firefighter uniforms may be light or dark blue shirts (Lion uniform or equivalent) and dark blue pants (Lion uniform or 100% Cotton equivalent) and shall be of the same general style and material as the approved CDF uniform.  Each VFC, working with the appropriate Battalion Chief will select which color the VFC members will wear. A color change must be approved in advance, in writing, by the Fire Chief. The wearing of uniforms is encouraged while at the station and at VFC and Department functions. Uniforms shall not be worn in a manner or place that brings discredit to the VFC or the Department.  Those VFC’s utilizing khaki shirts (Flying Cross or equivalent) and green pants (Osh Kosh or equivalent) shall transition to blue by or on January 1 2004.

Contract cities/districts that regularly furnish or fund full uniforms for volunteers may require the wearing of uniforms when at the station or during other fire department functions.  In the event the VFC does not supply a uniform, and a member does not desire to purchase or wear a uniform, he/she shall be in clean, presentable, appropriate civilian clothing (clean shirt, long pants and shoes or boots) while at the station or representing the VFC or Department.  This includes the following requirements:

1.	Civilian or uniform dress apparel is to be neat and clean to present a professional appearance.  On uniforms, a County patch is to be worn on the left sleeve only.  A VFC patch may be worn on the right sleeve.  The patches are to be centered ½-inch below the shoulder/sleeve seam.  No other patches are to be placed on the uniform.

2.	The uniform nametag should not exceed 1” by 3” in size and should utilize a blue background with white lettering, or an optional chrome background with dark blue or black lettering.  The individual’s name shall be on the top half with the station name or number or team identity on the bottom half.  For VFCs with green uniforms, the background color shall be green or the optional chrome as noted above.  It is encouraged that members obtain a nametag with the RCOFD emblem in the far-left portion of the tag if available.

3.	The wearing of jewelry is discouraged.  Any jewelry that is worn must be conservative and not constitute a safety hazard.  Because of health and safety considerations, the wearing of body piercing jewelry is strongly discouraged.

4.	The use of contact lenses by fire-going personnel is prohibited during fire fighting operations.

5.	Volunteer firefighter badges are encouraged.  To maintain control and prevent misuse, volunteer badges should be purchased with VFC funds whenever possible. A Level 1 VFC shall determine the type and style of badge for their company and have it approved by the Fire Chief.  Volunteer Firefighter badges are not to be worn by CDF personnel.  Volunteer fire company administrative officer badges are permitted (e.g. President, Vice President, Secretary, etc.).  Administrative badges shall only be worn during company administrative functions (meetings, fundraisers, etc.).

6.	Volunteers are authorized to wear collar brass, silver in color, round, button-type to be worn on each collar of the uniform shirt, in a manner as outlined in RCOFD policy.
		The following are approved collar brass (double horn for Vol. Captain not shown):


   											    (Starbust)


STANDARD BADGE:

	TOP RIBBON: FIREFIGHTER, ENGINEER,
	  LIEUTENANT or CAPTAIN

2ND RIBBON: RIVERSIDEBUTTE CO. FIRE
CENTER:	 STATE SEAL (BLUE ENAMEL) 
3RD RIBBON: 	STATION NAME

4TH RIBBON: 	STATION #

2ND OR 3RD RIBBON MAY CONTAIN VFC NAME



3.29	VFC PATCHES/LOGOS AND HATS

Each VFC may design and adopt its own VFC patch/logo. The Fire Chief must approve the basic design of the patch/logo.  The patch/logo may also be utilized for a company baseball style hat. If the company has not identified a VFC hat, each member is encouraged to utilize the adopted RCOFD hat whenever a hat is to be worn with the uniform.


3.30	PUBLIC REPRESENTATION

The VFC and/or its individual members are not authorized to speak for RCOFD/CDF or represent a position that is related to the policies, operations, or internal affairs of the Fire Department. As the general public does not always know who is authorized to speak for a public agency, and may assume that a position represented by a VFC or member is a position of the Riverside County Fire Department, it is mandatory that no such action be taken by any VFC or member without prior Department authorization.

Official CDF or RCOFD decals shall not be placed on any private vehicle.  Volunteer firefighter personal vehicles may display a fire department identification plate. The plate shall only identify the VFC name.  It must not indicate Riverside County or CDF as the name. In order to maintain control and prevent misuse, the VFC is encouraged to purchase and control such plates.


3.31	FUND RAISING AND VFC DUES

In an effort to maintain positive relations with the community served, VFC’s are encouraged to consider conducting annual Open Fire-House events, and in order for VFC’s to purchase, maintain and replace VFC apparatus and equipment, VFC’s may conduct VFC benefit dinners, breakfasts, direct mail fund raising letters and other appropriate fund raising activities.  

All fund-raising programs by volunteer companies shall be identified as such, without involving the name or logo of RCOFD or 
CDF.  It must be clear to potential donors and the general public that volunteer fund-raising is to provide local services and/or equipment not provided by the State, County, City or district.  

In order to achieve the aforementioned all new fund-raising activities must be reviewed by the fire chief or designee. The VFC will maintain the approval letter at the station level.  VFC’s must meet any State or County regulations controlling the solicitation of donations, including acquiring necessary permits.

Volunteer fire companies that are within contract cities, and are directly or indirectly funded by the contract city may have additional fund raising regulations due to political considerations.  The Fire Chief will notify each company, in writing, as to the type of regulations, if any.

Excluding corporations or foundations with headquarters located outside of the county or state, Volunteer fire companies may not solicit funds outside their service area without approval of other affected VFC’s and notification to the Battalion Chief.  

VFC’s shall not solicit monetary donations in incorporated cities not under contract with RCOFD without approval of the Chief.  VFC members who are employed by, or stockholders of, businesses that offer employee or shareholder “designated charitable giving” programs are free to designate a recipient of their choice.






Unincorporated VFC’s may adopt annual or monthly VFC membership dues, if approved by two-thirds of the membership. Incorporated VFC’s may only levy mandatory membership due’s if so authorized by the articles of incorporation or bylaws (CC 5351). VFC's are encouraged to develop policies for members claiming a hardship.  It is not permissible to mandate members to contribute any portion of compensation paid. Dues may not be collected for any maintenance, repairs or purchases of items that only benefit the RCOFD.   VFC’s are prohibited from charging or billing any business or individual for any emergency or Public Service Assist type of service.


































































































3.32	PAY POLICY GUIDELINES

	1.	MOVE UP AND COVER ASSIGNMENTS - FIRES (OVER 30 MINUTES)

	A.	Volunteer Engine - A maximum of two volunteer firefighters and one volunteer engineer may be paid per unit while assigned to cover a station other than their own. This includes standby time at station.

	B.	County or State Engine with Paid Personnel - A maximum of two volunteer-firefighters may be paid per unit while assigned to cover a station other than their own (see CDF policy for out-of-county covers on State engines).  This includes standby time at station.

	C.	Volunteer Squad - A maximum of one crew leader and two volunteer firefighters may be paid, if ordered by the ECC, to move up to cover another station other than their own.

	2.	HOME STATION COVER ASSIGNMENT - FIRES (OVER 30 MINUTES)

	A.	Volunteer Engine - A maximum of two volunteer firefighters and one volunteer engineer may be paid per unit while covering their own station.  This includes standby time.

	B.	County or State Engine with Paid Personnel - no volunteer firefighters will be paid unless ordered by ECC or Battalion Chief.

	C.	Volunteer Squad – Under special circumstances a maximum of one crew leader and two volunteer firefighters may be paid, if ordered by the ECC.

	3.	EMERGENCY ASSIGNMENT - FIRES (OVER 30 MINUTES)

	A.	Volunteer Engine - A maximum of one volunteer engineer and three volunteer firefighters per responding unit.

	B.		Volunteer Squad, Breathing Support & Water Tender - A maximum of one volunteer engineer and two volunteer fire fighters may be paid for all fires. Water Tenders - A maximum of two volunteer operators will be paid to facilitate twenty-four hour coverage.

	C.	County or State Engine with Paid Personnel – A maximum of two (2) volunteer firefighters may be paid, per responding unit, for all fires to maintain a four-person engine company.

	D.	Large or complex fires requiring additional staffing beyond that outlined above must be authorized and justified by the Incident Commander, with notification to the Battalion Chief and, if warranted, a note attached to the FC-42.

	E.		If necessary, up to one hour may be paid upon return to the station to clean and service fire apparatus and/or to complete required fire report documents.  If extensive time is required for the cleaning operation, the Station Liaison may authorize additional time.

	F.	Unnecessary staffing will be immediately released or compensated at appropriate rates.

ALL OTHER EMERGENCIES – Normally, volunteer firefighters are not paid for other non-fire emergency responses.  Occasionally, on extended emergency incidents (floods, earthquakes, etc.) pay may be authorized by the Battalion Chief when units are to be committed in excess of three hours.  Authorization with justification signed by the Battalion Chief must accompany the FC-42.

Only the volunteer FAE or Lieutenant operating the engine, squad or rescue will be paid at the FAE rate (see Sections 4.2 and 4.8.) 

Volunteer water tender operators will be paid at rates based on the type and size of the vehicle.  Only the operator that is responsible for the Water Tender is paid at the appropriate EW rate.

CDF emergency worker rates will be used as the basis for payments (see Section 4.2).  This would include outside agency requests processed by the ECC for VFC personnel.

Volunteers will not normally be paid for training, engine movement, or other administrative activity.  Under some circumstances, volunteers may be compensated for special activities. In these instances, the Battalion Chief must approve payment in advance.

In those cases where apparatus is to be in service for an extended period, the number of individual volunteers receiving compensation may exceed the maximum numbers shown above as long as the maximum number is not exceeded at the same time.  This will allow for adequate coverage of the unit for the duration of need by splitting or rotating shifts.




3.33	INSURANCE/LIABILITY

In exchange for the VFC providing services within the cooperative framework, all VFCs and volunteer firefighters shall be provided general liability and hold harmless protection by the County of Riverside and insurance for Director & Officer coverage, property damage and public liability when conducting the business affairs of the VFC and/or when operating RCOFD or VFC vehicles, ancillary tools and equipment in compliance with RCOFD policies and regulations. (Incorporated VFCs refer to CC Section 5047.5).  Liability for damage suffered to VFC-owned apparatus or equipment assigned to emergency incidents rests with RCOFD unless such damage is the result of negligence on the part of the VFC or its members.  The VFC agrees to obtain and maintain automotive insurance coverage for VFC owned apparatus and enforce safe driving practices and policies at all times (see section 5.8). 

Privately owned vehicles being operated by Volunteers responding to emergencies are not covered by any County automotive insurance.  Volunteers are subject to all laws regarding the operation of motor vehicles in the State of California.


3.34    VOLUNTEER SUBPOENA/DEPOSITION

As volunteers are considered authorized agents while performing firefighter duties of the Department, it is RcoFD policy that any subpoena to be served upon a volunteer for fire service related items must first be processed through the RCOFD Fire Prevention Section.  The Dept. will compensate volunteers for such appearances at the highest rate they are authorized (see Section 4.2.)  If the volunteer is to be reimbursed by litigants counsel, the volunteer will not be paid by RcoFD.



3.35	PURCHASE OR DONATION OF EMERGENCY EQUIPMENT

Prior to the purchase of any emergency warning light, siren, new or replacement fire or rescue equipment from VFC funds, excluding standard replacement items and miscellaneous supplies, the Battalion Chief is to be notified in writing of such intent so that approval will be obtained from the Division Chief, Fleet Manager and the Fire Chief or designee.  The VFC agrees to comply with the department requirements for the standard exterior color and reflective striping on VFC owned emergency apparatus.  The lettering on VFC apparatus shall reflect the proper name of the VFC and may include a VFC logo, or if none, may utilize the Riverside County raincross logo.

No donated fire/rescue equipment is to be placed in service until approved by the Fire Chief or designee. All equipment must meet RCOFD standards.  Because the County often puts equipment on volunteer owned vehicles, requests for approval of said equipment must be submitted in advance for budgeting purposes.



3.36	ACCOUNTABILITY OF EQUIPMENT

All VFC owned equipment will be identified by company name or number. The volunteer company is responsible for the security, maintenance and annual April inventory of all VFC owned and/or operated vehicles and equipment (see 5.4)


3.37	STORAGE OR RELOCATION OF VFC EQUIPMENT

Placement or storage of VFC purchased or donated equipment in the fire station will be coordinated through the station manager.  Station use and storage space needs require that approval and planning occur before such equipment is brought to the station. Once such equipment is placed or stored in its approved place (including on specific apparatus), no VFC member or RCOFD/CDF Paid and/or Volunteer Staff shall relocate said equipment without consulting the appropriate VFC officer (for VFC equip) or Liaison Officer (for RCOFD equip).  

In the event a VFC has difficulties during specific time frames covering certain apparatus that carries specialized rescue tools/equipment, the VFC at its option, may elect and is encouraged to allow certain tools/equipment to be temporarily loaned/placed on other covered apparatus at the station until the VFC responded apparatus is covered (hard or soft).  Excluding emergency responses outside of the PRA, tools and equipment obtained with CDBG funds shall normally remain housed at the fire station serving the designated community for the normal and useful life of the tools and equipment.  



3.38	COUNTY ACCEPTANCE OF VOLUNTEER EQUIPMENT

Requests for donation, purchase or lease of any volunteer equipment by the County must be submitted for approval, by the Chief, in writing through channels, with clear description of each item.




3.39	ELECTION OF OFFICERS

All elected officers of the VFC must be elected annually by January by 50% +1 (or more) of the voting membership, or as outlined in the VFC bylaws (Incorporated VFC’s also refer to CC 5210-5227).  The VFC shall inform the County Fire Chief through channels, nearby companies and the appropriate volunteer firefighter association of the names of the elected officers.


Volunteer FC-33 Requirements
A completed FC-33 (Overhead, Crew, and Equipment Time Report) will be collected and submitted through channels for every unit or overhead (Schedule A, B, or C) at scene of all fires or other billable incidents in the Butte Local Responsibility Area or State Responsibility Area.

The Incident Commander on initial attack fires, extended attack fires, and other billable incidents where there is no Personnel Time Recorder, is responsible for collection of a completed FC-33 from each unit and overhead at the scene before that unit or overhead is released from the incident.


Other billable incidents, regardless of responsibility area, include, but are not limited to, flood control, earthquake and other emergency related disaster assistance under requests from the Office of Emergency Services, activities involved under FEMA reimbursement criteria, and federal jurisdiction fires billable under reimbursement agreements.

FC-33's collected at fire incidents will be turned over to each succeeding Incident Commander when command is transferred.  The final Incident Commander of an incident is responsible for providing the collected FC-33's to the writer of the LE-66, Preliminary Fire Investigation Report.  

INSTRUCTIONS FOR COMPLETION OF VOLUNTEER COMPANY FC-33

Activity for volunteer companies and volunteer staffed equipment on all fires and other billable incidents must be reported on an FC-33 (Exhibit #30).  This will help support the pay documents issued to pay for such activity.  The duty day for volunteers is the calendar day, 0001 to 2400 hours.  The following procedure will be used to complete the volunteer company FC-33.

Use FC-33 forms revised 01/14/92 or newer.

Block 1.	Enter order (incident) number; (example:  CABTU06551)
Block 2.	Enter request number (If initial attack, enter I/A; if you are given a request number before response, put the number given; example:  Request E-200 for Equipment, or Request O-21 for Overhead).

Block 3.	Fire Number.  Station personnel can enter this later, if not readily available at the time the other blocks are completed.

Block 4.	Enter the resource ID and assigned name (example:  E-31 DeSabla; E-43 West Chico) or overhead assignment (example:  John Doe, relief driver, supply).

Block 5.	Enter date and time committed, all time is recorded in military time (1/4 hour increments).

Block 6.	Enter date and time returned to available status, including travel time and time to restock and ready equipment upon returning to quarters.

Block 7.	Home unit is BTU

Block 8.	Entry is usually page 1 of 1; for long-term assignments, the entry can be page 1 of 2, etc.

Block 9.	Leave blank.  This is used when an FC-40 is completed.

Block 10.	Organization is “C” for volunteers.  Enter radio call number (i.e. E-31).  Enter county number or vehicle license number.  Enter vehicle description (i.e. squad, water tender, utility, or engine).  Engine="FTH 2" for structure engine or "FTH 3" for wild land engine.

Block 11.	If the incident ends on or before 2400 of the first duty (calendar) day, enter all equipment use information in this block only.  If the incident goes beyond 2400, the start of the next duty day, transfer totals from the Daily Equipment Use section of Block 14 to Block 11.

Block 12.	Butte County Volunteer Fire Fighters are Org. “C”.  List personnel last name, first name, and middle initial.  Enter VOL. in "Class" column.  Leave "Duty Schedule" blank.  Use only the last 4 digits of the Social Security Number in the ID number column.  At the end of the incident, enter total hours worked in the S.T. column.  



Block 13.	Follow instruction contained in this block on the form.

Block 14.	Use this block only if the incident does not end before the start of the next duty day (0001 of the next calendar day).  End the first duty day's activity at 2400 and begin the second duty day's activity at 0001 of the next day. 

Block 15.	For activity where volunteers will be paid on FC-42, enter the phrase Volunteers Paid On FC-42 in the remarks block.  Also, use this block to record any equipment lost or destroyed on the incident.  




Reimbursement and Compensation
Volunteer Firefighters

The County of Butte will reimburse Volunteer Firefighters for transportation to and from incidents, drills, and training sessions.  The Board of Supervisors will designate the amount of reimbursement.  CDF Fire may also pay volunteer Firefighters for work on wild land fires, when authorized by the Incident Commander.

The County of Butte has authorized reimbursement to its Volunteer Firefighters for each incident that they respond to or training drill attended.  This reimbursement is to help reimburse the Volunteers for the out of pocket cost incurred getting to and from incidents and drills.  Normally, each volunteer is reimbursed once for each incident, drill, or training.  Double reimbursements for authorized drills or training that exceed four hours can be made.  A Career Captain must authorize a double reimbursement.  Reimbursement will not be paid if the company member does not attend a drill or emergency response.

The following is a list of activities that qualify for reimbursement:

Monthly training drill
Monthly business meeting (2 hours must be organized training)
All volunteer Fire Academy drills
All Standard First Aid and CPR training
All Department-wide Volunteer meetings
All required refresher training.
Scheduled multi-company drills.
Any special drills (e.g. training fires and extrication classes).  The Battalion Chief must authorize these drills before payment will be made.
Emergency activity, including dispatch of volunteers to an emergency or cover assignments.
All mandatory training.

Training, work sessions, social events/fundraisers, and drills organized by the Company that are not authorized by the Career Captain do not qualify for payment.



Local Response Area Compensation

Responding VFF’s will receive a $7.50 expense reimbursement for each incident to which they respond.  VFF’s shall sign the “Drill/Response Roster” or report their time to the appropriate station personnel within 24 hours of incident occurrence.  

VFF’s will receive a $9.00 expense reimbursement for each authorized training drill attended.   VFF’s will receive $7.50 per occurrence for coverage of fire apparatus when directed by the Emergency Command Center.

Due to Workers Compensation Insurance requirements, it is necessary that the Department provide an accurate roster of all VFF’s on a monthly basis.  Each station with a VFF allocation will be asked on a monthly basis to provide an updated VFF roster (if changes) and forward to County Finance for verification purposes. 

The County of Butte publishes the work period for VFF’s annually.  Drill/Response rosters are due in to County Finance no later that the end of the work period.  If these time limits are met, the VFF should receive reimbursement approximately 2 weeks after the end of the work period.  

If the specified due date for arrival at County Finance is not met, a one month delay in receipt of VFF reimbursement should be expected.
CDF can use State Emergency Fund monies to pay for fire suppression assistance on fires where VFF’s are utilized in excess of three (3) hours.  The following guidelines will be used by the Incident Commander in paying volunteers on fires in excess of three hours:

The payment period will be retroactive to time of dispatch.
The normal one time reimbursement by the County/City will be waived.  (Roster must still be submitted to document response but must be marked “No Pay”).
The Incident Commander (usually delegated to the assigned career station) is responsible to see that the FC-42 time slips are completed.
Pay rates will be as follows:
Emergency Worker II - Fire Engine Firefighter
Emergency Worker III - Fire Engine Operator
Unless a current W-2 form is on file, maximum withholding deductions will be made.
When volunteer firefighters are hired on an FC-42 to cover fire stations, they will work (“hard” hours) a normal eight (8) hour day performing activities such as training, fire prevention, and/or station maintenance.  The remaining hours will normally be performed in standby status.

State Responsibility Area Compensation (SRA)

When engaged in SRA incidents such as vegetation fires, or special staffing due to a state fire, VFF’s shall be paid on the Emergency Fire Time Record (Form FC-42).  The rate of pay shall be consistent with work being performed and does not have to be consistent with individual’s VFF rank.

FIRE SEASON PERIOD

All fire related incidents within the State Responsibility Area are chargeable as SRA incidents and paid at the current state responsibility Emergency Worker rates.  

Non-fire related incidents, or fires that do not burn or threaten the SRA, do not apply to this category.

NON-FIRE SEASON PERIOD

All incidents will be reimbursed using the Local Responsibility Area guide unless there is a clear threat to the State Direct Protection Area and 00900 funds are authorized.

State Fires:

For incidents less than three hours reimburse using the regular LRA guide (Drill/Response Roster).

For incidents three or more hours, round off to nearest one-fourth hour; pay on Form FC-42.  All eligible hours (retroactive to first hour) to be considered.  Drill/Response roster will be completed but marked “NO PAY”.

Use pay rates and follow FC-42 pay instructions (found in State Finance Handbook).  

Submit FC-42’s based on the pre-determined pay periods established by the state.


VFF Advisory Committee


The Department will establish a committee of representative Volunteer and Career Firefighters to serve in an advisory capacity on issues related to the VFF Program.

The following procedures will apply to the establishment and activities of the VFF Advisory Committee.

1.	The Committee will be comprised of three Volunteer Firefighters, one Volunteer Liaison Officer, two Career Fire Captains, one Career Committee Chair and County Finance.  Committee members will be approved by the Fire Chief and serve a 2-year cycle.  The Advisory Committee Chairperson will be appointed by the Fire Chief.

2.	The Committee will meet quarterly during the calendar year or more often if needed.  The committee is encouraged to meet after each unit-wide Volunteer meeting.

The purpose of the Advisory Committee will be to address issues of interest or concern on a department-wide basis and to make proposed revisions of these SOP’s.  


Manual Revisions


Effective implementation of this manual depends on keeping it current.  Any fire department personnel may request changes.

Requests for changes shall be made, in writing, detailing the affected sections and proposed changes (Exhibit #32). 

Submit proposed changes to the volunteer SOP committee. The SOP committee will review and send proposed changes to the Executive Staff for approval.  (The Fire Chief will forward recommendations or approvals to the SOP Committee Chairperson).

Notification of results of review will be returned to personnel submitting proposed changes within sixty (60) days.

Fund Raising
Independent Auxiliary Groups


The establishment of an auxiliary group supporting VFF fire companies is encouraged.  Auxiliary groups provide an avenue of support for the individual fire companies not available through fire department channels.

The function of auxiliary groups are not limited, but generally confined to the following:

	Fund raising for particular fire company needs and/or desires.

Social functions outside the Department operations:

	Fire Muster Teams
	Dances, barbecues, and community parties.

An opportunity for non-fire fighting personnel to support the company, for example:

Spouses	
Retired members who wish to remain within organizations.
	Civic minded individuals who wish to support the VFC.

Members of the auxiliary may be considered members of the VFC.  Each auxiliary group will be encouraged to acquire non-profit organization status.  Funds generated by the auxiliary will be under direct control of the elected officers of the auxiliary.  All activities of the auxiliary must be compatible with those of the Department and complement the services provided by the Department.  An example of departmental recommended bi-laws is included in Exhibit 1 for consideration.  

It is the policy of the Department to support auxiliary group fund raising activities in as much as legally possible.  Fund raising events should not be identified with the Department and should only be in support of auxiliary fire company groups or other charitable purposes.  Fundraisers may not be held on Department property that involve sale of any controlled substance (alcohol, tobacco, etc.,).  Use of any Department property or equipment for fund raising purposes requires the written approval of the Battalion Chief where the VFC is located.



Accountability and Control of Fixed Assets


This section outlines the basic responsibilities of VFF’s for the accountability and inventory control of Department fixed assets.  

Accountability

Accountability includes the control and accountability of these assets from date of issue, through recording on inventory listings, until release from accountability of assets.

Inventory Control

The VFF is responsible for maintaining two inventory systems.   The first system identifies capitalized facilities/equipment (over $500 in acquisition cost) and the second, vehicles.

Physical control and inventory of these assets are ultimately with the Department.

Disposal of Fixed Assets

Disposal of all items will be through the Service Center.

Acceptance of Gifts

The acceptance of gifts (not including cash donations) by a VFC is subject to established County policy, and donors should be advised that acceptance of any gift is subject to review.  Offers of gifts and donations must be in writing with a description of the gift, its cash value and any restrictions on its used clearly set forth.  All such offers are to be submitted to the Chief for review and disposition.  Gifts could be vehicles, items normally considered property and equipment, lands, buildings, etc.

Inventory of fixed assets

Account for each item by property number serial number and description.
A compliment of fixed assets items is established for each facility and vehicle.

Accountability

Fixed assets assigned to a facility or vehicle must be within that facility or vehicle or have documentation of its location.



Disposal of Fixed Assets

If you cannot account for an item complete Form STD 152 “ Property Survey Report”

If an item becomes unserviceable, complete Form STD 152 “ Property Survey Report”

Volunteer Company
Fiscal Requirements


The Volunteer Company Secretary Treasurer will handle all funds received or expended directly by a Volunteer Fire Company, in accordance with generally accepted accounting principles, the Volunteer Company By-Laws, and these procedures. Companies may adopt more restrictive procedures by a majority vote of company members.

These procedures do not apply to funds directly expended by autonomous auxiliary or community associations, although there is a similar expectation of public trust.  It does cover funds donated to a volunteer company for direct expenditure by the company.

1. Companies will adopt an Annual Proposed Budget.  The budget must be approved by a majority of company members.  Adopted budgets and amendments will be provided to the Battalion Chief.  The budget may be amended during the year by a majority vote of company members.  A sample budget is shown as Exhibit 2.

2. All money, checks, warrants, etc. received by the company will be promptly deposited in the company bank account.  Under no circumstances will funds received by a company be placed in a personal bank account or be given directly to a vendor without going through the company bank account as an approved expenditure.

3. All checks written or account withdrawals on company bank accounts will require two signatures.  One signature must always be the Secretary Treasurer.  The second person must be designated by a majority vote of the company.  In no case will the two signatures be of persons related to one another.

4. In addition to maintaining detailed records, an annual financial statement will be prepared by the Secretary-Treasurer.  This statement will display actual income and expenditures for the year and will be signed by the Secretary-Treasurer.  A copy will be provided to the Battalion Chief.  A sample financial statement is shown as Exhibit 2.

5. Budgets and annual statements for volunteer companies will be based on each company’s fiscal year.

6. Volunteer Captains will assure that these procedures are carried out in their company.

7. Violation of these procedures may be grounds for termination of volunteer firefighter status.

Companies are encouraged to have non-profit status.  Failure to obtain non-profit status subjects the VFC officers to tax liability.

Community Cost Share Program


The Department maintains a “community cost-share” program *.  This program’s funding is dependent upon the County’s fiscal abilities for any given fiscal year.  The program provides a share of a Volunteer Fire Company’s costs toward apparatus, equipment, land, and station acquisition.

The Fire Chief determines, on a yearly basis, how much the Department can provide to the “community cost-share program”.  Volunteer Companies are encouraged to continually submit requests, through the chain-of-command, to the Department Chief, with detailed descriptions of their proposals in order to access this fund.  The Department Chief will make decisions based on overall needs of the Department.  

The Department Chief may develop a five-year plan list stating “community cost-share” proposals.  However, in no way will the Department be committed to this list.  The Department will commit itself once a “community cost-share” agreement has been signed with a VFC.  This agreement is the only process by which the Department will commit itself to expend “community cost-share” funds.  

* To provide a means for communities to purchase much needed apparatus, equipment, and facilities by partnering with the County.


Administration


The Board of Supervisors of Butte County and the City Council’s of Gridley and Biggs, have entered into cooperative agreements with the California Department of Forestry and Fire Protection for the administration and staffing of their respective Fire Departments.  Hence, the responsibilities for fire fighting and other emergency activities, which fall within the jurisdiction of the Fire Department, are vested in the officers and employees of the California Department of Forestry and Fire Protection (CAL FIRE) and the officers and VFF’s of Butte County Fire Rescue.

The CAL FIRE Unit Chief of the Butte Unit serves as the Chief of the Fire Department.  The Unit Duty Chief (assigned Division Chief) supervises the day-to-day administration of the department.  Operational Division Chiefs administer the day‑to‑day operations within the division boundaries.  A field Battalion Chief is responsible for the administration of incident operations, fire fighting personnel, fire stations, apparatus, and equipment, assigned within a geographic area designated a battalion.  The field Battalion Chief reports to the Division Chief and the Division (Duty) Chiefs report to the Unit Chief.  Each fire station, whether staffed by career and/or VFF personnel, has career captains that are responsible to the Battalion Chief for the care and maintenance of any assigned station, fire apparatus or equipment.  Career captains are also responsible for the supervision, training, and performance of their subordinates, i.e. Engineer, Firefighter, or VFF’s.  See Exhibit 4 for Organization flowchart.

The administrative chain‑of‑command will be Volunteer Captain, to Career Captain, to Battalion Chief, to Division Chief, to Unit Chief/Fire Chief (see attached ‘Volunteer Organization Chart’).  Normal communications for day-to-day business is between the Career Captain and VFF Captain.  It is the responsibility of everyone involved to establish and maintain liaison, supervision, and support services for volunteer firefighter companies just, as is the case of career engine companies.  Issues should be resolved at the lowest levels (i.e. Career Captain and VFF Captain).  Career Company Officers and/or Battalion Chiefs will supervise Volunteer Firefighter drill activities and will be available to attend Volunteer Firefighter meetings.

The Battalion Chief will forward (with a recommendation), to the Department Chief, nominations of the VFF Captain and Lieutenant from the Volunteer Company.  The Department Chief, prior to VFC elections in December, must approve all officer nominations (nominations must be forwarded, through channels, by November 1st of each year).  The term of the VFF Captain and Lieutenant appointment will be for one year beginning on January 1 of each year.  The Fire Chief will appoint the VFF Captain and Lieutenant in writing and will designate the effective date of the appointment and the ending date (at the end of the calendar year). The incumbent to the position is eligible for re-appointment.          

The field Battalion Chief, along with the Career Captain (based on input from the VFF Captain), will approve the selection of VFF Operators/Engineers from the VFF Company.  It is necessary that the person selected for this classification meet all qualifications and training requirements (see Exhibit  #’s 5 & 6 for qualifications) prior to this appointment.  The Training and Safety Bureau Battalion Chief is responsible for this.  

The progression of Incident Commander assignments will be the first arriving fire department member who will take command of an incident and will remain in charge until relieved.  Upon arrival of the first career crew, the career company officer will assume command of the incident and will remain in charge until relieved by a Career Captain and/or Chief Officer.  
	


Company Allocations


All VFF Companies will have an allocation of members by rank and total.  The number of members allocated may not be exceeded except with the express written approval of the Fire Chief.


1.	Requests to exceed an allocation within a battalion should be submitted in writing through channels to the Fire Chief.  As new companies are formed, allocations will be determined by the Department and specifically authorized by the Fire Chief.

All volunteer companies will be authorized the position of one VFF Captain and one Company Lieutenant to help coordinate the Company operation.

3.	VFC’s shall maintain a Span-of-Control of one officer for every 10 members.


MAXIMUM AUTHORIZED ALLOCATIONS -

I.	Company membership – See Exhibit # 11

Volunteer Captain - one (1) per VFC.

Volunteer Lieutenant - one (1) per VFC.  However, if total VFC roster exceeds 10 VFF’s, then one additional VFF Lieutenant is authorized per each additional 10 VFF’s.

Volunteer Lieutenant/Training Officer – The VFC Training Officer will be one of the authorized Lieutenants.  The Company Captain will appoint the Training Officer, with concurrence of the Career Captain.

					


Rules of Conduct


No member shall commit any act that in any way tends to bring discredit to the Department, the County of Butte, City of Gridley, City of Biggs, or the State of California.

No member shall use any indecent, profane, uncivil or boisterous language in the presence of the public at the scene of an incident, at the fire station, or while acting in an official capacity for the Department.

No member shall be under the influence of any alcoholic beverage or drugs, while in uniform or when on duty, including while responding to alarms either on Department apparatus or in private vehicles.  No member will have any detectable indication of alcohol consumption including smell, while responding to or working at an incident.  A VFF will not respond for eight (8) hours after consumption.  However, the previous policy statements will take precedence over this general rule.

Only members and personnel authorized by a Chief Officer may ride on any Department fire apparatus or other vehicle.

All members acting in an official capacity for the Department shall do so in a professional manner at all times.

Gambling, liquor, drugs and firearms are not permitted in any fire station or on the grounds of same, nor are they permitted in any Department vehicles or at the location of any Department incident.

NO member shall use the name of the Department, equipment, a fire station, badge, I.D. Card, etc., in any commercial or private enterprise for any personal gain.

No member shall accept any reward, fee, or gift from any source for service rendered in the performance of duty, except as authorized by the Chief.

No member shall be discourteous or disrespectful to any other member, the public, or to anyone from a cooperating agency.

No member shall change, alter, add to, or remove any equipment from any station or apparatus without first receiving proper authorization from the Battalion Chief or his designated career officer.

	



Every member should always exercise proper precautionary safety measures to avoid injury to himself/herself and/or others while he/she is engaged in any incident response, while working around the station and apparatus, and all other activities.

Each member shall comply with all Department policy, rules and regulations and all Local and County Ordinances and State laws.  Failure to do so may result in removal from the department.

Sexual Harassment/Discrimination: Each member will respect other members, career employees and private citizens' right to be treated with respect and dignity.  Actions, remarks or innuendo's of a sexual or discriminatory nature will not be tolerated.  EEO training for VFF's will be four (4) hours every two (2) years.

The VFF shall not change, alter, add to, or remove any equipment from any station or apparatus without first receiving proper authorization from the Career Company Officer.  Department controlled facilities shall not be used for anything other than fire department business without the express approval of the Career Company Officer.

VFF’s shall not obligate the California Department of Forestry and Fire Protection, County of Butte, City of Biggs, or City of Gridley for the expenditure of public funds.

The VFF shall not sell, give away, misuse or in any way dispose of any property belonging to the County of Butte, City of Biggs, City of Gridley, or the State of California.  The VFF shall not loan or appropriate for personal use any such property without proper authorization and proper record keeping.  Every VFF shall immediately report the loss of any Department property, such as radios, fire tools, etc., to the Battalion Chief, Incident Commander, or Career Company Officer.

Each Career Station will maintain a current file of the Rules of Conduct in which all VFF’s have read and signed.  This policy should be reviewed yearly by all VFF’s and resigned.

Any violation of Policy (Alcohol/Drugs) will be addressed immediately.  The responsible Career Captain will immediately relieve the offending member of their responsibilities.  If the member appears to be legally incapable of driving, he/she will not be allowed to leave the scene in his/her vehicle if he/she is the driver.  If he/she elects to drive, law enforcement will be notified.

Immediate follow-up will occur through the Disciplinary process to address this problem.  Depending on the severity, the action should range from suspension (90 days) to dismissal.

The Fire Chief has established the following Code of Conduct as a baseline.  All Department members shall comply with this Code of Conduct.

Professionalism:

1.  Code of Conduct applies any time you are in the public eye as a Firefighter, anytime you are identified with the Fire Department, and any time you are in contact with others because of your fire department association.

Act professionally and you will be treated professionally.  Know your job, know your equipment, and know your assignment, stay within your scope of practice.

Identify yourself and your level of expertise.  Ask before you assume.

Story telling, loud boisterous behavior, disagreements, off-hand comments, laughter and morgue humor should take place away from emergency operations.

Do not use a harsh tone or offensive language, including racial slurs, sexual comments or swearing.

It is expected that operator's of private vehicles will obey all traffic laws when responding to emergencies.

Respect the level of certification and/or rank of others in the emergency field, regardless of agency affiliation.  Develop rapport with other agencies.  Respect their requirements.

Return everything to its' proper place on the apparatus or in the station.

Customer Service:

1.  The public is our customer and they deserve top quality service.

Put yourself in the customer's place.  Respect the customer's person and property.

Remember that the customer is probably a friend of a firefighter or politician.

Follow up with survivors (they are customers) courteously with a gentle caring touch.  Deal with customers honestly and compassionately.  Do not give false hope.

Internal Affairs:

1.  Officers lead by positive example.  Career personnel are to treat volunteers with respect and vice versa.

CDF Fire "Rules of Behavior" apply when staffing/covering any fire station.

Deal with in-house problems in a professional manner and through proper channels as they arise.

Everyone has a right to state their opinion without criticism with each other (not the customer), during a post-incident critique.  Use constructive praise, as well as criticism in a critique.


_______________________________________
Signature




__________________________________   __________________________
Print Name					       Date                        Company


	


VFF Response Criteria

VFF INCIDENT ASSIGNMENT

The following policy will be adhered to by all VFF’s while responding to or working on all incidents.

DRIVING AND PARKING:

All VFF’s will maintain safe and courteous driving habits.  The public and other agencies opinions of the fire service can be greatly influenced by personnel driving to and from emergency incidents.  More importantly, driving in violation of the Vehicle Code is unsafe to the driver and other drivers/pedestrians on the roadways.

VFF’s responding to any incident in a personal vehicle must drive in a safe and courteous manner, observing all traffic laws of the California Vehicle Code.  There is no such thing as “Code 3” response in a private vehicle.  VFF’s must always be on the alert for responding emergency vehicles, particularly at intersections.  VFF’s should never follow an emergency vehicle more closely than is reasonable and safe, having regard for the traffic and road conditions. The minimum distance is 300 ft.  Under no circumstances, will any private vehicle, while in motion, display its hazard warning lamps.  Furthermore, use of vehicle horns and/or flashing hi-beam lights to force cars out the way is strictly prohibited.

VFF’s must use good judgement when parking their vehicle, so as not to interfere with the positioning, operation, and movement of fire, medical, and law enforcement vehicles.

VFF’s will display the standard “BCFR Volunteer Fire Fighter” plaque on the front dash (mirror, sun visor) once they arrive at the emergency incident.  Furthermore, headlights shall be turned off to not cause blindness to oncoming vehicles.  Hazard warning lamps shall be used when any vehicle is parked in a hazardous location.

INCIDENT SCENE:

Follow the rule and procedure of the Accountability System on all incidents at which it is implemented.

When arriving at an incident, report directly to the Incident Commander or the Staging Area manager, if assigned.

When assigned to a Company Officer, continue to work under his or her direction until reassigned or released.

Obey all policies and regulations of the Department and this SOG.

Remain with the assigned apparatus until directed or ordered into action.

Be on the alert for other activities occurring at the incident.  Do not work in conflict with them.

While working around all fire scenes be on the alert for, and make every effort to preserve evidence, as to the possible cause of the fire.

While at Traffic Collisions do not move vehicle parts from the roadway, unless they present a serious life safety hazard, until instructed to do so from your immediate supervisor (law enforcement investigation procedures).

VFF’s should make no comments/opinions regarding any of the following, except to their career company officer:

          Location of valuables
          Cause of the fire on incident
          Location of human bodies
          Loss estimates
          Suspicious nature of fire 

Any VFF finding money or other valuables, or receiving complaints of theft or loss of the same at the scene of an incident, shall report details to their immediate supervisor.

VFF’s will not remove any item or materials from the scene of an incident, regardless of the perceived non-value.  VFF’s observing other employees or members of the public removing items from the incident scene shall report it promptly to their immediate supervisor. 


Disciplinary Procedures

The purpose of discipline is to provide an orderly environment in the fire department.  Since we provide an essential service to people, and are entrusted with their lives and property, it is essential that we operate within these parameters of behavior and performance.  On occasion volunteer fire fighters will operate outside of this good order in violation of the rules.  It is there our purpose to correct the behavior and retain the volunteer as a member in good standing in the fire department.    

Disciplinary procedures for a VFF are based on procedures utilized for career employees and will be applied in the same manner.

When a supervisor determines that the facts surrounding an infraction of rules or regulation warrant disciplinary action, that action should be initiated as soon as possible so as to minimize time between offense and the prescribed corrective action.  The severity of the infraction will dictate what course of corrective action will be initiated.

TYPES OF DISCIPLINARY ACTIONS

Informal disciplinary actions:

Informal disciplinary actions are defined as corrective interviews and Letters of Warning. They are generally the first step of corrective actions taken when the employee’s behavior or performance is unacceptable.  Before employees can change undesirable behavior, they must be advised that their present behavior or performance is unacceptable, and they must be advised as to what is expected of them.

Informal actions such as corrective interviews or Letters of Warning are used to inform employees of the accepted standards as well as unacceptable behavior or performance.

Because actions such as these are not classified as formal disciplinary actions, they are not filed with the Battalion Chief.  However, these actions may be used later as supporting documentation (maintained at the station level) for a formal corrective action.

Formal disciplinary actions:

Formal disciplinary actions include suspension, demotion or dismissal.  Formal disciplinary actions are usually taken following a serious infraction of rules or standards or after repetitions of lesser infractions.  Upon request, the employee must be given access to the material developed in support of the action within 5 working days.

The process leading to formal written notice should be started within 15 calendar days. The file will then be forwarded to the Battalion Chief for filing.


REASONS FOR INFORMAL DISCIPLINARY ACTION: (Corrective Interview)

Failure to complete training in prescribed time frame
Failure to attend training drills
Failure to respond to incidents
Failure to follow safety procedures.
Minor infractions of VFF Rules.

Note:  Volunteer Captain and/or Career Captain will determine if disciplinary action is appropriate.  Any action taken shall be discussed with the Career Captain for appropriate action.


REASON FOR INFORMAL DISCIPLINARY ACTIONS: (Letter of Warning)

Repeat of infraction requiring previous corrective interview.
Negligent use of Department equipment.
Insubordination to a VFF Company Member or Career Company Officer.

Note:  Volunteer Captain and/or Career Captain will determine if Letter of Warning is appropriate.  Any action taken shall be discussed with the Career Captain for appropriate action.


REASONS FOR FORMAL ACTION:  
Suspension, Formal Dismissal.

The Battalion Chief will initiate all formal action.

Repeated infraction of rules that required previous Letter of Warning.
Serious safety violations.
Responding while under the influence of intoxicants.
Unauthorized operation of Department equipment.
Use of influence as being a VFF.

Any infraction of rules deemed serious enough by the Career Captain and/or Battalion Chief.  Failure to complete “Fit-Test” requirements within 60 days of receiving health questionnaire (6 month suspension).  

Personnel will return all loaned equipment, PPE, badges, and I.D. cards, to the career captain, while on suspension.  Furthermore, the County Finance Officer will remove the suspended VFF from the active roster.





DELEGATION OF AUTHORITY TO TAKE DISCIPLINARY ACTIONS FOR VFF:

	Procedure						   Conducting Supervisor

	Corrective Interview…………………………………VFC Captain
	
	Letter of Warning…………………………………….VFC Captain
	
	Suspension * ………………………………………...Division Chief
	Appeal………………………………………………...Fire Chief

	Dismissal * …………………………………………   Division Chief
	Appeal………………………………………………   Fire Chief
	
Note:  In the absence of a VFC Captain, the Career Captain shall be the conducting supervisor.  

DELEGATION OF AUTHORITY TO TAKE DISCIPLINARY ACTIONS FOR VOLUNTEER OFFICERS will be the Battalion Chief.

The “Serving Officer” will be the Division Chief from the affected division.  The “Hearing Officer” will be a Division Chief from another division.	

Copies of informal actions are retained at the career station level for a period of three (3) years.

Copies of formal actions will be retained at headquarters, in the VFF’s file, for a period of three (3) years.



Grievance/Complaints

The Department will utilize a formal process for an individual VFF to address any grievances/complaints.  The purpose of a formal grievance process is to provide a means to resolve issues that cannot be resolved by informal means.  The process allows all parties to the issue an opportunity to be heard and ensures that a reasonable resolution is attained.

Procedure

The following procedures will be utilized should a VFF have a grievance/complaint.

Informal

VFF to discuss and attempt to resolve grievance/complaint with immediate
VFC Captain and/or Career Captain.

If not resolved, the issue is to be discussed with the Battalion Chief or
his/her designee, as appropriate.

Formal

If the issue cannot be resolved in the informal process, the VFF may
address his/her grievance/complaint to the Battalion Chief by utilizing a written format (see Grievance/Complaint form, Exhibit #27).  Upon receipt of the grievance/complaint, the Battalion Chief will research the issue and respond to the VFF in writing as to his/her findings and decision within fifteen (15) calendar days.

If the VFF does not agree with the decision of the Battalion Chief, he/she may forward his/her grievance/complaint to the Chief within five (5) calendar days.  The Chief will assign the appropriate Division Chief to review the issue and to formulate a response.  The Chief’s decision will be final and will be rendered within (15) calendar days (unless a mutually acceptable extension is agreed to).

It is the intent of this policy that all grievances/complaints be settled at the lowest possible level.




By-Laws

All VFC's shall establish and adopt By-Laws for the independent, business portion of the VFC.  The business portion relates to internal company financial matters, business meetings, etc.  It is highly recommended that VFC's use Exhibit 1 as a guide in establishing their by-laws.


Hepatitis B Vaccinations

All VFF’s will be offered, at Department expense, the Hepatitis-B Vaccination.  This will consist of a series of 3 vaccinations over a specified time period.  If the VFF elects to receive this vaccination, they must do so prior to responding to Emergency Medical Calls.

If the VFF elects not to receive the vaccinations, they may respond to Emergency Medical Calls after completing the minimum training specified in these SOG’s and by submitting the Hepatitis-B Certification form, declining the vaccination.

The Department highly encourages all personnel to receive this vaccination series.












Personal Protective Equipment (PPE)
Issuance

The following steps must be followed for a VFF to obtain safety clothing:

New VFF should try on other volunteer or career personnel apparel to verify proper size and fit.

Make an appointment with Fire Station 73 for the individual to obtain his/her gear.  (The Career Company Officer will schedule this appointment).

When a new VFF is obtaining the equipment, it is required that the volunteer have an MRT (FC- 72A) from their career captain.  The Career Captain or Battalion Chief must sign the MRT.  If “All Safety Clothing” is specified on the MRT, the assigned complement will be issued.  If different, the individual items (for exchange, etc.) should be specified.

The Career Company Officer must make an appointment with Fire Station 73, before the VFF PPE can be obtained

The loan slip will be filled out and signed Fire Station 73.

Original copy of the loan slip will remain at Fire Station 73, one copy given to the VFF, and one copy will be given to the career fire station where the VFF is assigned.  This form makes the VFF financially responsible for the PPE issued


Care of PPE:

Each VFF must understand that PPE is a critical factor in protecting them. Therefore, they must be very diligent in keeping PPE clean, in-service, accounted for, and kept out of harmful environments (direct sunlight, hot dryer, bleach solutions, oils, etc.)  PPE is very expensive and timely to replace.  It is every VFF’s personal responsibility to practice extreme care with their PPE.  

Laundering of PPE should be done only at a fire station facility with Department issued detergent (liquid Tide without Bleach).  PPE should not be put in a dryer unless using no heat (just air- “fluff”).  Turnouts shall be washed with all three barriers snapped together.  Gross contaminants should be rinsed off prior to laundering.  PPE should be hung out to dry, free of direct sunlight.



When a VFF terminates, the Career Company Officer will:


	Receive the safety gear from the fire fighter in useable conditions   (washed).

	Assume the responsibility for the inventory.

Verify the serial numbers of the safety gear from the loan slip, which was sent to the station when the gear was issued.

Issue an F-72A “Material Requisition and Transfer” from the VFF to station manager.

Return the safety gear, along with the F-72A, to Fire Station 73 within fourteen (14) calendar days.

	This equipment shall not be re-issued at the station level.



Safety clothing will only be issued to new VFF’s after receiving medical clearance/approval as a VPFF.


VFF’s shall be issued the following safety apparel:

WILDLAND ISSUE		STRUCTURAL ISSUE

1 pr wildland gloves	1 ea combination helmet

2 ea yellow Nomex shirt		1 ea turnout coat

2 pr yellow Nomex pants		1 pr turnout pants

1 ea fire shelter	1 pr structural gloves

Wildland “web” gear		1 pr suspenders

	1 pr turnout boots

							1 ea Nomex hood				
1 ea pocket mask w/one-way breather
	
1 ea ANSI Z-71 safety glasses


Safety apparel will be issued as a package of structural equipment and a package of wild land equipment.  If all the necessary apparel for any individual package is not available, partial issuance will be made until full issue is made.  


*VFF’s will be issued yellow combination helmets (structure and wild land helmets).  VFF Captains will be issued red combination helmets and VFF Lieutenants will be issued orange combination helmets.  These helmets will comply with the Department’s VFF helmet identification policy 
(Exhibit #28).  Helmets are provided with shields to identify the VFF’s rank.  	


SCBA/Facial Hair
VFF’s are prohibited from wearing beards.  Nothing, no hair, beard, or spectacle temple strap is permitted to pass through the face piece-to-face seal of the SCBA mask.  Even if a fit test measurement can be obtained with any of these in place, the passage of anything through the seal is not permitted.




Accident Reporting Procedures

The following lists procedures for reporting VFF injuries, vehicle accidents, damage to county property or the property of others, and incidents involving potential county liability.  Contact the County Finance Officer for the accident reporting forms referenced by these procedures.




Employee Injuries

Supervisors (Career Captain/Battalion Chief) Responsibilities:

Report the injury or illness IMMEDIATELY to the ECC (or IC if at an incident).  If necessary, provide first aid or medical treatment within 24 hours from




 Premier Health Care, 1940 Feather River Blvd., Oroville, CA 95965; Prompt Care, 560 Cohasset Road, Chico, CA 95926 or 888 Lakeside Village Commons, Chico, CA  95928; Job Care, Feather River Hospital, 5974 Pentz Road, Paradise, CA 95969; or Biggs/Gridley Memorial Hospital, 240 Spruce Road, Gridley, CA 95948.

A Worker’s Compensation Claim Form (DWC Form 1, Exhibit #29) should be completed by the supervisor.  The supervisor will give the injured worker a Facts Sheet for Injured Workers and a Work Status Report.

Complete the Field Report of Accident/Damage (Form S-1, Exhibit #29) and the Accident Investigation Report (Form S-1A, Exhibit #29).  Prepare Employers Report of Occupational Injury or Illness (Form 5020, Exhibit #29).  Review, sign and send all forms to County Finance within 24 hours.  In cases of serious injury or death, immediately call your Department Head and Risk Management at 538-7631.

If the accident results in bodily injury to anyone, or if physical damages to any vehicle will cost more that $500 to repair, telephone Risk Management at 538-7090 and the County Finance Officer as soon as possible.


Vehicle Collision Reporting Procedures, Department Owned Vehicles:
					
						
The following procedures will be used to report all vehicle collisions involving Department vehicles and employee vehicles, when used to conduct Department business:

 
	1. All vehicle collisions will be reported to the ECC immediately.  The ECC will promptly notify the covering Battalion Chief and Duty Chief immediately.  
	
	2. Following the collision, VFF to complete the attached "Field Report of Accident/Damage" (Exhibit #29).  Be sure to obtain the names, addresses, and telephone numbers of all parties in the collision.
	
	3.  Submit the "Field Report of Accident/Damage" to the covering Battalion Chief, via the career station.  This report should be submitted within 24 hours.  The covering Battalion Chief will make the appropriate Departmental notifications.
	
	4.  Do not discuss the accident with anyone other than the investigating officer, your supervisor, authorized county officials or the county’s insurance adjuster.
	

Supervisor Responsibilities

Within 24 hours of the accident, complete the Accident Investigation Report (Form S-1A) and submit it and the Field Report of Accident/Damage (Form S-1) to the Department Head.  Note:  If the employee is not capable of completing the Field Report of Accident/Damage (Form S-1) within 24 hours of the accident, then the employee’s supervisor should complete the report and send it to the County Finance Officer.

Other Property Damage

All other incidents resulting in damage of county property or the property of others should be reported to the County Finance Officer as soon as possible utilizing the Field Report of Accident/Damage (S-1) and Accident Investigation Report (Form S-1A).




Return to Duty
Injuries/Illness

Return to Duty Clearance

If injured or seriously ill, the VFF must notify the Department as soon as possible of the injury occurrence.  A VFF must have a written statement from a qualified physician certifying fitness and health for return to duty.  

The injured Volunteer Fire fighter will transmit to the Career Captain the written documentation.  The VFF Stress Statement (Exhibit #13) will be the basis for the physician to make his/her determination on the VFF meeting medical requirements and having the ability to resume emergency duties.  


The Volunteer Fire fighter must seek Career Company Officer approval prior to returning to duty from an injury/illness.  The Career Company Officer will assure that all appropriate clearance has been granted.  This will include an authorized return to duty clearance, approval from the County Finance Officer, and, if needed, approval from the Battalion Chief.  There is no “limited/light” duty status for Volunteer Fire Fighters.
































Personal Protective Equipment
Replacement

Replacement of Issued Safety Gear

Replacement of lost, stolen or damaged safety gear will be handled in the usual manner.  A “Property Lost and Damaged” and an F-72A “Material Requisition or Transfer” will be submitted through channels to the Career Captain.

Damaged gear must be produced before replacement by Station 73 will be made.  In the event of stolen item, a police report will be required.

Any equipment that is lost, stolen, or damaged, due to the negligence of the VFF, may subject that VFF to pay its replacement cost.  The Operations Division Chief makes determination of negligence.

In the event that equipment loss or damage has occurred, the Career Company Officer will prepare documentation and recommend the appropriate action for the Battalion Chief’s review.
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