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Introduction 
 

Welcome to the De Beque Fire Protection District. 

 
This Employee Handbook is designed and intended to be a resource to acquaint employees with both 
the Fire Protection District and to provide information and guidance in your work here at the De Beque 
Fire Protection District.  Please read through the handbook carefully.  This handbook is not all inclusive 
but intended to provide employees with a summary of the Fire Protection DistrictΩǎ ƎǳƛŘŜƭƛƴŜǎΦ  LŦ ȅƻǳ 
have questions concerning the contents of this handbook please ask your immediate supervisor or the 
District Fire Chief.  Understanding the contents of the handbook will enhance your employment here at 
the De Beque Fire Protection District.  Copies of this manual are available on the Fire Protection District 
website at www.debequefire.org under the employee documents, by pdf on cd or upon request, a paper 
copy will be printed for you.  Your signature on the acknowledgment page signifies that you have 
received a copy of the handbook and you understand policies contained in the handbook.  Assistance is 
available through your supervisor or the District Fire Chief in understanding the policies.   
 
   Occasionally the need will arise to change the guidelines described in this Handbook.  Constructive 
suggestions are welcomed so that we may improve not only this manual but the Fire Protection District 
as a whole.  Suggestions should be submitted through the proper channels in written form.  The De 
Beque Fire Protection District reserves the right to interpret them or to change them without prior 
notice.  Current, adopted manuals will supersede all previous policies.  It is the responsibility of the 
employee to be up to date on all policies.  I hope that you will have a long and successful career with the 
De Beque Fire Protection District. 
 
Michael Harvey 
District Fire Chief 
 March 13th 2018 
  

http://www.debequefire.org/
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At Will 

 

EMPLOYMENT AT THE DE BEQUE FIRE PROTECTION DISTRICT IS AT-WILL, UNLESS OTHERWISE 

EXPRESSLY STATED IN A WRITTEN AGREEMENT OF EMPLOYMENT SIGNED BY THE FIRE PROTECTION 

DISTRICT BOARD PRESIDENT.  AN AT-WILL RELATIONSHIP, THE EMPLOYEES HAVE THE RIGHT TO END 

THEIR WORK RELATIONSHIP WITH THE FIRE PROTECTION DISTRICT, WITH OR WITHOUT ADVANCE 

NOTICE FOR ANY REASON, AS DOES THE FIRE PROTECTION DISTRICT. THE LANGUAGE USED IN THIS 

HANDBOOK AND ANY VERBAL STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO 

CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESSED OR IMPLIED, NOR ARE THEY A 

GUARANTEE OF EMPLOYMENT FOR A SPECIFIC DURATION.  NO REPRESENTATIVE OF THE FIRE 

PROTECTION DISTRICT OTHER THAN THE DISTRICT BOARD PRESIDENT HAS THE AUTHORITY TO ENTER 

INTO AN AGREEMENT OF EMPLOYMENT. 

 

Notice of gender use 
 

    In the use of the Handbook, we have avoided the use of specific gender pronouns whenever 
possible.  However, where such avoidance is not possible and would have led to awkward 
sentences, we have referred to the masculine pronoun.  This use should be considered to refer to 
both genders equally.  
 
Employee Handbook, Policies, and Procedures, Standard Operating Guidelines 

 

This Handbook provides an overview of some of the critical Standard Administrative Policies (SAP) 
the Fire District employees are expected to follow.  Employees should also reference the Standard 
Operating Guidelines that outline EMS and fire operations and is a separate document from the 
Employee Handbook.  
  
The accepted date of this handbook or policies contained within the handbook supersedes any prior 
policies or handbooks.   
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About the De Beque Fire Protection District 
 
The De Beque Fire Protection District (άǘƘŜ Fire Protection Districtέ ƻǊ ά5Ct5έύ ƛǎ ŎƻƳǇǊƛǎŜŘ ƻŦ 767 
square miles.  The Fire Protection District was formed in January 2008.   The Fire Protection District 
is located in two counties, Garfield County, and Mesa County.  63% of the Fire Protection District is 
located within Garfield County.   
The majority of industry in the District is gas and oil production along with agriculture production.  
In 2014, the Town of De Beque passed a bill allowing the sale of retail cannabis within the town 
limits.  The De Beque Fire Protection District does not receive income from the sale of cannabis and 
is 95% dependent on the assessed value of gas and oil production.   
In 2014, the De Beque Fire Protection District adopted the Strategic Plan.  This plan provides a road- 
map into the future for the De Beque Fire Protection District.  In 2016 the Fire District moved into a 
new fire facility. The 15,000 square foot new fire station facility made possible by a $2- million 
dollar energy impact grant from DOLA.  The Fire Department held its first recorded meeting in 
December of 1922.  Since that time the Fire Protection District has enjoyed a long and rich history 
of service to the community.  We look forward to your participation in the future of the District and 
to provide that extra personalized service we all can offer.  
 

Mission Statement 
It is the mission of the De Beque Fire Protection District to provide the highest level of quality and 
service to protect life and property to our community.   
 

Vision Statement 
It is the vision of the De Beque Fire Protection District to provide timely, professional responses to 

emergency service incidents.  We will be accountable to those we serve, each other and any other 

agencies we interact with and through dedication, comprehensive training, teamwork and gracious 

professionalism we will accomplish our vision.  

 

Core Values 

 

Our core value is anchored in Service.  Our defining values include:  

ü Service 
ü Duty 
ü Honor 
ü Compassion 
ü Integrity 
ü Stewardship 
ü Professionalism 
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Customer Service 
     The expectation of the De Beque Fire Protection District is to provide exceptional customer service.  

This service expectation starts with each individual employee of the Fire Protection District and 

continues from the bottom up, to the Board level.  Great customer service is not just while you are on 

calls.  The De Beque Fire Protection District is a low call volume department, meaning that you will have 

long hours of down time.  The Fire Protection District is not just about running calls.  In the downtime, it 

is imperative that employees keep busy.  The following items provide you with some of the expectations 

of you for exceptional customer service.  Being a small department is no excuse for poor skills or service.  

This list is not all inclusive.  

¶ Be aware of your actions ς On and off duty.  Nothing irritates taxpayers more than to see 

firefighters standing around visiting with each other and not working.  Be aware.  

¶ Keep busy ς Idle hands create internal problems. 

¶ Attitude- Your attitude is 98% of your success in any job.  We are public servants ς here to serve 

the public.  No matter what rank you may be, each individual is important to the operations of 

this Fire District.  You will be frustrated at times.  There are appropriate channels to convey 

messages.  Bad language, talking poorly about fellow employees are not tolerated. 

¶ Skill Mastery ς It is up to you to be prepared and practice your skills.  The art of mastery takes 

time and dedication.  Use your down time to practice your pump operations, initial attack and 

donning and doffing your PPE and SCBA and EMS skills. 

 

Spirit of Cooperation 
The fire and EMS service is a dynamic and exciting job.  Not all policies can cover every situation.  

The Fire District expectation is that personnel cooperate in a positive manner with each other to 

meet the mission and goals of the fire district.  Intentionally creating discord within the fire district is 

discouraged.  
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Firefighter Code of Ethics 
 
I understand that I have the responsibility to conduct myself in a manner that reflects proper ethical  
behavior and integrity. In so doing, I will help foster a continuing positive public perception of the fire 
service. Therefore, I pledge the following... 
 
ω !ƭǿŀȅǎ ŎƻƴŘǳŎǘ ƳȅǎŜƭŦΣ ƻƴ ŀƴŘ ƻŦŦ Řǳty, in a manner that reflects positively on myself, my  
   department and the fire service in general.  
ω !ŎŎŜǇǘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ Ƴȅ ŀŎǘƛƻƴǎ ŀƴŘ ŦƻǊ ǘƘŜ ŎƻƴǎŜǉǳŜƴŎŜǎ ƻŦ Ƴȅ ŀŎǘƛƻƴǎΦ  
ω {ǳǇǇƻǊǘ ǘƘŜ ŎƻƴŎŜǇǘ ƻŦ ŦŀƛǊƴŜǎǎ ŀƴŘ ǘƘŜ ǾŀƭǳŜ ƻŦ ŘƛǾŜǊǎŜ ǘƘƻǳƎƘǘǎ ŀƴŘ opinions.  
ω !ǾƻƛŘ ǎƛǘǳŀǘƛƻƴǎ ǘƘŀǘ ǿƻǳƭŘ ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘ ǘƘŜ ŎǊŜŘƛōƛƭƛǘȅ ƻǊ ǇǳōƭƛŎ ǇŜǊŎŜǇǘƛƻƴ ƻŦ ǘƘŜ ŦƛǊŜ  
   service profession.  
ω .Ŝ ǘǊǳǘƘŦǳƭ ŀƴŘ ƘƻƴŜǎǘ ŀǘ ŀƭƭ ǘƛƳŜǎ ŀƴŘ ǊŜǇƻǊǘ ƛƴǎǘŀƴŎŜǎ ƻŦ ŎƘŜŀǘƛƴƎ ƻǊ ƻǘƘŜǊ ŘƛǎƘƻƴŜǎǘ ŀŎǘǎ ǘƘŀǘ  
   compromise the integrity of the fire service.  
ω /ƻƴŘǳŎǘ Ƴȅ ǇŜǊǎƻƴŀƭ ŀŦŦŀƛǊǎ ƛƴ ŀ ƳŀƴƴŜǊ ǘƘŀǘ ŘƻŜǎ ƴƻǘ ƛƳǇǊƻǇŜǊƭȅ ƛƴŦƭǳŜƴŎŜ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ  
   my duties, or bring discredit to my organization.  
ω .Ŝ ǊŜǎǇŜŎǘŦǳƭ ŀƴŘ ŎƻƴǎŎƛƻǳǎ ƻŦ ŜŀŎƘ ƳŜƳōŜǊΩǎ ǎŀŦŜǘȅ ŀnd welfare.  
ω wŜŎƻƎƴƛȊŜ ǘƘŀǘ L ǎŜǊǾŜ ƛƴ ŀ Ǉƻǎƛǘƛƻƴ ƻŦ ǇǳōƭƛŎ ǘǊǳǎǘ ǘƘŀǘ ǊŜǉǳƛǊŜǎ ǎǘŜǿŀǊŘǎƘƛǇ ƛƴ ǘƘŜ ƘƻƴŜǎǘ ŀƴŘ  
    efficient use of publicly owned resources, including uniforms, facilities, vehicles and equipment  
    and that these are protected from misuse and theft.  
ω 9ȄŜǊŎƛǎŜ ǇǊƻŦŜǎǎƛƻƴŀƭƛǎƳΣ ŎƻƳǇŜǘŜƴŎŜΣ ǊŜǎǇŜŎǘ ŀƴŘ ƭƻȅŀƭǘȅ ƛƴ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ Ƴȅ ŘǳǘƛŜǎ ŀƴŘ  
    use information, confidential or otherwise, gained by virtue of my position, only to benefit those I  
    am entrusted to serve.  
ω !ǾƻƛŘ financial investments, outside employment, outside business interests or activities that 
   conflict with or are enhanced by my official position or have the potential to create the perception 
   of impropriety.  
ω bŜǾŜǊ ǇǊƻǇƻǎŜ ƻǊ ŀŎŎŜǇǘ ǇŜǊǎƻƴŀƭ ǊŜǿŀǊŘǎΣ special privileges, benefits, advancement, honors or 
   gifts that may create a conflict of interest, or the appearance thereof.  
ω bŜǾŜǊ ŜƴƎŀƎŜ ƛƴ ŀŎǘƛǾƛǘƛŜǎ ƛƴǾƻƭǾƛƴƎ ŀƭŎƻƘƻƭ ƻǊ ƻǘƘŜǊ ǎǳōǎǘŀƴŎŜ ǳǎŜ ƻǊ ŀōǳǎŜ ǘƘŀǘ Ŏŀƴ ƛƳǇŀƛǊ Ƴȅ 
   mental state or the performance of my duties and compromise safety.  
ω bŜǾŜǊ ŘƛǎŎǊƛƳƛƴŀǘŜ ƻƴ ǘƘŜ ōŀǎƛǎ ƻŦ ǊŀŎŜΣ ǊŜƭƛƎƛƻƴΣ ŎƻƭƻǊΣ ŎǊŜŜŘΣ ŀƎŜΣ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΣ ƴŀǘƛƻƴŀƭ ƻǊƛƎƛƴΣ 
   ancestry, gender, sexual preference, medical condition or handicap.  
ω bŜǾŜǊ ƘŀǊŀǎǎΣ ƛƴǘƛƳƛŘŀǘŜ ƻǊ ǘƘǊŜaten fellow members of the service or the public and stop or  
    report the actions of other firefighters who engage in such behaviors.  
ω wŜǎǇƻƴǎƛōƭȅ ǳǎŜ ǎƻŎƛŀƭ ƴŜǘǿƻǊƪƛƴƎΣ ŜƭŜŎǘǊƻƴƛŎ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎΣ ƻǊ ƻǘƘŜǊ ƳŜŘƛŀ ǘŜŎƘƴƻƭƻƎȅ 
   opportunities in a manner that does not discredit, dishonor or embarrass my organization, the fire 
   service and the public. I also understand that failure to resolve or report inappropriate use of this 
   media equates to condoning this behavior.  

 
Developed by the National Society of Executive Fire Officers 
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Citizen Complaint Procedure 

  
The De Beque Fire Protection District shall handle all complaints against its employees seriously and 
professionally. This policy establishes the guidelines for the handling of citizen complaints against  
DFPD employees.  
 
POLICY 
 
This policy establishes the process for receipt, investigation, and resolution of complaints received by 
Fire Protection District employees concerning the professional or personal conduct, behavior, action, or 
inaction of one or more employees and those complaints that concern the Fire Protection District as a 
whole.  
It is imperative that an investigation is conducted on every complaint to ensure the innocent are  
exonerated and that the Fire Protection District is responsive to improvement opportunities.  
Complaints will generally allege a violation of a district rule, policy, or procedure. Complaints that 
involve an alleged violation of law may cause the involvement of appropriate law enforcement agencies. 
All complaints will be heard by an officer, specifically a shift Captain. When possible, complaints should 
be transmitted in writing to ensure the accuracy of events for investigative purposes.  
All complaints will cause the notification of the District Fire Chief.   All complaints will be documented on 
the approved Fire Protection District reporting form.   
 
Complaint Procedure  
 

1. Complaints may be received by any officer, but can only be investigated by the District Fire 
Chief.  
All formal complaints from citizens require the gathering of contact information and, if possible, 
a written statement.  

2. The investigation into a complaint shall involve a comprehensive and impartial approach to 
finding the facts of the situation and determining any policy, rule, or law violations.  

3. Information from an Officer shall be forwarded to the District Fire Chief for investigation and 
final determination.  

4. Any member being investigated shall be notified prior to the completion of the investigation. 
Their version of the events shall be documented.  

5. When the investigation provides evidence of a criminal activity, the District Fire Chief shall cause 
the notification of the Fire Protection District Board and attorney for the Fire Protection District.  

 
Resolution of Complaint  
The result of the complaint investigation shall be communicated to all parties to the investigation. No 
record will be maintained in individual employee records for complaints found to be unconfirmed. 
Complaints that result in disciplinary action shall be documented in employee records based on current 
department practice.  Information on complaints, as logged on unusual circumstance forms, shall be 
maintained for data purposes.  
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Employee Expectations 

 

This is a not an inclusive list of employee expectations: 

Arrive on time and ready for work.  Be ready for pass down. 

Park in the parking lot. 

Bring ǿƘŀǘ ȅƻǳ ƴŜŜŘ ŦƻǊ ȅƻǳǊ ǎƘƛŦǘΦ  5ƻ ƴƻǘ Ǉƭŀƴ ƻƴ άL Ƨǳǎǘ ƴŜŜŘ ǘƻ Ǌǳƴ ƘƻƳŜ ǘƻΧέΦ 

Complete your incidents reports before leaving shift. 

Complete your time reports before leaving shift. 

Clean up after yourself before you leave your shift. 

Check that all equipment and apparatus are clean and ready for response. 

Get along with people.  Be positive. 

You are being paid by the tax payers to be here.  Work on personal projects when that is allowed. 

5ƻƴΩǘ Ƨǳǎǘ ǎƛǘ ƛƴ ǘƘŜ ŘŀȅǊƻƻƳΦ   

Running calls is only part of what we do, find projects to do during down time.  

Tobacco products are not allowed. 

Put your things away at the end of your shift.  These include towels and shower items. 

Put your bunker gear away when you are off shift.  

Communicate positively with your fellow workers.  Many people do not know how to communicate 

positively with fellow workers.  If you need help with this let your supervisor know.  

5ƻƴΩǘ ǘŀƪŜ ƻǘƘŜǊ ǇŜƻǇƭŜΩǎ stuff. 

Use appropriate language.  Inappropriate jokes and suggestions should be avoided.  

Use LCES on all incidents. 
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De Beque Fire Protection District Organizational Chart 2015 
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Employment Practices 

 

Board Employee Policy 
 

The Board of Directors has determined that the "incompatibility of offices" doctrine prohibits a Director 

from also being a De Beque Fire Protection District employee.  Accordingly, a De Beque Fire Protection 

District employee or volunteer must resign from De Beque Fire Protection District immediately upon 

becoming a member of the De Beque Fire Protection District Board of Directors.  A De Beque Fire 

Protection District employee who fails or refuses to resign will be terminated.  A Board member's 

application for employment or service with the De Beque Fire Protection District will not be considered, 

and the Board member will not be employed by or allowed to serve, De Beque Fire Protection District 

for the period that he or she serves as a Board member. 
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EQUAL EMPLOYMENT OPPORTUNITY / ANTI-HARASSMENT  

 The De Beque Fire Protection District provides equal employment opportunities (EEO) to all employees 
and applicants for employment without regard to race, color, religion, gender, sexual orientation, 
gender identity or expression, national origin, age 40 or over, genetic information, disability, or veteran 
status.  In addition to federal law requirements, De Beque Fire Protection District complies with 
applicable state and local laws governing nondiscrimination in employment. This policy applies to all 
terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, 
layoff, recall, transfer, leaves of absence, compensation and training. 

De Beque Fire Protection District expressly prohibits any form of workplace discrimination or 
harassment based on race, color, religion, gender, sexual orientation, gender identity or expression, 
national origin, age 40 or over, genetic information, disability, or veteran status. Improper interference 
with the ability of De Beque Fire Protection DistrictΩǎ ŜƳǇƭƻȅŜŜǎ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜƛǊ Ƨƻō ŘǳǘƛŜǎ Ƴŀȅ ǊŜǎǳƭǘ ƛƴ 
discipline up to and including discharge. 
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ADA/ADAAA Policy 

Purpose 

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act (ADAAA) 
are federal laws that require employers with 15 or more employees to not discriminate against 
applicants and individuals with disabilities and, when needed, to provide reasonable accommodations to 
applicants and employees who are qualified for a job, with or without reasonable accommodations, so 
that they may perform the essential job duties of the position. 

It is the policy of the De Beque Fire Protection District to comply with all federal and state laws 
concerning the employment of persons with disabilities. Furthermore, it is the company policy not to 
discriminate against qualified individuals with disabilities in regard to application procedures, hiring, 
advancement, discharge, compensation, training or other terms, conditions and privileges of 
employment. 

Procedures 

When an individual with a disability requests accommodation and can be reasonably accommodated 
without creating an undue hardship or causing a direct threat to workplace safety, he or she will be 
given the same consideration for employment as any other applicant. Applicants who pose a direct 
threat to the health, safety and well-being of themselves or others in the workplace when the threat 
cannot be eliminated by reasonable accommodation will not be hired. 

De Beque Fire Protection District will reasonably accommodate qualified individuals with a disability so 
that they can perform the essential functions of a job unless doing so causes a direct threat to those 
individuals or others in the workplace.  If the threat cannot be eliminated by reasonable accommodation 
or if the accommodation creates an undue hardship to the De Beque Fire Protection District, the 
individual will not be hired. Contact the District Fire Chief with any questions or requests for 
accommodation.  

All employees are required to comply with the Fire Protection DistrictΩǎ safety standards. Current 
employees who pose a direct threat to the health or safety of themselves or other individuals in the 
workplace will be placed on leave until an organizational decision has been made in regard to the 
ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ŜƳǇƭƻȅƳŜƴt situation. 

Individuals who are currently using illegal drugs are excluded from coverage under the company ADA 
policy. 
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Terms Used in This Policy 

As used in this ADA policy, the following terms have the indicated meaning:  

1. Disability: A physical or mental impairment that substantially limits one or more major life 
activities of the individual, a record of such an impairment, or being regarded as having such an 
impairment. 

2. Major life activities: Term includes caring for oneself, performing manual tasks, seeing, hearing, 
eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating and working. 

3. Major bodily functions: Term includes physical or mental impairment such as any physiological 
disorder or condition, cosmetic disfigurement or anatomical loss affecting one or more body 
systems, such as neurological, musculoskeletal, special sense organs, respiratory (including 
speech organs), cardiovascular, reproductive, digestive, genitourinary, immune, circulatory, 
hemic, lymphatic, skin and endocrine. Also covered are any mental or psychological disorders, 
ǎǳŎƘ ŀǎ ƛƴǘŜƭƭŜŎǘǳŀƭ Řƛǎŀōƛƭƛǘȅ όŦƻǊƳŜǊƭȅ ǘŜǊƳŜŘ άƳŜƴǘŀƭ ǊŜǘŀǊŘŀǘƛƻƴέύΣ ƻǊƎŀƴƛŎ ōǊŀƛƴ ǎȅƴŘǊƻƳŜΣ 
emotional or mental illness and specific learning disabilities. 

4. Substantially limiting: In accordance with the ADAAA final regulations, the determination of 
whether an impairment substantially limits a major life activity requires an individualized 
assessment, and an impairment that is episodic or in remission may also meet the definition of 
disability if it would substantially limit a major life activity when active. Some examples of these 
types of impairments may include epilepsy, hypertension, asthma, diabetes, major depressive 
disorder, bipolar disorder, and schizophrenia. An impairment, such as cancer that is in remission 
but that may possibly return in a substantially limiting form, is also considered a disability under 
EEOC final ADAAA regulations. 

5. Direct threat: A significant risk to the health, safety or well-being of individuals with disabilities 
or others when this risk cannot be eliminated by reasonable accommodation. 

6. Qualified individual: An individual who, with or without reasonable accommodation, can 
perform the essential functions of the employment position that such individual holds or 
desires. 

7. Reasonable accommodation: May include any changes to the work environment and may 
include making existing facilities readily accessible to and usable by individuals with disabilities, 
job restructuring, part-time or modified work schedules, telecommuting, reassignment to a 
vacant position, acquisition or modification of equipment or devices, appropriate adjustment or 
modifications of examinations, training materials or policies, the provision of qualified readers 
or interpreters, and other similar accommodations for individuals with disabilities.  The District 
will make a determination as to whether any particular accommodation is reasonable on a case-
by-case basis.  
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8. Undue hardship: An action requiring significant difficulty or expense by the employer. In 
determining whether an accommodation would impose an undue hardship on a covered entity, 
factors to be considered include: 

o The nature and cost of the accommodation. 
o The overall financial resources of the facility or facilities involved in the provision of the 

reasonable accommodation, the number of persons employed at such facility, the effect 
on expenses and resources, or the impact of such accommodation on the operation of 
the facility. 

o The overall financial resources of the employer; the size, number, type, and location of 
facilities. 

o The type of operations of the company, including the composition, structure, and 
functions of the workforce; the administrative, or fiscal relationship of the particular 
facility involved in making the accommodation to the employer.  

¶ Essential functions of the job: Term refers to those job activities that are determined by the 
employer to be essential or core to performing the job; these functions cannot be modified.  
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Harassment 

DFPD prohibits unlawful harassment and inappropriate conduct. Harassment is unwelcome conduct 
that is based on race, color, religion, sex (including pregnancy), national origin, age (40 or older), 
disability or genetic information. Harassment becomes unlawful where 1) enduring the offensive 
conduct becomes a condition of continued employment, or 2) the conduct is severe or pervasive 
enough to create a work environment that a reasonable person would consider intimidating, hostile, 
or abusive. 

This applies to the conduct of DFPD employee in District facilities; at District-sponsored functions or 
events; at District vendor, supplier or customer facilities; and at any other time or location while 
acting as an employee or representative of the District. Furthermore, the District has established 
appropriate procedures to ensure that non-employee (vendors, suppliers, customers, etc.) doing 
business on District premises are also made aware of the intent of this policy. 

Petty slights, annoyances, and isolated incidents (unless extremely serious) will not rise to the level 
of illegality. To be unlawful, the conduct must create a work environment that would be intimidating, 
hostile, or offensive to reasonable people. 

Offensive conduct may include, but is not limited to, offensive jokes, slurs, epithets or name calling, 
physical assaults or threats, intimidation, ridicule or mockery, insults or put-downs, offensive objects 
or pictures, and interference with work performance. 

Sexual Harassment 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other 

verbal, visual or physical conduct of a sexual nature, when: 

¶ submission to such conduct is made either explicitly or implicitly a term or condition of an 

ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅƳŜƴǘΤ 

¶ submission to or rejection of such conduct by an individual is  used as the basis for 

employment decisions affecting such individual; or 

¶ such conduct has the purpose or ŜŦŦŜŎǘ ƻŦ ǳƴǊŜŀǎƻƴŀōƭȅ ƛƴǘŜǊŦŜǊƛƴƎ ǿƛǘƘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǿƻǊƪ 

performance or creating an intimidating, hostile or offensive working environment. 

Examples of sexual harassment include: unwelcome or unsolicited sexual advances; displaying 

sexually suggestive material; unwelcome sexual flirtations, advances or propositions; suggestive 

comments; verbal abuse of a sexual nature; sexually-oriented jokes; crude or vulgar language or 

gestures; graphic or verbal commentaries about an indiviŘǳŀƭΩǎ ōƻŘȅΤ ŘƛǎǇƭŀȅ ƻǊ ŘƛǎǘǊƛōǳǘƛƻƴ ƻŦ 

ƻōǎŎŜƴŜ ƳŀǘŜǊƛŀƭǎΤ ǇƘȅǎƛŎŀƭ ŎƻƴǘŀŎǘ ǎǳŎƘ ŀǎ ǇŀǘǘƛƴƎΣ ǇƛƴŎƘƛƴƎ ƻǊ ōǊǳǎƘƛƴƎ ŀƎŀƛƴǎǘ ǎƻƳŜƻƴŜΩǎ ōƻŘȅΤ ƻǊ 

physical assault of a sexual nature.  
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Discrimination and Harassment Reporting:  
A. Complaints of discrimination, harassment or any violation of the Equal Employment 

Opportunity / Anti-Harassment Policy are to be brought to the attention of management by 
any one of the following options:  

 
¶ ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ǎǳǇŜǊǾƛǎƻǊΤ ƻǊ  

¶ The District Fire Chief.  

¶ If the complaint is directly against the District Fire Chief, the employee or applicant also 
has the option of notifying the President of the Board.  

 
B. Employees are not required to directly confront persons who are the source of the 

harassment or closely associated with that person, nor is the use of the normal chain of 
command required in bringing forth a concern of harassment. Employees should be aware 
that any manager or supervisor who receives a complaint of harassment from an employee, 
or who otherwise knows or has reason to believe that an employee is being subjected to 
unlawful harassment, is obligated to report the incident promptly to the District Fire Chief 
for investigation.  

C. All employees are expected to cooperate in harassment investigations if asked. Failure to do 
so may result in disciplinary action.  

D. Any complaint of harassment will be taken seriously and thoroughly investigated. Upon 
receipt of a harassment complaint, the Fire Protection District will immediately initiate an 
investigation. DFPD may, at its discretion, utilize a neutral third-party investigator to address 
harassment allegations. DFPD will make every effort to ensure that those named in a 
complaint will not be part of the investigative team or efforts.  

E. Investigation and handling of the complaint of alleged harassment shall be handled as a 
highly sensitive employee matter. All communications regarding this subject shall be kept in 
confidence to the greatest extent possible, understanding that the investigative process 
may require some additional discussion.  

F. If the complaint is determined to be valid, the person(s) responsible for the harassment will 
face immediate and appropriate disciplinary action based on such factors as the severity of 
the incident(s). Disciplinary action may include warnings, suspensions, demotion, or 
termination.  

G. Any employee, who, in good faith, brings forth a complaint of harassment, shall be free 
from any form of retaliation or reprisal on the part of management or other employees. 
Likewise, any employee who participates in good faith in the investigative process shall be 
free from any form of retaliation or reprisal on the part of management or other employees. 
Any such retaliation or acts of reprisal also will result in disciplinary action, up to and 
including termination of employment.  

H. The Fire Protection District trusts that all employees of DFPD will continue to act responsibly 
to establish a working environment free of discrimination and harassment. 
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Non-Retaliation / False Reports:  

The De Beque Fire Protection District recognizes that making false accusations or discrimination in 
bad faith can have serious outcomes for those wrongly accused.  The De Beque Fire Protection 
District prohibits employees from deliberately making false statements or malicious discrimination 
allegations against people.   Providing false information during the course of an investigation is 
subject to disciplinary action, up to and including termination. The District prohibits retaliation 
made against anyone who files a good faith complaint of discrimination, or who participates in any 
related investigation.  
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PHYSICAL EXAMINATIONS  

All current or prospective employees of the De Beque Fire Protection District, as well as any other 
employees that may be required to work in an IDLH atmosphere or in any type of emergency 
response capacity are required to have physical examinations prior to employment to ensure 
employees are physically capable of fulfilling the essential functions of the position to which they 
will be assigned. Also, annual physical examination/testing are required for current employees 
whose positions require working in an IDLH atmosphere.  

Physical Examination Guidelines for Applicants and New Hires:  
A. Potential employees will receive a Conditional Offer of Employment and will be required to 

undergo a physical examination ǘƘǊƻǳƎƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŘŜǎƛƎƴŀǘŜŘ ƳŜŘƛŎŀƭ ǇǊƻǾƛŘŜǊΦ  
B. In the event, the potential employee does not pass the physical examination/testing, the 

Conditional Offer of Employment may be withdrawn.  Each case will be evaluated 
individually.  

C. New employees are required to complete the health form questionnaire for pre-existing 
conditions and should be completed at the time of the physical.  This form will be retained 
ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Employee file. If a condition that existed prior to employment has been 
resolved, potential employees should discuss their situation with the district-appointed 
ǇƘȅǎƛŎƛŀƴ ŀƴŘ ƘŀǾŜ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴƴƻǘŀǘŜŘ ƛƴ ŜƳǇƭƻȅŜŜΩǎ ƳŜŘƛŎŀƭ ŦƛƭŜΦ  

 

Guidelines for Recurring Physicals for Operational Employee:  
A. Operational employees and any other employees whose positions require working in an 

IDLH atmosphere or responding to emergency incidents will be required to undergo an 
annual physical examination/testing to ensure the physical standards continue to be met.  

B. If an employee is unable to meet the physical requirements of their current position, the 
employee will be relieved of their duties.  The Fire Protection District may elect to allow the 
employee a time frame in order to meet the physical requirements.   

C. LŦ ŀƴƻǘƘŜǊ Ǉƻǎƛǘƛƻƴ ƛǎ ǳƴŀǾŀƛƭŀōƭŜΣ ŀƴŘ ǘƘŜ ǇŜǊǎƻƴΩǎ ƳŜŘƛŎŀƭ ǇǊƻōƭŜƳǎ ŀǊŜ ŀǘǘǊƛōǳǘŀōƭŜ ǘƻ ŀ 
work-related injury or illness, the employee may be assigned to the vacant position.  Each 
case will be evaluated on an individual basis.   

D. Arbitration: In the event the employee disagrees with the opinion of the Fire Protection 
District Physician, the employee can seek a second medical opinion by a physician of his/her 
choice. The employee shall assume responsibility for payment of this examination. The 
Designated 5ƛǎǘǊƛŎǘ tƘȅǎƛŎƛŀƴ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎƛŀƴ ǿƛƭƭ ŎƻƴŦŜǊ ǘƻ ŘƛǎŎǳǎǎ ǘƘŜ 
examination results. If there is no agreement, a third medical opinion will be obtained from 
ŀ ǇƘȅǎƛŎƛŀƴ ǎŜƭŜŎǘŜŘ ōȅ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ tƘȅǎƛŎƛŀƴ ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎƛŀƴΦ LƴŘŜǇŜƴŘŜƴǘ 
Medical Examination (IME) cost of this third medical opinion will be shared equally by the 
Fire Protection District and employee. The three physicians will confer and the consensus 
medical opinion will be determined.  
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Fitness Assessments for Operational Employees:  

The De Beque Fire Protection District recognizes the importance of physical fitness.  A physical 
evaluation may be provided to all Operational employee; such evaluation shall serve as a non-
punitive, non-ŎƻƳǇŜǘƛǘƛǾŜ ƳŜŀǎǳǊŜƳŜƴǘ ƻŦ ŀ ƳŜƳōŜǊΩǎ ŦƛǘƴŜǎǎ ƭŜǾŜl. This information will assist the 
employee in providing individualized information to assist them in making make informed decisions 
towards comprehensive fitness. 

Annual Arduous Fitness test 

¶ All front line operational employee are required to maintain a fitness level to arduous 
level compliant with NWCG standards.  

¶ Appropriate Level of Testing: Employees may only complete the level of testing (pack, 
field, and walk) required by the highest fitness level identified for a position (arduous, 
moderate, light) on their incident qualification card.  Employees will not take the WCT 
(work capacity testing) unless they have an incident qualification that requires it, and 
only at the fitness level required by that position.  All testing shall be in compliance with 
NWCG standards on Work Capacity Testing. 

¶ Employees whose positions require that they pass the WCT but cannot pass it shall be 
given three attempts to pass before permanent action is initiated to address their 
fitness limitations. And, for those employees who cannot pass the physical examination 
to take the WCT, permanent action will be initiated to address their fitness limitations.  
For any level of the WCT, a permanent and temporary employee ǿƘƻ Řƻ ƴƻǘ Ŧƛƭƭ άŦƛǊŜ 
Ǉƻǎƛǘƛƻƴǎέ ŀƴŘ ƻƴƭȅ ǇŜǊŦƻǊƳ ŦƛǊŜŦƛƎƘǘŜǊ ŀǎǎƛƎnments as a supplementary duty, may be 
retested as many times as management deems appropriate. 

¶ Employees shall follow accepted standards in performing the WCT.  The test shall be 
administered according to NWCG standards.  At no time shall an employee wear 
additional weight, gear or bunker gear.   

¶ Not following the accepted standards for the WCT (length, time, weight), may result in 
disciplinary action including termination.  

 

Physical Conditioning 
Shift personnel will work on physical conditioning each day of their shift.  48-hour shift will equal two 

work outs.  Personnel shall spend a minimum of 30 minutes per day of physical activity.  This physical 

conditioning may be exempted due to high call volumes or if personnel have been expending physical 

activity in the course of a call.  Shift Supervisor will have the discretion for exemption.  Physical 

conditioning ǿƛƭƭ ōŜ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ¢ŀǊƎŜǘ {ƻƭǳǘƛƻƴǎΦ  9ȄǘǊŜƳŜ ǿƻǊƪƻǳǘǎ ǎǳŎƘ ŀǎ άƛƴǎŀƴƛǘȅέ ŀǊŜ 

prohibited.  Personnel shall report all conditioning related injuries immediately.  The Fire District will 

investigate fully all work-out related injuries to determine validation of the injury.  
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EMPLOYMENT OF RELATIVES / RELATIONSHIPS  

 

To prevent potential problems with supervision, safety, security, and morale that may arise from the 
employment of relatives. 
 
Definition:  

For this purpose, relatives ŀǊŜ ŘŜŦƛƴŜŘ ŀǎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΣ ǎƛƎƴƛŦƛŎŀƴǘ ƻǘƘŜǊǎ ǿƘƻ ǊŜǎƛŘŜ ǿƛǘƘƛƴ ǘƘŜ 
same household, or anyone within the following relationships, either with the employee or the 
ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΥ ǇŀǊŜƴǘΣ ǎǘŜǇǇŀǊŜƴǘΣ ǎƻƴΣ ŘŀǳƎƘǘŜǊΣ ǎǘŜǇǎƻƴΣ ǎǘŜǇŘŀǳƎƘǘŜǊΣ ōǊƻǘƘŜǊ, sister, 
grandparent, grandchild, aunt, uncle, niece, or nephew.  
 
Guidelines:  

A. Applications for employment from close family relatives will be considered with other qualified 
applications when employment vacancies occur. However, some restrictions on placement 
within the organization will apply to assist in preventing problems with supervision, safety, 
security, and morale.  

B. Relatives may not regularly work for the same immediate supervisor, regularly directly supervise 
their DFPD-employed relatives, or be in a position to influence the chain-of-command.  

C. If, during the course of employment, two employees become related, resulting in a conflict to 
this policy, consideration shall be given to adjusting the work assignments. The District Fire Chief 
shall review each situation on an individual basis and determine the necessary adjustment to 
the work assignments of the individuals involved.  

D. No official of the Fire Protection District shall appoint, influence, or vote for the appointment of 
any person related to him according to the above definition. 
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ORIENTATION PROGRAM  

During an employŜŜΩǎ first few weeks of employment, they will participate in an orientation program 
conducted by the Fire Chief and various employees of the Fire District. During this program the new 
employee will receive important information regarding the performance requirements of their position; 
basic Fire Protection District policies, affirmative action plans, compensation, and benefits programs, 
plus other information necessary to acquaint the employee with your job and the Fire Protection 
District. The new employee will also be asked to complete all necessary paperwork, such as medical 
benefits plan enrollment forms, beneficiary designation forms, and appropriate federal, state and local 
tax forms. At this time, they will be required to present the Fire Protection District with information 
establishing their identity and their eligibility to work in the United States in accordance with applicable 
federal laws.  
 
Note to the Employee: 
Please use this orientation program to familiarize yourself with the De Beque Fire Protection District and 
our policies and benefits. Please ask any questions you may have during this program so that you will 
understand all the guidelines that will affect your employment relationship with us. 
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TASK BOOKS  

 

Firefighter Orientation Task Book:  
All new employees will be expected to complete the DFPD Orientation Task Book within the first year of 
employment. The orientation task book is designed to guide employees in their new roles. Once the 
District employee receives a task book, they are expected to complete all aspects with a competent 
rating or above. If it is not completed, the employee will lose their position. 
 
The candidate who has accepted a firefighter/EMS position with the District will receive the orientation 
task book. The orientation task book is intended to ensure proficiency in all phases of firefighting/EMS 
and move up skills. Candidates must demonstrate mastery of the tasks and skills listed in the task book 
in order to be signed off as completed.   
The task book is a written record of the minimum required training and experience necessary to achieve 
a specific position or rank and meet County EMS skill requirements. Each task book will assist you by 
ǎŜǊǾƛƴƎ ŀǎ ŀ άǊƻŀŘ ƳŀǇέ ǘƻ ƎǳƛŘŜ ȅƻǳ ǘƘǊƻǳƎƘ ǘƘŜ ǎǇŜŎƛŦƛŎ ǘŀǎƪǎ ȅƻǳ Ƴǳǎǘ ǇŜǊŦƻǊƳ ŀƴŘ ǘƘŜ ǘǊŀƛƴƛƴƎ ȅƻǳ 
must complete in order to be certified for each specific position. Completion of the entire task book will 
ensure that you have been evaluated in the critical tasks necessary to safely and adequately function in 
that position, without placing the public, your fellow firefighters, or yourself in unnecessary risk.  
 
Mesa County FTO Program:  Within one year of the employees date of hire, shall complete and be 

released from the Medical Advisors FTO program.  Failure to complete the FTO process within one year 

may result in termination.   

 

NWCG TASK BOOKS 
Employees must maintain NWCG and State Wildland Fire Task Books for the position that they are 
qualified for.  Evaluators must be qualified to complete the Task Book for the appropriate position.   
 
Employees are responsible for maintaining and providing their Task Book at the time the function is 
performed.  Tasks book copies for Incident Qualifications will be maintained in the District IQS employee 
file.  Any loss of an employee Task Book will result in the employee starting over in the documentation 
process for re-certification in the system. 
 
Qualified Task Book Evaluators are cleared through the District Fire Chief.  In order for personnel to get 
signed off on task book items, these event must be witnessed by a qualified evaluator at the time of the 
ŜǾŜƴǘΦ  Wǳǎǘ άƎƻƛƴƎέ ƻƴ ŀ Ŏŀƭƭ ŘƻŜǎ ƴƻǘ ǉǳŀƭƛŦȅ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǘƻ ōŜ ǎƛƎƴŜŘ ƻŦŦΦ   
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Hiring Practices 

 

JOB POSTING  
The De Beque Fire Protection District believes in promoting employees from within the organization 
whenever possible, and will give all employees an opportunity to apply for positions in which they are 
interested in and for which they are qualified. Vacancies are normally posted on the District Website 
and through District email.  
In order to be eligible to apply for a posted position, employees must meet the minimum qualifications 
for the position, be an employee in good standing in terms of your overall work record, and generally 
have been in your current position for a minimum of one year.  
Employees are responsible for monitoring job vacancies and for completing and filing a letter of interest 
during the posted period for a specific opening. 
 

PROMOTION  
There are three types of testing for internal promotions/selections: Assessment Center Testing, Oral 
Interview Process, or direct appointment by the District Fire Chief. Employees should reference the 
current job description for the posted position to ensure they meet minimal qualifications before 
applying. Internal announcements for promotional positions will be distributed via email to all employee 
and remain open for a specified period of time. Interested internal applicants who meet the minimum 
qualifications for a given position are required to complete a letter of interest with supporting 
documentation, submit it to the District Fire Chief by the given date, and be available to complete the 
testing/interview process on the established dates. 
 

Testing Components/Types:  
The following components may be included in the promotional process:  
A. Written Test: Candidates may be given a written test covering competencies, roles, and 

responsibilities of the new position.  
B. Assessment Center Testing: Operational positions including Engineer, Captain or Lieutenant, will 

undergo an internal testing and selection process.   
C. Oral Interview Process: The interview process ranges from a simple three-panel interview to the 

possibility of a seven-panel oral board which may occur multiple times.  
D. Direct Appointment by Fire Chief: If there is only one qualified applicant, the Fire Chief reserves the 
ǊƛƎƘǘ ǘƻ ŎƻƴŘǳŎǘ ŀ /ƘƛŜŦΩǎ LƴǘŜǊǾƛŜǿΦ  
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Guidelines for Promotion and Selection:  
A. 9ƭƛƎƛōƛƭƛǘȅ ŦƻǊ ǇǊƻƳƻǘƛƻƴ ǿƛƭƭ ōŜ ŘŜǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀōƛƭƛǘȅ ǘƻ ƳŜŜǘ ǘƘŜ ƳƛƴƛƳǳƳ 

requirements as defined in the job position description. In addition, the employee must have 
maintained a satisfactory performance record.  

B. In screening, testing, and selecting candidates for promotion, management may consider 
attendance, work history, performance appraisal records, performance improvement plans, 
disciplinary actions, education, attitude, compatibility, responsibility, and any job-related 
qualifications.  

C. Internal applicants are required to provide a letter of interest with supporting certifications 
when applying for reclassification, promotion, or assessment testing. The District Fire Chief will 
notify employee ŀǎ ǘƻ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǇǇƭƛŎŀǘƛƻƴ.  

D. Depending upon the nature of the position, written examinations, skills assessment (practical 
evaluations), oral interviews, or any combination thereof may be conducted.  

E. Those applicants who successfully pass the examination/testing process will be placed on an 
eligibility list, with placement based upon the final ranking of scores in the examination process. 
If two or more candidates have the same final score, they shall be ranked in order of their 
practical exam score. If a tie remains, they shall then be ranked by their written score. If a tie 
still remains, the candidates shall be ranked in order of seniority based on the date of hire.  

F. If an employee on an eligibility list is offered a promotion, and subsequently refuses the 
promotion, he/she may remain on the eligibility list. If the employee refuses the promotional 
ƻǇǇƻǊǘǳƴƛǘȅ ŀ ǎŜŎƻƴŘ ǘƛƳŜΣ ǘƘŀǘ ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ ǿƛƭƭ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ  

 
The start date in the new position will be their new anniversary date for purposes of evaluation and 
annual pay adjustment.  
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EMPLOYEE, TRAINING AND MEDICAL FILES  
The District maintains employee, training, and medical files on employees. These contain 
documentation regarding all aspects of tenure with DFPD such as performance appraisals, employee 
action, beneficiary designation, disciplinary warning notices, training documents, medical/physical 
exams, and letters of commendation. You may review your employee, training, and/or medical file, by 
contacting District Administration to schedule a time.  
To ensure your employee, training, and medical files are up-to-date at all times, notify the Fire 
Protection District Administration of any changes in your name, telephone number, home address, 
marital status, the number of dependents, beneficiary designations, scholastic achievements, 
emergency contact information, and so forth as soon as possible. 
 

CHANGE OF ADDRESS  
Employees shall, upon changing their mailing address, notify Fire Protection District Administration 
within 48 hours. 
 

 

OUTSIDE EMPLOYMENT  
 

Outside employment includes the practice of any trade, business, or profession, including self-
employment, and all other non-DFPD employment including any volunteering with another fire or EMS 
related agency. When employees engage in outside work activities, they are required to notify the 
District Fire Chief in writing for review.  The Fire Chief will review the notification and approve or 
disapprove it. If it is disapproved, the employee will have the opportunity to provide additional 
information in person. The decision of the District Fire Chief is final.  Employees shall not engage in 
outside work of a nature that is deemed a conflict of interest or in conflict with the mission of DFPD. 
Outside employment must nƻǘ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŀǎǎƛƎƴŜŘ ŘǳǘƛŜǎ ƻǊ ǿƻǊƪ ƘƻǳǊǎΦ 9a{ 
certified employees employed in another capacity must follow pre-hospital protocols for Mesa County.  
Employees are not allowed to schedule shift trades or cause any overtime situations in order to obtain 
work outside the Fire Protection District.   Employees are to consider any conflict of interest prior to 
outside employment.  
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RESPONDING TO EMERGENCY CALL BACK 
  

Employees may be called back to duty in times of critical staffing needs. All employees will be subject to 
mandatory callbacks.  Personal vehicles with emergency lights are prohibited except for parked warning 
lighting.   
 

Personal Vehicle Safety:  
All employees must obey all traffic laws while responding to the station or scene in a privately owned 
vehicle (POV). Buckle up!  It is the expectation of the De Beque Fire Protection District that district 
employees observe traffic safety laws while on duty and off duty.  At no time shall any district employee 
use his or her position to influence law enforcement from not writing a citation.   Attempting to use a 
position in the Fire Protection District to influence other agencies will be grounds for termination.  
 

Personal Vehicle Insurance:  
All employees must possess automobile insurance, which covers personal liability and property damage. 
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Fair Labor Standards Act (FLSA)  

 
1. The FLSA cycle is a 14 day pay period.  A yearly schedule of paydays will be published by the 

administration.  The regular work schedule for all shift employees is a 54-hour workweek based 
upon a 6-day work cycle as illustrated below. This equates to a 2808 hour year; (54 hours X 52 
weeks= 2808 hours)   There will be a total of 26 payroll times per year. 

 
2. The FLSA work schedule is 108 hours based on a 14-day cycle.  

 
3. Employees assigned to a 40-hour work schedule are not be affected by this.  

 
4. Paydays shall be on every other Friday and paper check will be available at 16:00.  De Beque Fire 

Protection District offers direct deposit on the same day as a paper check is available. 
 
Definitions  
 

Shift ς One 24 hour period of time starting at 0800 Hrs. and ending the next day at 0800 Hrs. 
Tour ς Two consecutive shifts lasting 48 hours and starting at 08:00 
AWOL- When an individual is absent from work without notice, or approved leave, or have left 
work without authorization. 
Reserve Firefighter ς Must have CO State FF I or higher, CO State EMT-B or higher, Wildland 
Incident qualification card to FFII and complete all-district required vaccinations, physical 
testing, arduous wildland testing, and completed task ōƻƻƪΦ  tŀƛŘ ŀ άǎǘƛǇŜƴŘέ ǘƻ ōŜ ŘŜǘŜǊƳƛƴŜŘ 
annually and paid only for the actual time while on an incident.  Reserves are encouraged to be 
at the station while on duty.   
Lieutenant - Runs a company ς De Beque Fire considers this position a trainee position for 
promotion to a Captain position. 
Captain - Runs a company and is qualified as a fire officer.  
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Minimum Staffing levels: 

 
The purpose of this policy is to provide the provisions for staffing the stations for response coverage that 
prioritizes firefighter safety and makes sure all positions are adequately filled. It is important to have 
adequate leadership and supervision at the station when staffing. It is also important to ensure a crew 
of qualified employees to address all emergency responses, both in the Fire District as well as during 
mutual and automatic aid responses.  
 
            Minimum Staffing -Station 81 will be staffed with a minimum of 2 employees, whenever possible. 

o One Lieutenant/Acting Lieutenant or Captain 
o One Firefighter EMT/Reserve Firefighter EMT  

¶ Every possible effort will be made to attempt ALS coverage. 
 
It shall be understood that not all situations that arise concerning minimum staffing can be addressed in 
SOG. The District Fire Chief can authorize exceptions to this SOG based on District need, special or 
unusual circumstances. 
 

¶ Shift Holdover - Employee must holdover at the end of their shift until properly relieved. 
Holdover time will be considered trade time. The District will pay that person reporting for duty 
late only for those hours actually worked, and the employee may be subject to disciplinary 
action. 

¶ Allowable Hours ς Employee should reference DFPD work/rest ratio policy. 
 
Overtime  

 

¶ Voluntary - Any overtime accepted on a voluntary basis.  

¶ Mandatory (callback) - Overtime an employee is required to work in order to maintain minimum 
staffing. For the purpose of this policy, mandatory does not apply if the hours worked are a 
continuation of their assigned shift (i.e. late calls) or the amount of time worked is less than 4 hours.  
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WORK / REST / SLEEP POLICY 

 

PURPOSE: 

The purpose of the Work/Rest Policy is to ensure that District Employees are rested and to mitigate 

fatigue.  This policy meets Mesa County EMS protocol for work/rest. 

POLICY: 

On coming shift employee: 

Employees are required to have a minimum of five hours sleep time from any emergency response 

agency prior to starting a shift at De Beque Fire Protection District.  Studies have shown that excessive 

long periods of work time with little to no rest increases patient care incidents as well as accident.  The 

District Fire Chief shall have the responsibility to grant exceptions to this rule when the District 

experiences employee shortages.  This should be the exception to the rule and not the standard.  

Employees have the responsibility to notify their immediate supervisor when they have not received the 

proper amount of rest prior to starting a shift.  Employees should avoid working the evening prior to 

working at De Beque Fire Protection District.  

2/1 work rest ratio: 

An employee on shift should follow the 2/1 work rest ratio.  For every two (2) hours worked employee 

should receive 1 hour of rest in the evening.  This rule shall apply to those firefighters that are actively 

engaged in fire suppression efforts such as a wildland fire were employees will be doing active physical 

labor for longer periods of time.  Whenever possible employee should not work 10 hours on a fire line 

and then run an EMS call without a rest period in between.  The shift supervisor or District Fire Chief is 

responsible for ensuring proper work/rest ratios.  The maximum time for continuous work should be 16 

hours unless an unusual circumstance has occurred.  After 16 hours of continuous work, the employee 

shall have 8 hours of rest before resuming normal operational duties.   

 

 

 

Travel (out of district): 

Employees that have been performing physical work such as on a fire line for 10 hours or more shall not 

travel from an incident that is greater than 50 miles from the district to the station until the 2/1 work 

rest ratio has been completed.  Many fire and EMS employee have been killed in the line of duty due to 

fatigue-related highway incidents.  Employees responding on EMS incidents after working a continuous 

incident should receive the 2/1 work rest ratio before operating any ambulance or EMS equipment.   
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Fire Assignment:  

Due to the nature and size of the De Beque Fire Protection District, employees at times may be required 

to be assigned to a fire for extended number of days.  Employees may not exceed 14 days continuous on 

a fire assignment and report back to routine work schedule.   

wŜǇƻǊǘƛƴƎ ǘƻ ŀ ŦƛǊŜ Řŀƛƭȅ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎƛŘŜƴŎŜ ǎƘŀƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ ƴƻǊƳŀƭ ŀŎǘƛǾƛǘȅΦ  !ƴȅ 

employee returning from an extended fire assignment should receive adequate rest prior to returning to 

normal station duties.  Check with the District Fire Chief for a number of days of rest.   
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VIOLENCE / THREATS OF VIOLENCE  

 

To provide the employees of the De Beque Fire Protection District a work environment that is safe, 
secure, and free of harassment, intimidation, threats, or violence.  Violence of any kind cannot and will 
not be tolerated. It is important that zero tolerance for violence be established, meaning every breach 
will be taken seriously and investigated.  
 
Definition:  
Threats or acts of violence: Conduct against persons or property sufficiently severe, offensive or 
intimidating to alter the condition of District employment, or to create a hostile, abusive, or intimidating 
work environment for one or more District employees.  
  
Guidelines:  

A. Prohibited workplace violence includes, but is not limited to, the following:  
1. Threats or acts of violence occurring on District premises, regardless of the relationships 

of the District with the individual(s) involved.  
2. Threats or acts of violence not occurring on District premises, but involving someone 

who is acting in the capacity of a representative of the District.  
3. Threats or acts of violence not occurring on District premises, but involving an employee 

of the District if the threats or acts of violence affect the legitimate interests of the 
District.  

B. Any employee who experiences or witnesses such acts, conduct, behavior or communications 
that would fall within the definition above shall immediately notify their immediate supervisor 
or another member of management. Failure to report such information according to these 
guidelines shall be grounds for disciplinary action.  

C. The District shall promptly and thoroughly investigate any report of threats or acts of violence. 
The District has a zero tolerance policy regarding threats or acts of violence, meaning every 
breach will be investigated. The identity of the individual making a report shall be protected to 
the greatest extent possible.  

D. Threats of violence are considered acts of violence and will be dealt with in the same manner. 
E. The District also prohibits possession of explosive devices of any kind such as firearms, 

ammunition, fireworks of any kind, or any other objects that could be used to harass, intimidate, 
or injure another individual unless such ŘŜǾƛŎŜǎ ǊŜƳŀƛƴ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭƻŎƪŜŘ ŀƴŘ ǇǊƛǾŀǘŜƭȅ 
owned vehicle and are not visible from the outside of the vehicle. Weapons can include 
firearms, knives, explosive materials, fireworks, or any other objects that could be used to 
harass, intimidate, or injure another individual. Weapons, if carried and used as an approved 
work-related tool, are permissible.  Fire District sanctioned events are exempt (dynamite shoot, 
public fireworks displays). 

F. Any employee determined to be responsible for threats of violence, actual violence or other 
conduct that is in violation of these guidelines shall be subject to disciplinary action, up to and 
including dismissal.  

G. Incidents of workplace violence that involve criminal conduct shall be referred to law 
enforcement for investigation and handling.  

 
H. At the sole discretion of the District Fire Chief the District may require an employee to submit to 

a psychological fitness for duty evaluation whenever there is an objective and reasonable basis 
for believing that the employee may be unable to safely and/or effectively perform his or her 
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duties due to a psychological condition or impairment, or the employee presents a direct threat 
to the employee or another person.  An objective basis is one that is not merely speculative but 
derives from direct observation, credible third-party report, or other reliable evidence. The cost 
of such evaluation shall be at the expense of the Fire Protection District.  

 
Reporting Procedure:  
 

A. If the act of violence constitutes an emergency, an employee who witnesses or is made aware of 
the situation shall call 9-1-1. After contacting 9-1-1, the employee shall immediately contact an 
officer on duty, who shall contact the District Fire Chief as soon as possible.  

B. If a situation of workplace violence occurs but does not constitute an immediate emergency, the 
employee shall contact his immediate supervisor.  

C. It shall be the responsibility of the District Fire Chief to direct the investigation into the 
allegation and determine any appropriate and necessary action.  

 
 

SAFETY POLICY STATEMENT 

 

It is the intent of De Beque Fire Protection District to provide the safest possible working conditions for 

its employees.  It is our intention that no member should perform any tasks that he / she believes is 

unsafe.  Each member will be responsible for their performance and adherence to the safety rules.  It is 

ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ responsibility to correct / report unsafe conditions immediately.  De Beque Fire 

Protection District recognizes its responsibility to provide a safe and healthy working environment, to 

abide by all applicable regulations, to communicate our commitment to safety, to correct unsafe 

conditions in an expedient manner and to require a shared unqualified commitment from each member. 
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It is our intent to do everything possible to limit the potential for work-related injuries.  However, 

despite our best efforts, injuries may still occur.  In order to assure that the best possible care is 

available for injuries that you may sustain while, at work, we have identified the following medical 

providers who we believe are particularly qualified in treating occupational injuries and illnesses. 

 

!ƭƭ 5Ct5 ŜƳǇƭƻȅŜŜǎ ŀǊŜ ƛƴǎǳǊŜŘ ŀƴŘ ǇǊƻǾƛŘŜŘ ōŜƴŜŦƛǘǎ ǳƴŘŜǊ ǘƘŜ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ !Ŏǘ ƛƴ ǘƘŜ 
event of work-related injury or illness. De Beque Fire Protection DistrictΩǎ ǇƘƛƭƻǎƻǇƘȅ ƛǎ ǘƻ ǊŜǘǳǊƴ 
injured/ill employees to work as soon as they are physically capable of carrying out the duties of the 
Ƨƻō ŀƴŘ ŀǊŜ ǊŜƭŜŀǎŜŘ ǘƻ ǊŜǘǳǊƴ ōȅ 5Ct5Ωǎ ŘŜǎƛƎƴŀǘŜŘ ǇƘȅǎƛŎƛŀƴΦ  
 
 During the 2014 Colorado Legislative Session, state lawmakers passed House Bill 1383, which 
increases from two to four the number of medical providers an employer or their insurer must 
ŘŜǎƛƎƴŀǘŜ ŦƻǊ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊǎ ǘƻ ŎƘƻƻǎŜ ŦǊƻƳΦ 
 
Effective immediately, all employees must obtain treatment for work-related injuries and illnesses 

from one of the following medical providers 

St. Mary's Occupational Health 

2686 Patterson Rd. 

Grand Junction, CO  81506 

(970) 298-2001 

  

Grand River Health Clinic West 

201 Sipprelle Dr. 

Parachute, CO  81635 

(970) 285-5731 

  

Plateau Valley Medical Clinic 

11011 Hwy 65, Unit B 

Mesa, CO  81643 

(970) 268-5075 

  

Plateau Valley Medical Clinic 

58128 Hwy 330 

Collbran, CO  81624 

(970) 487-3568 

 
If you believe you have been injured on the job, notify your supervisor immediately.  He/she will see 

that you receive the care your injuries require.  One of the medical providers listed above must 

provide all follow-up care.   

If you choose to use a physician other than the designated medical providers listed above, you 

may be held responsible for payment of all treatment. 
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In the event of a life or limb-threatening emergency, you will be taken to the nearest hospital or 

emergency care facility.  Follow-up care, if needed, will be provided by the designated medical 

providers. 

All Fire Protection District Employees are required to sign and acknowledge the Designated 

Medical Provider form. 

 
Guidelines for Workers Compensation:  

A. Workers Compensation provides three types of benefits:  
 

1. Compensation. When an employee is unable to work due to a disability arising out of 
employment.  If the Workers Compensation claim is denied, any and all time off will be 
ŎƘŀǊƎŜŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ PTO leave bank.  

2. Medical PaymentsΦ tŀȅƳŜƴǘǎ ŦƻǊ ƳŜŘƛŎŀƭ ŀǘǘŜƴǘƛƻƴΣ ƛƴŎƭǳŘƛƴƎ ƘƻǎǇƛǘŀƭƛȊŀǘƛƻƴΣ ŘƻŎǘƻǊΩǎ 
fees, etc. which are necessitated because of work-related injury or illness are paid in 
accordance with State Law.  

3. Awards. If partial or permanent disability results from accident or illness arising out of 
employment, a further award may be made by the insurance carrier in accordance with 
State Law.  

 
A. It is the responsibility of both employees and management to comply with occupational 

safety and health standards, as well as hazard identification and elimination that are 
applicable to their own actions and job responsibilities.  

 

B. A District representative will maintain frequent contact with an injured employee and 
Pinnacol to provide support and encouragement in the recovery process.  
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Procedures for Workers Compensation:  

All injuries must be reported at the time of injury to the shift supervisor.  This will be reported to the 

District Fire Chief.  The employee must coordinate with the District Fire Chief to arrange to see the 

ά5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊέΦ  LŦ ǘƘŜ ŜƳǇƭƻȅŜŜ ŎƘƻƻǎŜǎ ǘƻ ǎŜŜ ŀ ǇŜǊǎƻƴŀƭ ǇƘȅǎƛŎƛŀƴ ǿƛǘƘƻǳǘ ǘƘŜ 

approval of the District Fire Chief, the employee shall be responsible for any and all medical treatment 

and payments.  

Procedure: 

1. Immediately tend to the employee injury or illness. 
2. If needed transport the employee by the most appropriate means to St. MarȅΩǎ IƻǎǇƛǘŀƭ 

in Grand Junction, or the nearest appropriate medical facility.  
3. If transport is not needed, ŀǘǘŜƴŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴŜŜŘǎ ŀƴŘ ŘƻŎǳƳŜƴǘ ǘǊŜŀǘƳŜƴǘΦ 
4. Immediately notify the responsible supervisor.  
5. The responsible shift supervisor shall immediately notify the District Fire Chief. 
6. All injuries will be reported and documented on-ƭƛƴŜ ƻǊ ŎƻƳǇƭŜǘŜ ǘƘŜ άCƛǊǎǘ wŜǇƻǊǘ ƻŦ 
LƴƧǳǊȅ CƻǊƳέ ǇǊƻǾƛŘŜŘ ōȅ tƛƴƴŀŎƻƭΦ   

7. Injuries will also be documented in the High Plains program for tracking. 
8. Accident Investigation forms will be completed. 
9. Any other necessary paperwork, such as for FMLA, shall be completed by the employee 

and Administration.  

10. {ǳōǎŜǉǳŜƴǘ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘ ŦƛƭƛƴƎ ǘƘŜ ŎƭŀƛƳ ǊŜǇƻǊǘΣ ǘƘŜ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ŎŀǊǊƛŜǊ 
shall send forms directly to the employee for completion and submission in order to 
process payments as necessary.  

 
C. For employee death or serious injury: Immediately notify the District Fire Chief, to 

investigate and document the accident.   

D. If an employee leaves work due to a work-related illness or injury, the time-off shall be 
ƛƴƛǘƛŀƭƭȅ ŎƘŀǊƎŜŘ ŀƎŀƛƴǎǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ t¢h [ŜŀǾŜ ŀŎŎǊǳŀƭ ǳƴǘƛƭ ǘƘŜ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ 
carrier either accepts or denies the claim. If the employee has no accrued PTO Leave the 
employee, if eligible, may request donations via the Medical Leave Assistance  

E. ¢ƘŜ ŜƳǇƭƻȅŜŜ Ƴŀȅ ǘŀƪŜ ǘƘŜ ǘƛƳŜ ƻŦŦ ǿƛǘƘƻǳǘ ǇŀȅΦ LŦ ǘƘŜ ŎƭŀƛƳ ƛǎ ŀŎŎŜǇǘŜŘ ōȅ ²ƻǊƪŜǊǎΩ 
/ƻƳǇŜƴǎŀǘƛƻƴΣ ŀƴȅ t¢h [ŜŀǾŜ ǘƘŀǘ ǿŜǊŜ ǳǎŜŘ ǎƘŀƭƭ ōŜ ŎǊŜŘƛǘŜŘ ōŀŎƪ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
leave bank. Likewise, any donated PTO Leave hours that were used shall be credited back to 
the donor.  The employee may use PTO to supplement lost work time benefits to reach 
млл҈ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴƻǊƳŀƭ ǇŀȅΦ    

F. While on leave for a work-related illness or injury, the District will continue to pay the 
District portion of the premiums for District-provided insurance for up to a period of twelve 
(12) months. After 12 months, employees are required to pay such premiums or to 
discontinue coverage; additionally, PTO Leave hours will cease to accrue, seniority stop, and 
a determination shall be made by the District regarding continued employment.  

G. Under some circumstances, DFPD may require an injured or ill employee to be seen by a 
District-ŘŜǎƛƎƴŀǘŜŘ ƳŜŘƛŎŀƭ ǇǊƻǾƛŘŜǊ ŀǎ ŀ ŎƻƴŘƛǘƛƻƴ ƻŦ ŦƛƭƛƴƎ ŀ ²ƻǊƪŜǊǎΩ /ƻƳǇ ŎƭŀƛƳ ƻƴ 
behalf of the employee. If such requirement is made and the employee chooses not to be 
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seen by the provider in accordance with this section of the Handbook, the employee may be 
ŘŜƴƛŜŘ ŜƭƛƎƛōƛƭƛǘȅ ŦƻǊ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ǇŀȅƳŜƴǘǎΦ  

H. It is the intent of District to return injured or ill workers to employment if they are physically 
capable of carrying out the duties as required by a job description and if they are certified as 
able to return to duty by the attending physician or the DisǘǊƛŎǘΩǎ ŘŜǎƛƎƴŀǘŜŘ ǇƘȅǎƛŎƛŀƴΦ ¢ƘŜ 
availability of modified duty work shall be evaluated by the District Fire Chief on an 
individual case basis. Every effort shall be made to return the employee to the pre-injury 
position.  

I. In the event that an employee on ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ƛǎ ŀǇǇǊƻǾŜŘ ŦƻǊ ŀƴŘ ƻŦŦŜǊŜŘ ŀ 
modified duty assignment and chooses not to accept the assignment, the employee shall be 
ŘŜƴƛŜŘ Ŏƻƴǘƛƴǳŀǘƛƻƴ ƻŦ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ōŜƴŜŦƛǘǎΣ ŀƴŘ Ƴŀȅ ōŜ ǎǳōƧŜŎǘ ǘƻ ŘƛǎŎƛǇƭƛƴŀǊȅ 
action. The employee will be required to use his own PTO hour accruals and will not be 
eligible for leave donations.  

J. ¦Ǉƻƴ ōŜƛƴƎ ǊŜƭŜŀǎŜŘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǿƻǊƪ ŦƻƭƭƻǿƛƴƎ ŀ ²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ ŎƭŀƛƳΣ ǘƘŜ 
District may require the individual to be seen by the District designated physician for a 
fitness for duty examination. This shall be at the discretion of the District Fire Chief.  

K. If returned to work in full duty capacity, the employee is expected to schedule medical 

and/or physical therapy appointments during non-work hours. If the employee is unable to 

do so, the employee must notify his supervisor for authorization. Attendance of doctor, 

physical therapy, and related medical appointments during non-work hours is not 

considered hours worked and shall be uncompensated.  It is the responsibility of the 

employee to attend medical appointments.  Failure to attend medical appointments will 

result in disciplinary action or termination. 
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RETURN-TO-WORK / MODIFIED DUTY POLICY 

 

De Beque Fire Protection District has elected to adopt a return-to-work / modified duty policy with the 

intent to utilize eligible injured workers in a productive capacity while they are recovering from an injury 

or illness.  The goal of temporary modified duty is to provide a progression of job duties that comply 

with all physical restrictions placed on that worker by the medical provider, and that will eventually 

return the injured worker to their regular job. 

1. All employees who are off work due to a non-work-related injury or illness more than ten (10) 

calendar days must furnish a written release to work from their treating physician showing the date 

the employee may return to work and listing any physical restrictions.  This written release must be 

supplied to the District Fire Chief immediately upon returning to work.   

2. All employees who are off work due to a non-work related injury or illness more than twenty (20) 

ŎŀƭŜƴŘŀǊ Řŀȅǎ Ƴǳǎǘ ŦǳǊƴƛǎƘ ŀ ǿǊƛǘǘŜƴ ǊŜƭŜŀǎŜ ǘƻ ǿƻǊƪ ŦǊƻƳ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ 

Provider.  The examination will ōŜ ŀǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜȄǇŜƴǎŜΣ ǎƘƻǿƛƴƎ ǘƘŜ ŘŀǘŜ ǘƘŜ ŜƳǇƭƻȅŜŜ Ƴŀȅ 

return to work and listing any physical restrictions.  This written release must be supplied to the 

District Fire Chief immediately upon returning to work.   

3. All employees who are off work due to a work-related injury or illness must be released to return to 

ǿƻǊƪ ōȅ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜ ǘƘŜȅ ŀǊŜ 

off work.  This written release must be supplied to the District Fire Chief immediately upon returning 

to work. 

4. No employee, after receiving medical treatment for a job-related injury or illness, will be allowed to 

ǊŜǘǳǊƴ ǘƻ ǘƘŜƛǊ Ƨƻō ŀǎǎƛƎƴƳŜƴǘ ǿƛǘƘƻǳǘ ǘƘŜ ŘƛǊŜŎǘΣ ǿǊƛǘǘŜƴ ŎƻƴǎŜƴǘ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 5ŜǎƛƎƴŀǘŜŘ 

Medical Provider.  ¢ƘŜ 5ƛǎǘǊƛŎǘΩǎ {ŀfety OfficerΣ ŀŦǘŜǊ ƘŀǾƛƴƎ ŎƻƴŦŜǊǊŜŘ ǿƛǘƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 5ŜǎƛƎƴŀǘŜŘ 

Medical Provider and after careful review of all recommendations from the Designated Medical 

Provider, will determine the workload and work environment for the injured worker returning to 

duty. 

5. All offers for modified duty work assignments must be in writing and agreed to by the injured 

ǿƻǊƪŜǊ ŀƴŘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Safety Officer, and approved in writing by the medical provider.  The 

modified duty job offer will be reviewed jointly by the District Fire Chief, injured worker and relevant 

staff from time to time to address increasing work duties, changes in physical restrictions, and 

overall work performance.  The injured worker should not be asked to, or allowed to, perform any 

functions that are not within the scope of physical restrictions placed on the injured worker by the 

medical provider at that time. 

6. While on modified duty, the injured worker will be held to all existing employee policies and will be 

responsible for maintaining acceptable performance standards as a condition of continued 

employment. 
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SAFETY OFFICER OBJECTIVES 

The District Fire Chief will designate a Safety Officer for the De Beque Fire Protection District.  The Safety 

Officer is the primary contact for safety-related matters. All employees will receive an orientation to the 

CƛǊŜ 5ƛǎǘǊƛŎǘΩǎ safety rules upon initial employment and are encouraged to bring to the attention of their 

supervisor any unsafe conditions or practices. Employees will communicate these concerns to the Safety 

Officer, who will respond to this concern within 24 hours in writing and will provide the District Fire 

Chief a written report of the concern as well.   

The primary goals of the Safety Officer will be to: 

Á Oversee implementation of the organizatiƻƴΩǎ ǎŀŦŜǘȅ ǇǊƻƎǊŀƳΦ 
Á !ƴƴǳŀƭƭȅ ǊŜǾƛŜǿ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎŀŦŜǘȅ ǇƻƭƛŎȅ ŀƴŘ ǎŀŦŜǘȅ ǊǳƭŜǎΦ 
Á Maintain accurate records and annually report the results of workplace accident and injury 

trend analysis. 
Á Recommend actions to reduce the frequency and severity of accidents and illnesses. 
Á Integrate safety into the day-to-day activities of all employees. 
Á Coordinate the new employee orientation and safety training programs. 
Á Assist the organization in compliance with government standards concerning safety and 

health. 
Á Assist supervisors with the accident investigation. 
Á Conduct periodic safety inspections to identify unsafe conditions and practices and 

determine remedies. 
Á Discuss with and make recommendations to management on matters pertaining to safety.
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Based on the needs of the District and the ability of the injured/ill employee, DFPD may provide a 
temporary modified duty work assignment to a full-time employee who is unable to perform their 
regular duties. The District Fire Chief may deem modified duty appropriate for someone when the 
injury or illness is not work-related if it is beneficial to the District.  
Modified duty assignments are not intended to obstruct the provision of entitlements under the 
Family Medical Leave Act and Americans with Disabilities Act.  
  

Definition:  

Modified Duty Assignment is a temporary, alternate duty position within the scope of the 

ŜƳǇƭƻȅŜŜΩǎ ǇƘȅǎƛŎŀƭ ƭƛƳƛǘŀǘƛƻƴǎ ŀǎ ƻǊŘŜǊŜŘ ōȅ ŀ ǉǳŀƭƛŦƛŜŘ ƘŜŀƭǘƘŎŀǊŜ ǇǊƻǾƛŘŜǊΦ  

Guidelines for On-Duty Injury/Illness:  
 

A. The District will attempt to provide a modified duty assignment for an employee who is 
unable to perform the essential functions of his regular position due to a temporary 
medical condition. An employee who has suffered a work-related medical condition will 
have priority over an employee with a personal medical condition for any limited 
availability of modified duty assignments.  

B. Prior to consideration of a modified duty assignment, DFPD must have: 
1. A fitness-for-Řǳǘȅ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǘtending healthcare provider 

describing their physical limitations and authorizing them to be released to return to 
work in a modified duty capacity;  

2. Written approval of the District physician; and  

3. If necessary, written fitness-for-duty certification from an independent healthcare 
provider to be selected and paid by the district;  

4. CƻǊǿŀǊŘŜŘ ŀǎǎƻŎƛŀǘŜŘ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ 5Ct5Ωǎ ²ƻǊƪŜǊǎ /ƻƳǇŜƴǎŀǘƛƻƴ ƛƴǎǳǊŀƴŎŜ 
provider.  

C. Upon written release by a qualified healthcare provider, the employee shall:  
1. Notify the District Fire Chief immediately of their change in work status.  

2. Provide all related documents to the District Fire Chief.  
D. The District Safety Officer will facilitate the appropriate parties to determine the availability 

of modified duty assignment.  

E. If an appropriate modified duty assignment is available, the employee will be assigned a 
temporary supervisor and work schedule.  
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F. All efforts shall be made by the employee to attend doctor appointments, physical therapy, 
and related medical appointments outside of his modified duty assigned schedule; if 
circumstances warrant, exceptions shall only be allowed by the modified shift supervisor. 
Attendance of doctor, physical therapy, and related medical appointments outside of an 
ŜƳǇƭƻȅŜŜΩǎ ǎŎƘŜŘǳƭŜŘ ǿƻǊƪ ƘƻǳǊǎ is not considered hours worked and shall be 
uncompensated. If medical appointments must be scheduled during assigned modified 
duty hours, they shall be considered as hours worked.  

G. An employee who refuses a modified duty assignment shall utilize his accrued PTO Leave 
hours to cover hours needed to maintain their regular pay.  

H. While on modified duty assignments, employees will not receive overtime.  

I. At the discretion of the District Fire Chief, the District may solicit a second 
opinion/evaluation to approve the termination of modified duty assignments or 
reinstatement to full duty  

 

Guidelines for Off-Duty Injury/Illness:  
 

A. At the discretion of the Fire Chief, modified duty assignments for off-duty injuries may be 
authorized as business needs warrant up to 40 hours per week.  

B. Employees on modified duty assignments for an off-duty injury shall use their PTO Leave for 
physical therapy and doctor appointments, and if on a 40-hour a week modified duty 
assignment, shall also use their PTO Leave to make up any hours needed to total 40.  

C. Employees that have an off-duty injury shall, ŀǘ ǘƘŜƛǊ ƻǿƴ ŜȄǇŜƴǎŜΣ ǇǊƻǾƛŘŜ ŀ ǇƘȅǎƛŎƛŀƴΩǎ 
statement releasing them for work. 

D. Any employee that does not notify the Fire Protection District of any type of on or off-duty 
injury ǘƘŀǘ ŎƻǳƭŘ ŀŦŦŜŎǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀōƛƭƛǘȅ ǘƻ ǎŀŦŜƭȅ ŀƴŘ ŎƻƳǇŜǘŜƴǘƭȅ ǇŜǊŦƻǊƳ Ƙƛǎ ƻǊ ƘŜǊ 
job duties shall be subject to disciplinary action or termination.  
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CLAIMS MANAGEMENT POLICY 

 

De Beque Fire Protection District, Employer, realizes that despite our best safety practices and efforts to 

prevent them, injuries and exposures to our employees, volunteers and workers may occur.  When a 

worker does report a work-related injury, illness or exposure, the following steps should be taken: 

V The injured worker should report the injury, illness or exposure to their supervisor or commanding 
officer within нп ƘƻǳǊǎ ƻŦ ǘƘŜ ƛƴŎƛŘŜƴǘΣ ƻǊ ŀǎ ǊŜǉǳƛǊŜŘ ƛƴ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎΦ 

V ¢ƘŜ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ŀƴŘ ǎƛƎƴ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ wŜǇƻǊǘ ƻŦ LƴƧǳǊȅ κ LƴŦŜŎǘƛƻǳǎ 9ȄǇƻǎǳǊŜ 
form and submit it to their supervisor or commanding officer, who will review the incident and 
ŦƻǊǿŀǊŘ ǘƘŜ ŦƻǊƳ ǘƻ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΦ  

V ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘŜ CƛǊǎǘ wŜǇƻǊǘ ƻŦ LƴƧǳǊȅ CƻǊƳ ŀƴŘ ǎǳōƳƛǘ ƛǘ 
to Pinnacol Assurance (via fax, phone or Pinnacol Online, as shown on the form) within 2 days of 
the incident. 

V ¢ƘŜ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ƻǊ ŎƻƳƳŀƴŘƛƴƎ ƻŦŦƛŎŜǊ ǎƘƻǳƭŘ ƴƻǘƛŦȅ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ {ŀŦŜǘȅ hŦŦƛŎŜǊκ 
Coordinator immediately after the injury, who will conduct an accident investigation and complete 
a written report following the investigation. 

V If the injury is life/limb-threatening, or if the injured worker has been exposed to blood or body 
ŦƭǳƛŘǎΣ ǳǊƎŜƴǘ ƻǊ ŜƳŜǊƎŜƴŎȅ ƳŜŘƛŎŀƭ ǘǊŜŀǘƳŜƴǘΣ ƛŦ ƴŜŎŜǎǎŀǊȅΣ ǎƘƻǳƭŘ ōŜ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 
Designated Medical Provider or at the nearest medical facility.  The injured worker should follow-
ǳǇ ǿƛǘƘ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊ ŦƻǊ ƻƴƎƻƛƴƎ ƳŜŘƛŎŀƭ ǘǊŜŀǘƳŜƴǘΦ 

V All medical treatment, if necessary, should be provided to the injured worker by one of the 
9ƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊǎΦ  ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ŀ 
written notice (attached) to the injured worker within 7 business days of being informed of the 
ǿƻǊƪŜǊΩǎ ƛƴƧǳǊȅΣ ƛƭƭƴŜǎǎ ƻǊ ŜȄǇƻǎǳǊŜΣ ǿƛǘƘ ǘƘŜ ƴŀƳŜǎ ŀƴŘ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 
ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΣ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊǎΣ ŀƴŘ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ ƛƴǎǳǊŀƴŎŜ 
carrier.  The injured worker can make a one-time change of Designated Medical Provider within 90 
days of the injury/illness, and prior to being placed at Maximum Medical Improvement (MMI), as 
provided in the Colorado Employee Choice of Physician law. 

V ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ 
Provider, as requested, including duties/tasks or job description of the injured worker, 
circumstances/nature of the injury, and return-to-work options including modified duty tasks. 

V ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ƳƻƴƛǘƻǊ ǘƘŜ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǿƻǊƪ ǎǘŀǘǳǎ ŀƴŘ 
maintain communication with the injured worker and the Designated Medical Provider. 

V ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ƴƻǘƛŦȅ ǘƘŜ tƛƴƴŀŎƻƭ !ǎǎǳǊŀƴŎŜ ŎƭŀƛƳǎ ŀŘƧǳǎǘŜǊ ƻŦ ǘƘŜ 
ƛƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǿƻǊƪ ǎǘŀǘǳǎΣ ŀƴŘ ǿƘŜǘƘŜǊ ǘƘŜ 9ƳǇƭƻȅŜǊ Ƙŀǎ ŀƴȅ ŎƻƴŎŜǊƴǎ ƻǊ ǉǳŜǎǘƛƻƴǎ ǊŜƎŀǊŘƛƴƎ 
the claim.  

V If the injured wƻǊƪŜǊ Ƙŀǎ ōŜŜƴ ǊŜƭŜŀǎŜŘ ŦƻǊ ƳƻŘƛŦƛŜŘ Řǳǘȅ ōȅ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ 
tǊƻǾƛŘŜǊΣ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ǇǊƻǾƛŘŜ ǘƘŜ ŜƭƛƎƛōƭŜ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊ ǿƛǘƘ ŀ 
written Modified Duty Job Offer and Modified Duty Job Description/Task List.  ThŜ 9ƳǇƭƻȅŜǊΩǎ 
ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ŎƻƻǊŘƛƴŀǘŜ ǿƛǘƘ tƛƴƴŀŎƻƭ !ǎǎǳǊŀƴŎŜΩǎ wŜǘǳǊƴ-to-Work Specialist to 
complete the Modified Duty Job Offer, Modified Duty Job Description/Task List, and Letter to 
Treating Provider and Return to Work Verification Statement, pursuant to Rule 6 of the Colorado 
²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ !ŎǘΣ wǳƭŜǎ ƻŦ tǊƻŎŜŘǳǊŜΦ    
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V ¢ƘŜ 9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǎƘƻǳƭŘ ƴƻǘƛŦȅ ǘƘŜ tƛƴƴŀŎƻƭ !ǎǎǳǊŀƴŎŜ ŎƭŀƛƳǎ ŀŘƧǳǎǘŜǊ ǿƘŜƴ 
the injured worker has been cleared to return to full duty or released at Maximum Medical 
LƳǇǊƻǾŜƳŜƴǘ όaaLύ ōȅ ǘƘŜ 9ƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊΦ 
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Vehicle Accident Reporting and Investigation  
 

Purpose:  To provide a standard system to report and investigate all Fire Protection District vehicular 

accidents and near misses (department or personal).  (A near miss incident is defined as an incident in 

which no property damage and no personal injury occurred, but where, given a slight shift in time, 

position, or other circumstances, damage or injury would or may have occurred.) 

Policy: All Fire Protection District vehicular accidents shall be reported to the shift officer and District 

Fire Chief immediately.  Failure to report accidents may result in termination.  

¶ The on duty shift officer will complete the investigation/injury packet and start the initial 

investigation. 

¶ While at the accident scene: 

o Initiate appropriate medical care. 

o Do not discuss the incident with anyone other than fire representatives.   

o Cooperate with police agencies- be aware of comments made. 

o Do not move your vehicle unless instructed by law enforcement. 

o If you must move your vehicle, mark the location of your tires prior to moving the vehicle. 

o Obtain witness names and contact information. 

o Notify the District Fire Chief as soon as possible. 

o Remain at the scene until the police and fire representatives have completed their 

investigation.  

¶ All Fire Protection District vehicle accidents will be investigated.  The process will include the 

following: 

o Fact Finding Review. 

o Separate interviews with the driver, all crew employee, accident witnesses. 

o Notes recorded at each interview. 

o Notification of District Insurance Carrier ς District Fire Chief will notify. 

o District employees involved in the incident should be isolated from the general 

public, the other parties involved in the incident, and the media.  

o The employee may be placed on Administrative Leave or directed to take a leave of 

absence during the initial investigative process. 

o The employee involved in the incident shall be taken to the appropriate facility for 

follow-up drug and alcohol testing. 

o The employee involved may be placed on driving suspension pending the outcome 

of the investigation.  The District Fire Chief will determine on a case by case basis as 

to if a driving suspension is warranted. 

o The Investigation/ Injury packet will be completed.  

o The Safety Officer will make recommendations to the District Fire Chief on any 

findings or recommendations (policy, equipment, and training) based on the 

investigation.   
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Employee Injury Investigation:  
Purpose:  To provide a standard system to report and investigate all Fire Protection District employee 

injuries and near misses (department or personal).  (A near miss incident is defined as an incident in 

which no property damage and no personal injury occurred, but where, given a slight shift in time, 

position, or other circumstances, damage or injury would or may have occurred.) 

Policy: All Fire Protection District employee injuries will be reported to the Shift Officer and District Fire 

Chief immediately and appropriate injury investigation packets completed.  Any employee that does not 

report an injury and seeks medical attention without the involvement of the Fire Protection District is 

responsible for any and all expenses for the injury and may be subject to termination.  

¶ The on duty shift officer will complete the investigation/injury packet and start the initial 

investigation. 

o Initiate appropriate medical care. 

o Do not discuss the incident with anyone other than fire representatives.   

o Cooperate with police agencies- be aware of comments made. 

o Obtain witness names and contact information. 

o Notify the District Fire Chief as soon as possible. 

o Remain at the scene until the police and fire representatives have completed their 

investigation.  

¶ All employee injuries will be investigated.  The process will include the following: 

o Fact Finding Review 

o Notes recorded at each interview. 

o Notification of District Insurance Carrier/workers comp. ς District Fire Chief will 

notify. 

o District employees involved in the incident should be isolated from the general 

public, the other parties involved in the incident, and the media.  

o The employee may be placed on Administrative Leave or directed to take a leave of 

absence during the initial investigative process. 

o The employee involved in the incident shall be taken to the appropriate facility for 

follow-up drug and alcohol testing. 

o The employee involved may be placed on suspension pending the outcome of the 

investigation.  The District Fire Chief will determine on a case by case basis as to if a 

driving suspension is warranted. 

o The Investigation/ Injury packet will be completed.  

o The Safety Officer will make recommendations to the District Fire Chief on any 

findings or recommendations (policy, equipment, and training) based on the 

investigations.   
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TRAINING POLICY 

In an attempt to recognize and define the training of its employee, the De Beque Fire Protection District, 

has defined the following training parameters for all firefighter and EMS employees for all training 

seasons: 

1. A minimum of 1 hour total per shift (48 hours) is required unless otherwise approved by the 
District Fire Chief.  This means training offered by the Department as scheduled training or drill 
exercises, including individual training when documented and recognized as viable training by an 
officer.  

2. Training hours will not be counted if duplicated, such as training accomplished within the 
District that is duplicated by training at another function or venue. 

3. Mandatory Fire Protection District Training cannot be completed at another venue and is 
required to be completed at the De Beque Fire Protection District. 

4. District employees will complete all monthly required training in a timely manner. 
5. District employees will complete all required monthly competencies.   
6. District employees will complete all mandatory squad reviews and skills testing. 

 
Note:  Employees that do not meet Mesa County EMS annual training and skills standards may result in 
leave without pay or termination.  Employees that do not obtain the trimester squad reviews shall be 
placed on unpaid administrative leave until the Medical Director notifies the Fire District that the squad 
review training has been completed to their satisfaction.  It is the responsibility of the employee to 
ensure that they meet the requirements for training and certification.  
 
If the employee is unable to attend scheduled training offered by the Fire Protection District, that 
training will be made up on the employees own time and is not paid time. 
 
In addition, safety training for ALL employees through safety meetings, Target Solutions, training classes, 

and one-to-one discussions are some of the ways we can communicate the importance of working safely 

to all employees.  Inspections of work areas, review and analysis of work-related injuries and illnesses, 

and government-mandated training are all resources for determining the type of training needed.  Safety 

training for all employees of the District should include: 

1. New employee orientation 
2. Job-specific training 
3. Hazard-specific training 

4. Annual refreshers 

5. Safety should also be included with regular staff meetings 

6. Annual Drivers Training 

All training shall be documented on the Fire Protection DistrictΩǎ ǘǊŀƛƴƛƴƎ ǊƻǎǘŜǊ ŀƴŘ ǎŎŀƴƴŜŘ ƛƴǘƻ ¢ŀǊƎŜǘ 

Solutions.  

Employees not meeting annual district training requirements or failing to complete required training will 

result in disciplinary actions including up to termination.    

  



 
 

53 |  P a g e  Adoption Date:  April 10th 2018              

 
 

TRAVEL AND EXPENSE / TRAINING  
This section provides a consistent compensation and documentation practices for all DFPD 

employees associated with training-related time off and training-related compensation while 

participating as either a student or instructor.  

Definitions:  
Non-Essential Training: Training not required for a specific position. This training may assist the 
ŜƳǇƭƻȅŜŜ ƛƴ ǇǊŜǇŀǊŀǘƛƻƴ ŦƻǊ ǘƘŜ ƴŜȄǘ ƭŜǾŜƭ ǇƻǎƛǘƛƻƴΤ Ƴŀȅ ōŜƴŜŦƛǘ ƻǊ ŜƴƘŀƴŎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
knowledge, skills, or abilities, but does not directly benefit DFPD within their current position. Post-
secondary education is considered in this category.  
Mutually Beneficial Training: Training not required for the current position. This is training the Fire 
Protection District determines would assist in the enhancement of an emǇƭƻȅŜŜΩǎ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜ 
and ability, and be mutually beneficial for the individual and Fire Protection District.  
Position-Specific Training: Training required to perform in a specific position. This definition 
excludes Paramedic and EMT refresher courses.  
Instructor or Train the Trainer Programs: Fire Protection District initiated instructor training.  
Medical Refresher Training or EMT/Paramedic Courses: All Paramedic and EMT refresher classes.  
Locally Held Training: Training location less than two (2) ƘƻǳǊǎΩ ŘǊƛǾŜ ǘƛƳŜ ŦǊƻƳ 5Ct5 {ǘŀǘƛƻƴ І81.  
Extended Travel Time: Travel time greater than two (2) hours from Station #81.  

 
Non-Essential Training ς Level 1:  

A. A Training Request form must be completed per instructions on Target Solutions. The 
Training Request form must be submitted to the District Fire Chief to allow adequate time 
to make arrangements and secure a seat. It is ultimately the person requesting the 
ǘǊŀƛƴƛƴƎΩǎ ǇǊŜǊƻƎŀǘƛǾŜ ǘƻ ŀǎǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǿŀǎ ǎǳōƳƛǘǘŜŘ ƛƴ ŀ ǘƛƳŜƭȅ ƳŀƴƴŜǊΦ 
It is understood the applicant for the training is responsible for reimbursing DFPD for funds 
paid for training if they cancel or do not successfully complete the class.  

B. The Fire Protection District may, but is not obligated to, offer a partial sponsorship for 
coverage of tuition, lodging, travel expenses, and/or per diem, based on the training-related 
needs of the District.  

C. The District does not provide back-fill coverage for non-essential training. 
D. The District does not treat training time as compensable hours worked if the training is: (1) 

outside normal hours, (2) voluntary, (3) not job-related and (4) no other work is 
concurrently performed. 

E. No overtime will be compensated for non-essential training unless the District mandates 
employee attendance at the training.  

F. If a Fire Protection District vehicle is available and reserved, it may be used for travel to and 
from the course location based upon the discretion of the District Fire Chief.  

G. PTO Leave may be used for non-essential training.  
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Mutually Beneficial Training ς Level 2:  

A. A Training Request Form must be completed per instructions on Target Solutions and 
submitted. The Training Request form must be submitted to the District Fire Chief to allow 
adequate time to make arrangements and secure a seat. It is ultimately the person 
ǊŜǉǳŜǎǘƛƴƎ ǘƘŜ ǘǊŀƛƴƛƴƎΩǎ ǇǊŜǊƻƎŀǘƛǾŜ ǘƻ ŀǎǎǳǊŜ ǘƘŀǘ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊƳ ǿŀǎ ǎǳōƳƛǘǘŜŘ ƛƴ ŀ 
timely manner. It is understood that the applicant for the training is responsible for 
reimbursing DFPD for funds paid for training if they cancel or do not successfully complete 
the class.  

B. Time-Off and Compensation:  
1. Regular, scheduled work hours are covered by DFPD. If the training is local, the 

employee will return to work at the completion of training.  
2. All hours spent traveling to and from training/classes outside the normal work 

schedule will not be covered with training hours. Accrued leave hours may be used 
to cover this time.  

3. When the class is not locally held and the class ends at a time that would force the 
employee to drive past 10:00 pm, the balance of the scheduled work hours after the 
completion of the training will be covered as training.  

4. For multi-day, non-local classes/training where lodging is required, the balance of 
hours after class on scheduled work days will be covered by training hours.  

 

Position-Specific Training ς Level 3:  

A. A class request must be completed per instructions on the current training form request 
with appropriate approval signatures. The Training request form located in Target Solutions 
must be submitted to the District Fire Chief to allow adequate time to make arrangements 
and secure a seat. It is ultimately the person requesting the ǘǊŀƛƴƛƴƎΩǎ Ǉrerogative to assure 
that the completed form was submitted in a timely manner. It is understood that the 
applicant for the training is responsible for reimbursing DFPD for funds paid for training if 
they cancel or do not successfully complete the class.  

B. Training Time-Off and Compensation:  

1. Regular, scheduled work hours are covered by DFPD. If the training is local, the 
employee will return to work at the completion of training.  

2. When the class is not locally held and the class ends at a time to force the employee to 
drive past 10:00 pm, as a safety factor, the balance of the scheduled work hours after 
the completion of the training will be covered as training. If an employee can be back to 
work before 10:00 PM and is on-shift, DFPD expects them to return to work after or 
between classes.  

3. For locally held training beginning at or before 8:00 am on a shift day or an off-going 
shift morning, drive time will be covered as training hours.  

4. For training that is not local and begins at or before 8:00 am on a shift day or an off-
going shift morning, time off will be covered as training for the number of hours of 
travel necessary to assure that employees are not driving past 10:00 pm on the evening 
prior to the class.  
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5. Off-duty training hours will be compensated as hours worked for training/class 
attendance time occurring during regularly non-scheduled work hours. Meal breaks are 
not considered compensable hours.  

6. Per the Fair Labor Standards Act (FLSA), if the employee is sent to another city for a one-
day training or on a special assignment, the drive time to and from the other city is 
ŎƻƴǎƛŘŜǊŜŘ ǇŀƛŘ ǿƻǊƪ ǘƛƳŜΣ ŀǎ ƛǘ ƛǎ ŎƻƴŘǳŎǘŜŘ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ōŜƴŜŦƛǘΤ ǘƘŜ ŀƳƻǳƴǘ ƻŦ 
time that would normally be spent traveling to aƴŘ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƎǳƭŀǊ 
worksite can be deducted from the out-of-city travel time.  

 
Medical Refresher Training (Conferences) ς Level 4:  

A. Maintenance of medical certifications is the responsibility of the employee.  
B. A Training Request Form must be completed per instructions on Target Solutions. The 

Training Request Form must be submitted to the training officer to allow adequate time to 
ƳŀƪŜ ŀǊǊŀƴƎŜƳŜƴǘǎ ŀƴŘ ǎŜŎǳǊŜ ŀ ǎŜŀǘΦ Lǘ ƛǎ ǳƭǘƛƳŀǘŜƭȅ ǘƘŜ ǇŜǊǎƻƴ ǊŜǉǳŜǎǘƛƴƎ ǘƘŜ ǘǊŀƛƴƛƴƎΩǎ 
prerogative to assure that a completed form was submitted in a timely manner. It is 
understood the applicant for the training is responsible for reimbursing DFPD for funds paid 
for training if they cancel or do not successfully complete the class.  

C. Time spent in class during regularly scheduled duty hours will be covered as training hours.  
D. For locally held training that begins at or before 8:00 am on a shift day or an off-going shift 

morning, drive time will be covered as training hours.  
E. Hours spent in class will be compensated. Meal breaks are not considered compensable 

hours.  
F. Travel time will be compensated.  Travel time consists of the time the employee leaves the 

Fire Station until they reach their destination and does not include stops for personal 
reasons.  

G. DFPD will cover the cost of Paramedic and EMT refresher courses. Every effort should be 
made to find a course that is local to the De Beque area. When a course is offered in-house 
ŀǘ 5Ct5Σ ǘƘŜ ŜȄǇŜŎǘŀǘƛƻƴ ƛǎ ǘƘŀǘ 9a¢ǎκtŀǊŀƳŜŘƛŎΩǎ ǿƛƭƭ ŀǘǘŜƴŘ ǘƘŜǎŜ ŎƻǳǊǎŜǎΦ  

H. If a District vehicle is available, and reserved, it may be used for travel to and from the 

course location based upon the discretion of the District Fire Chief.  

Instructor/Train-the-Trainer Programs:  

A. In-house training programs delegated or initiated by the District will be evaluated based 
upon current and future District needs by the District Fire Chief.  

B. The determination of appropriate compensation, time-off, lodging and travel expenses will 

be left to the discretion of the District Fire Chief. 

 Availability of Instructor training programs is determined by the amount of annual funding, 

employee participation and cost of labor. 

Training Approval and Level Identification:  
Identification and determination of the appropriate Level of Training under which an event falls and 
approval for training participation shall be at the discretion of the District Fire Chief.  
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Training Lodging:  
1. Lodging will be covered for classes not locally held and are multi-day and/or require travel 

later than 10:00 pm.  
2. Employees of different sex will not room together. 

 

Per Diem:  
The District will cover per diems based on current IRS rates for events that require an overnight 
stay.  

A. Tuition/Registration Fees: Tuition or registration fees will be paid by the District for 
classes/training deemed for Levels 2 -4.  

B. Travel: If a District vehicle is available, and reserved, it may be used for travel to and from 
the course location.  The use of personal vehicles must have prior approval from the District 
Fire Chief.  All starting and ending mileage odometer readings must be recorded and the 
documentation turned into administration. 

 
FTO Training Restriction: 

Each medical provider is required to complete the Mesa County FTO process.  The provider shall not 

receive a certification pay-increase until such time that the provider completes the entire FTO process 

and is released from the FTO program by the Medical Director.  Restricting the pay increase until the 

FTO process is completed provides an incentive to the employee in order to complete the FTO process in 

a timely manner.   

Due to De Beque Fire District being a much slower system for EMS calls, employees may be required to 

άǘƘƛǊŘ ǊƛŘŜέ ǿƛǘƘ ŀƴƻǘƘŜǊ ŀƎŜƴŎȅ ƛƴ aŜǎŀ /ƻǳƴǘȅ ƛƴ ƻǊŘŜǊ ǘƻ Ǝŀƛƴ ŜȄǇŜǊƛŜƴŎŜΦ  9ƳǇƭƻȅŜŜǎ are expected 

ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ǿƛǘƘ ǎǳŎƘ ǇǊƻƎǊŀƳǎ ǿƘŜƴ ŘƛǊŜŎǘŜŘ ǘƻ Řƻ ǎƻΦ  ²ƘŜƴŜǾŜǊ ǇƻǎǎƛōƭŜΣ ǘƘŜǎŜ C¢h ǘǊŀƛƴƛƴƎ άǘƘƛǊŘ 

ǊƛŘŜǎέ ǿƛƭƭ ōŜ ŘǳǊƛƴƎ ƴƻǊƳŀƭ ǿƻǊƪƛƴƎ ǎƘƛŦǘǎΦ  
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IMMIGRATION REFORM CONTROL ACT OF 1986  

 

De Beque Fire Protection District complies with the federal Immigration Reform Control Act (IRCA) of 

1986 employment law that requires employers to verify each person hired is authorized to work in 

the United States. DFPD will not hire or continue to employ anyone who is unable to demonstrate 

eligibility to work according to Federal law. Employees must provide qualifying documents for the I-

9 process.  

 
  



 
 

58 |  P a g e  Adoption Date:  April 10th 2018              

 
 

COMPENSATION POLICIES 
 

CLASSIFICATION OF EMPLOYEES  
 
Full-time Employee: An employee normally scheduled to work at least 40 hours per week as Support 
and Administrative Employees, or 216 hours per 28 day work period as Operations Employees. Full-
time employees are currently eligible for District benefits.  
 
Part-time Employee: An employee normally scheduled to work at least 20 hours but less than a 40-
hour workweek ς on average, less than 30 hours per week. Part-time employees are currently 
ineligible for most District benefits.  
 
Temporary Employee: An employee who is hired in a job established for a temporary period or for a 
specific assignment. Temporary employees are currently ineligible for District benefits.  
 
Exempt Employee: An employee who is not eligible for overtime pay.  
 
Non-exempt Employee: Non-exempt employees are eligible for paid overtime at one and one-half 
times their regular rate of pay for all hours worked in excess of 40 hours per workweek unless 
categorized as an Operations Employee. Operations Employees are eligible for paid overtime at one 
and one-half times their regular rate of pay for all hours worked in excess of 216 hours per 28-day 
work period.  
 
Reserves: An employee who is considered a casual employee, is not paid an hourly wage and only 

paid while participating on an incident.  Are generally not eligible for most District benefits. 

CATEGORIES OF EMPLOYEES  
Operations Employee: An employee who is subject to the 7k provisions of the Fair Labor Standards 
Act and is paid overtime based upon a 28-day work period.  
 
Administrative or Support Employee: An employee who is subject to regular provisions of the Fair 

Labor Standards Act and is paid overtime based upon a 40-hour work week. Work schedules may 

vary based upon District needs.   

Reserve Employee: An employee who is hired on a part-time basis and works under standard FLSA 

provisions (non-7k).  
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WORK HOURS  

The normal work hours for Full-time Operations employees (shift) are from 0800 Hours until 48 
hours later at 0800 Hours.  
Full-time Administrative and Support employees are scheduled to work 40 hours per week and 
specific schedules are at the discretion of the District Fire Chief. Daily and weekly work schedules 
may be changed from time to time at the discretion of the De Beque Fire Protection District to meet 
the varying conditions of our business. Changes in work schedules will be announced as far in 
advance as practicable.  
  
Reserve employees are allowed to work up to one-24 hour shift per week and will be required to 

maintain a minimum of 48 hours scheduled time per month.  
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RECORDING WORK HOURS (Time Cards) 
It is the policy of the De Beque Fire Protection District to comply with applicable laws that require 
records to be maintained of the hours worked by our employees.  
All non-exempt employees and exempt employees must record all time worked on approved 
district time report forms. All overtime must be approved in advance by the District Fire Chief. Work 
schedules, overtime calculations, and eligibility for compensatory time vary depending upon 
Operations, Support, Administrative work assignments.  Employees that work additional time that 
has not been approved may be subject disciplinary action including termination.  
 
Employees shall record all used PTO Leave hours during the same pay period as the hours were 
taken.  All time taken off shall be recorded on the approved leave request form. 
Employees are responsible for submitting their timecard on a bi-weekly basis for approval. After 
review and approval by the District Fire Chief, the time card will be submitted to Payroll for 
processing.  Only hours recorded will be paid for that time period.  Unless an accounting error has 
occurred, hourly adjustments will be paid the following pay period.  It is the responsibility of the 
employee to properly record all time worked.  Hours not recorded will not be paid until the next 
payroll period.   Employees shall not complete time cards for other employees.  Falsifying any 
payroll document may be terms for disciplinary action including termination.  
 

Reporting Errors in Pay 
An employee who believes De Beque Fire Protection District has failed to properly compensate the 

employee for all hours worked or for any paid leave, must report this error to the District Fire Chief 

immediately so that the alleged error can be investigated and the situation corrected.  Reporting 

should be in writing, dated and signed by the employee to avoid any miscommunication.  This 

applies to improper deductions from salary, failure to pay overtime rate when applicable, missed 

hours and other errors resulting in under or over compensation.   

The Fire District prohibits improper deductions from the salary of an exempt employee or the 

wages of a non-exempt employee.  If an employee believes an improper deduction has been made 

to the employee's salary or wages, the employee must immediately report this information to the 

District Fire Chief.  Reports of improper deductions will be promptly investigated.  If it is determined 

that an improper deduction has occurred, the employee will be promptly reimbursed for any 

improper deduction made. 
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REGULAR PAY PERIODS  
All DFPD employees are normally paid bi-weekly (every other Friday). Pay cycles are 14 days and 
begin every other Sunday at 0800 Hours.  Employees receive a statement showing gross pay, 
deductions, and net pay. State, Federal, and Social Security (if applicable) taxes and employee 
contributions to District benefits plans are automatically deducted.  
Automatic deductions such as additional tax withholding, contributions to voluntary benefits plans, 
and individual savings plans may be arranged through payroll.  
CƻǊ ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ ŎƻƴǾŜƴƛŜƴŎŜΣ direct deposit is available and your paycheck automatically 
deposited to your bank account.  
Employees shall indicate on time record if they wish to have direct deposit or paper check.    
Please review your paycheck statement for errors.  
The annual payroll calendar is posted for your information in the operations office. 
 

o Staff will be provided a paper paycheck stub on Friday your wages are available.  Paycheck 
stubs will be placed in your mailbox in an envelope.  
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OVERTIME PAY  
The District will, at times, require the employee to work overtime when deemed necessary and 
approved by your supervisor. The non-exempt employee will receive payment for overtime in 
accordance with the overtime provisions of the Fair Labor Standards Act.  
If you are classified as a non-exempt employee, you will receive compensation for approved 
overtime work as follows: 
  
Full-time Operations: Over 216 hours per 28 day work period.  
Full-time Administration/Support: Over 40 hours in a 7-day workweek.  
For purposes of calculating overtime compensation, paid time off (PTO) shall not be considered to 
ōŜ ϦƘƻǳǊǎ ǿƻǊƪŜŘέ ŦƻǊ ōƻǘƘ ƻǇŜǊŀǘional and support employee.  
You will normally receive payment for overtime in the paycheck following the period in which such 
overtime is worked, providing that your time record has been properly prepared, approved by the 
District Fire Chief, and forwarded to Payroll for processing in a timely manner. 
Exempt employees are paid a salary to complete their work and it is not dependent on how many 
hours it takes to complete their duties.  

 

OVERTIME ς WILDLAND FIRES  
An operational employee ordered to respond to a wildland fire incident will be compensated as 
outlined in the general provisions of Cooperative Fire Rate Agreement (CRRF). These employees will 
be paid at their regular hourly wage for the shift(s) they are assigned during the incident. 
Employee compensation will be based on the hours shown on the crew time report (CTR) that are 
approved by Colorado Division of Fire Safety for payment. Normally, only hours approved by CDFS 
will be paid. Actual shift times (0800-0800) will be used for the purposes of calculating the 
appropriate compensable rate (regular versus overtime).  DFPD employees do not receive hazard 
pay.  
Lƴ ōƻǘƘ ŎŀǎŜǎΣ άwŜǎǘ ŀƴŘ wŜŎǳǇŜǊŀǘƛƻƴέ ǿƛƭƭ ƻƴƭȅ ōŜ ŎƻƳǇŜƴǎŀǘŜŘ ƛŦ ƛǘ Ŧƛǘǎ ǘƘŜ ŎǊƛǘŜǊƛŀ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 
current National Wildfire Coordinating Group Incident Business Management Handbook and the 
Annual Operating Plan (AOP). 
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Call Back 
Incidents that may require additional personnel to supplement the on-duty crew includes but are not 

limited to: 

¶ Structure Fire 

¶ Motor Vehicle Incident with entrapment 

¶ Multiple Patient incidents 

¶ Back county rescue 

¶ Hazmat incidents 

This list is not inclusive of all incidents that may need additional personnel.  The District Fire Chief or 

shift Lieutenant may use the Active 911 app to send a page for additional employees to respond that are 

off duty and available.  All employees that respond to off-duty calls shall record the time from the page 

to the time the officer in charges releases them.  Staffing the fire station for second calls will also fall 

into this category.  Call back may or may not result in overtime and is calculated based upon the 28-day 

pay cycle.   

9ƳǇƭƻȅŜŜǎ ǘƘŀǘ άǎŜƭŦ-ŘƛǎǇŀǘŎƘέ ŀƴŘ ŀǊŜ ƴƻǘ ŎŀƭƭŜŘ ǘƻ ǊŜǎǇƻƴŘ ōȅ ŀ {ƘƛŦǘ {ǳǇŜǊǾƛǎƻǊ ƻǊ ǘƘŜ 5ƛǎǘǊƛŎǘ CƛǊŜ 

Chief, are not authorized to collect pay just for responding unless needed or authorized by the Fire 

Chief.   
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SALARY ADMINISTRATION PROGRAMS  

 

To attract and retain above-average employees, the De Beque Fire Protection District endeavors to 
pay salaries competitive with those of other similar Fire Protection Districts. In line with this 
objective, the De Beque Fire Protection District monitors its wage scales to ensure they are kept in 
line with local as well as national economic conditions.  
The compensation package is reviewed on an annual basis and the DFPD Salary Scale is approved 
annually as part of the Fiscal Year budget. Should a Cost of Living Increase Adjustment (COLA) be 
approved, it will normally be effective the first complete pay period of the fiscal year, which is 
typically the 2nd pay daǘŜ ƻŦ WŀƴǳŀǊȅΦ  /h[!Ωǎ ŀǊŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ōŀǎŜ ǊŀǘŜ ŀƴŘ Řƻ ƴƻǘ Ŏƻǳƴǘ ŀǎ ŀ ǎǘŜǇ 
increase. 
Your total compensation at DFPD consists not only of the wages you are paid but may include 
various benefits you are offered, such as group health and life insurance and your retirement plan, 
ŀǎ ŘŜǎŎǊƛōŜŘ ƛƴ ά9ƳǇƭƻȅŜŜ .ŜƴŜŦƛǘǎέ ƻŦ ǘƘƛǎ IŀƴŘōƻƻƪΦ 
If you are qualified for any step increase, the increase may be given upon completion and 
submission of all requirements for that position including documentation of certification and 
completion of any task books or FTO program.  Failure to complete an FTO program may result in 
the loss of the pay increase, disciplinary action or termination.  The Fire District reserves the right to 
freeze any and all pay increases as needed.  
 

Promotion/Reclassification Pay Scale:  
Reclassification of an existing position, the establishment of a new position, or promotion into a 
position will Ƴƻǎǘ ƭƛƪŜƭȅ ŜƴŎƻƳǇŀǎǎ ŀƴ ƛƴŎǊŜŀǎŜ ƛƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǇŀȅΦ  Their new pay level is 
determined by the Pay Schedule adopted by the Fire Protection District annually.   
Questions regarding our salary administration program or your individual salary should be directed 
to the Fire Chief. 
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HOLIDAYS  

DFPD recognizes Federal or State holidays for the purpose of time off or compensation as outlined 
below. The administrative office is closed on the following nine (9) holidays:  
 
bŜǿ ¸ŜŀǊΩǎ 5ŀȅ όWŀƴǳŀǊȅ мst)  
PresidentǎΩ 5ŀȅ όоrd Monday of February)  
Memorial Day (Final Monday in May)  
Independence Day (July 4th)  
Labor Day (1st Monday of September) 
Columbus Day (2nd Monday in October)  
Veterans Day (November 11th)  
Thanksgiving Day (4th Thursday of November)  
Christmas Day (December 25th) 

 
Any discretionary work performed on an observed holiday must be approved by the District Fire 
Chief. If the District Fire Chief agrees it is in the best interest of the district to allow employees to 
work on an observed holiday, hours worked may be taken as flex time in the same pay period.  

 

Administrative Employee Holidays:   
A. Holidays will be recognized on the Federal observed holiday. If the Federal observed holiday 

falls on a day the administrative office is normally closed, such as on Friday, those 
employees not normally scheduled to work will receive no pay for that day.  

B. Employees scheduled to work on an observed holiday will receive the day off with pay 
according to their normally scheduled hours, i.e. ten (10) hour shift will receive ten (10) 
hours of pay; four (4) hour shift will receive four (4) hours of pay; etc.   

C. Part-time administrative employees generally do not qualify for holiday pay.  
 

Operational Employee Holidays: 
Operational FTE employees scheduled to work on a Holiday may receive 12 hours of time and one half 

holiday pay.   

A. Holiday pay will only be paid to the employee that works a full shift (24 hours) on that specific 

day. 

B. If an employee only works part of the shift, the employee is not eligible for the holiday pay. 

C. Holiday pay is an incentive for those employees that work a holiday away from family. 

D. Employees that trade part of the shift are not eligible for holiday pay.  
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PERFORMANCE DEVELOPMENT AND EVALUATIONS  

 

To ensure that you perform your job to the best of your abilities, it is important for you to be 
recognized for good performance and to receive appropriate suggestions for improvement, when 
necessary. Consistent with this goal, your performance will be evaluated by your supervisor on an 
ongoing basis. You will also receive periodic written evaluations of your performance. All written 
performance reviews will be based on your overall performance in relation to your job 
responsibilities and will also take into account your conduct, demeanor, and record of attendance.  
 

Newly Hired Employees:  
Newly hired employees will be evaluated periodically.      
 

Promoted or Transferred Employees:  
After being selected for promotion or transfer to a new position, your current supervisor will 
complete a performance evaluation of your current position prior to your promotion or transfer.  
After promotion or transfer, your performance will be evaluated periodically in writing. 
 

Annual Performance Evaluations:  
All DFPD employees will receive periodic written performance evaluations.  
In addition to periodic performance evaluations, specially written performance evaluations may be 
conducted by your supervisor at any time to advise you of the existence of performance or 
disciplinary problems, typically in a Performance Improvement Plan process (PIP).  
 

Performance Improvement Plans (PIP):  
Performance Improvement Plans (PIPs) are intended as a performance coaching tool to be used by 
the supervisor to assist an employee who has a performance-related problem.  
PIPs are warranted when a significant performance event occurs and/or are required in cases where 
ŀƴ ŜƳǇƭƻȅŜŜ ŘƻŜǎ ƴƻǘ άƳŜŜǘ ŜȄǇŜŎǘŀǘƛƻƴǎέ ƻƴ ǘƘŜ ƻŦŦƛŎƛal Performance Evaluation form.   
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Employee scheduling policy 

 

Full-time employee scheduling: 

¶ Full-time employees will normally be assigned to a 48/96 crew schedule.  Employees may be 
reassigned crew shift schedules as needed. 

¶ Additional overtime shifts shall be pre-approved through the District Fire Chief. 

¶ Reference 48/96 policy. 

¶ Employees shall submit appropriate forms for requested time off. 

¶ Employees are expected to work their designated shifts.  

¶ Shift schedule is posted on the Fire District workspace email system. 

¶ Employees are responsible for checking the schedule and being aware of any changes in 
scheduling. 

Part time employee scheduling: 

¶ Part-time paid work may not apply to an employee considered to be 3rd riding, in the 
residency program or reserve unless otherwise approved by the District Fire Chief. 

¶ There is no guaranteed part-time shift availability. 

¶ Schedules will be approved by the District Fire Chief. 

¶ Every attempt will be made as to distribute available shifts equally to employees dependent 
upon staff qualifications and district needs. 

¶ The appointed scheduling person will confirm the shift is scheduled and place the person 
name on the on-line district shift calendar. 

¶ Scheduling will be forward to the District Fire Chief when ready for approval. 

¶ The scheduling person will review the maximum hours worked for each part-time employee 
every three months (quarterly) to ensure compliance that part-time hours worked do not 
exceed thresholds for allowed work time.  Maximum time shall be less than 359 hours 
quarterly. 
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Shift Trade  
 

To allow shift employees flexibility in arranging needed time off duty while maintaining designated 
staffing levels. Shift trades are considered a privilege and not an entitlement.  Employees that 
misuse shift trades may be prohibited from participating in the program.  Shift trading to work part-
time employment is discouraged.  Employees are expected to work their designated crew shift.   
 
Guidelines: 

A. Shift trades must not affect the operational effectiveness of the District.  
B. The employee who is covering the designated trade shift shall be accountable for any 

tardiness or failure to report.  
C. 9ƳǇƭƻȅŜŜǎ ǘƘŀǘ άōŀŎƪ ƻǳǘέ ƻŦ ŀ ǎƘƛŦǘ ǘǊŀŘŜ ŀǊŜ ƴƻǘ ŜƭƛƎƛōƭŜ ŦƻǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ŀƴȅ ƻǘƘŜǊ ǎƘƛŦǘ 

trades for the remainder of the quarter. 
D. Shift trades may be denied by the District Fire Chief.  
E. A shift trade is considered a forty-eight (48) hour shift. 
F. For purposes of scheduling, a full forty-eight (48) hour shift can be separated into two 

twenty-four (24) hour blocks of coverage.  
G. Hours of the trade may vary by agreement between the two parties and approved by the 

District Fire Chief. 
H. The District shall not incur any overtime from the result of shift trades 
I. Shift trades shall occur during the same payroll period. 
J. If an employee is unable to full-fill the shift trade they must find a qualified replacement and 

obtain permission from the District Fire Chief for the replacement. 
K. Family emergency or illness will be taken into consideration on a case by case basis.  
L. Employees may only have 3 shift trades per quarter.  
M. The 3 shift trades per quarter will apply to the person that initiates the shift trade. 
N. {ƘƛŦǘ ǘǊŀŘŜǎ Ƴŀȅ ƴƻǘ ōŜ ŀŎŎǳƳǳƭŀǘŜŘΣ ƛΦŜΦ ȅƻǳ ŎŀƴΩǘ ǎŀǾŜ ǳǇ с ǎhift trades and use them in 

one-quarter.   
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48 / 96 Shift Model and Policy 

 
Policy:  
 

It shall be the policy of the De Beque Fire Protection District to periodically review the fire 
ŘŜǇŀǊǘƳŜƴǘΩǎ ǿƻǊƪ ǎŎƘŜŘǳƭŜ ǘƻ ŜǾŀƭǳŀǘŜ ƛǘǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎΦ  ¢ƘŜ пуκфс ǎƘƛŦǘ ǎŎƘŜŘǳƭŜ ƛƴŎƭǳŘŜǎ ǘƘŜ 
following positions: Firefighter both ALS and BLS positions, full-time and part-time employee and 
reserves.  

 
Procedures:  

A. The 48 / 96 schedule was implemented beginning January 1, 2015, and shall be periodically 
reviewed.  

B. The 48 / 96 shift schedule is a three-platoon system in which employees work two consecutive 
twenty-four-hour shifts for a total of forty-eight hours, and have ninety-six consecutive hours off 
(4 days).  

 
A typical work period is as follows:  
X= work day, and O=day off: XXOOOOXXOOOOXXOOOO and so on.  
 

C. Overtime will be in accordance with existing procedures. In instances of mandatory overtime, 
the maximum amount of consecutive hours an employee can be held over will be 72 hours.  

 
D. In the event an on-shift crew is scheduled to work both December 24th and December 25th of the 

same year, the shift assigned to work on December 23rd will be reassigned to work on December 
24th.  The shift originally scheduled to work December 24th will be reassigned to work on 
December 23rd.  
 

E. Shift Bid: De Beque Fire does not currently have any Shift Bid.  

 

General Station Operations 
Purpose: To provide policy and guidelines for safe, efficient, and effective operations of the Fire Station.  

A. The shift officer is responsible for the operation of the Fire Station during their shift. 

B. In the absence of the shift officer, the regular full-time staff assigned to that shift shall be in 

charge when qualified until a fire officer arrives on scene.  

C. The fire station shall be maintained and operated in a manner which promotes efficiency, good 

appearance, and safety to the personnel assigned there and to the public. 

D. By 09:00 hours each morning, personnel shall ensure that all apparatus have had daily checks 

completed and have been made ready for response. Any issues with equipment will be 

immediately reported to the OIC. 

E. All personnel shall be responsible for overall fire station security. 

F. All personnel shall be mindful of fire station security and abide by all those policies, which 

concern the same. 

G. When not occupied, or when personnel are unable to monitor the facility, the fire station shall 

be secured with doors and windows locked. 
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H. All personnel shall be mindful of station safety and shall correct and/or report such safety 

problems as they may observe in the fire station.  Document these issues in Target Solutions.  

The Fire Chief should be notified of issues that need immediate attention.  

I. Personnel shall use care and all available safeguards when utilizing power equipment, tools, and 

electrical equipment in the fire stations. 

J. Personnel shall use care in the storage of tools, equipment and supplies so as to not block any 

access or egress or to impede the response to alarms.  Personnel shall clean-up and put tools 

away when projects are completed.  

Fire Station Visitors and Tours 
a. Visitors shall be in accordance with station business hours and district policy. 

b. Visitors staying beyond station hours must have the permission of the Fire Chief. 

c. At no time shall visitors be allowed in fire station dorm rooms unless on a tour.  Entertainment 

of visitors in dorm room are strictly prohibited.  

Sleep Times 
Purpose of the sleep time policy is to provide guidance to personnel concerning when and how much 

sleep time should be taken.  At times 48 hour shifts may present a lack of sleep during higher call 

volumes.  This policy is not all inclusive and questions should be directed to the Fire Chief when 

questions arise.  The intent of the policy is to provide rested personnel but not provide for nap time in 

order to get out of work projects.  The Fire District personnel are expected to be working around the fire 

station between the hours of 08:00 and 18:00 except Sundays.  Personnel found to be avoiding proper 

work participation with napping or other non-related work projects may result in disciplinary action.  

On duty personnel shall not be permitted to sleep in the dayroom between 08:00 and 18:00 hours 

Monday thru Saturday.  Naps taken in recliners are permitted at the discretion of the shift supervisor on 

Sundays.  

Normal daily work schedule consists of station operation and duties between the hours of 08:00 and 

18:00 with evening training at times.  The maximum daily hours without rest is 16 hours. 

 

a.  At the discretion of the Officer in Charge, an individual exhibiting signs of illness or extreme 

fatigue may retire to the sleeping quarters prior to 1800 hours, or until such time as appropriate 

coverage arrangements can be made.  At the discretion of the shift supervisor, personnel can be 

allowed to rest the following day for a defined period of time if the crew has been up running 

calls the previous evening or early morning.  An email to the Fire Chief documenting this rest 

period shall be issued and the reason why.  Sleeping during the daytime should be the 

exception.  On-duty personnel are not allowed to sleep during the day in the dayroom.  

b. Personnel that are unable to get (8) eight hours of total sleep time may, at the discretion of the 

shift supervisor be allowed to take a rest during daytime operations provided that apparatus 

have been checked and ready for response.  An email shall be sent to the Fire Chief for 

documentation.  

In all cases the Officer-In-Charge shall consider the needs and duties of the Fire District before allowing 

personnel to occupy beds during the regularly scheduled times. 
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c.  There shall be no unnecessary disturbance of sleeping persons between the hours of 2300 and 

0700 hours or during other permitted times.  Personnel shall be mindful of other staff of noise in 

the evenings.  Loud music or noise is prohibited in dorm rooms.  

Station Dorm Rooms 
At the end of shift, personnel shall make ready the room for the on-coming crew.  All personal items 

shall be stored in your assigned locker.  Personnel shall not enter or remove any items from lockers 

which they are not assigned to.  Trash should be emptied when needed.  If floors become soiled, 

personnel should clean these prior to the on-coming crew arrival.  

The use of drugs, alcohol, smoking or tobacco products are prohibited in dorm rooms as well as any 

district property including apparatus.  

 Personnel are encouraged to cooperate between each other and communicate any issues on dorm 

room cleaning.   

Bedding 
1. Personnel shall provide their own bedding materials.  The Fire District provides comforters to be 

placed on the bed when not in use by staff.   

2. Personnel are responsible for cleaning and maintenance of their personal bedding. 

3. Personnel will, at the end of their shift, remove their bedding so that the bed will be ready for 

use by the on -coming shift. 

4. Bedding that is to remain shall be straightened each morning by the person leaving the bedding 

in place. 

5. When individuals who are non - members of the Fire District stay overnight and occupy a bed, 

they will: 

a. Not use bedding belonging to someone else. 

b. Leave the bed as they found it prior to their leaving the station. 

c. Re-use the same bedding issued to them if their stay is for more than one night. 

 

Staff Restrooms 
Showers:  

Personnel are encouraged to wipe down shower stalls following showers to aid in keeping shower stalls 

clean.   

At the end of 48 hour shift, all personnel shall put away, soaps, shampoo, towels and shaving kits to 

allow the on-coming crew space.   

Personnel should refill toilet paper rolls when empty and not leave empty rolls for the on-coming crews. 

At the end of each shift, toilets and sinks are to be cleaned and trash removed as a minimum.   

Kitchen Area 
1. A cooperative effort should be exerted by members to effect a mutual agreement as to the 

cooking, eating, and cleaning arrangements in the kitchen for the work shift.  It is expected that 

all personnel participate equally in the purchase of meals, cooking and cleaning.   
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2. Crews are responsible for the cleaning of their assigned refrigerator.  Old food should be 

disposed of monthly or more frequently as needed. 

3. Trash removed at the end of each 48 hour shift.  

4. Recycled items should be emptied weekly.  

All dishes will be cleansed and stored prior to departure at the end of shift.  Kitchen table will be wiped 

down at the end of shift, trash removed when appropriate and floor swept.  
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DAILY WORK SCHEDULE 
Scope 

This standard regulates the daily activities of personnel assigned to fire station duty. 

Daily Schedule 
In general the following tasks shall be performed during every 48 hour shift, as incident volume and 

weather permit.  Personnel should refer to monthly station cleaning assignment for further detail.  Shift 

Supervisor shall be responsible for ensuring that assignments are carried out.  

a. 07:00 Station wake up call.  The station alerting system will notify personnel of the station wake-

up.     

b. 08:00 Shift change:  Personnel shall be present and ready for pass down information.  All 

personnel are required to participate in pass down of information.  Personnel should be ready 

for pass down by no later than 7:50.  All personnel are required to participate in pass-down.  

Pass down is the transfer of information from the off-going crew to the on-coming crew.  Pass 

down is not intended to inspect the off going-crew.  Personnel should be proactive and positive 

in nature.  

It is encouraged that personnel working 48 hour shift take at least one shower per shift.  

Apparatus Checks 
Following pass-down personnel should proceed to apparatus checks to ensure that all equipment is 

ready for response.  Apparatus checks should be completed by 09:00.  Monthly detailed inspections may 

ƻŎŎǳǊ ŀŦǘŜǊ ǘƘŜ Řŀƛƭȅ ŎƘŜŎƪǎ ŀǘ ǘƘŜ ǎƘƛŦǘ ǎǳǇŜǊǾƛǎƻǊΩǎ ŘƛǎŎǊŜǘƛƻƴΦ tŜǊǎƻƴƴŜƭ ǎƘŀƭƭ ŎƻƳǇƭŜǘŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 

inspection checks and properly document such inspection checks on the provided form.  Falsifying 

checks may result in termination.  

 Down Time 
Shift supervisors shall review station areas for projects that are needed.  The intent is the shift 

supervisor should be active in the participation of station maintenance, equipment maintenance, 

training and other project areas essential to the operation of the fire district.  Personnel are discouraged 

from spending the entire shift sitting in the dayroom.  

TV and video watching 
Personnel should not watch TV or videos on personal computers not related to work during the daytime 

work periods.  Sundays are considered free day and are exempted.   
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Personal Projects 
No personal projects are allowed during daytime work schedule (Monday ς Saturday).  On Sundays and 

after 18:00 Monday thru Saturday, personal projects may be accomplished with clean-up of the project 

completed prior to sleep.  Employees should keep personal computer projects, phone calls and other 

personal related items until after 18:00 hours.  Fire District expectation is that if you are on the time 

clock you should be working on fire district projects and not personal projects. 

Assigned Tasks 
Each shift supervisor will assign tasks as needed.  Additional monthly tasks are outlined on the daily and 

monthly station task schedule. 

A. The shift supervisor shall be responsible for ensuring that all assigned tasks are completed each 

shift if incident volume and weather permit. 

B. The shift supervisor, at his or her discretion, may alter the daily schedule, provided that all 

assigned tasks are completed before the end of each shift.  Example ς After cleaning and 

ǊǳƴƴƛƴƎ Ŏŀƭƭǎ ƻƴ ŀ άƘŀǊŘέ ŘŀȅΣ ǘƘŜ ŦǊŜŜ ǘƛƳŜ Ƴŀȅ ōŜ ƳƻǾŜŘ ǳǇ ŀǘ ǘƘŜ ǎƘƛŦǘ ƻŦŦƛŎŜǊΩǎ ŘƛǎŎǊŜǘƛƻƴΦ  

 

Cleaning of Apparatus 
Personnel shall at the discretion of the shift supervisor make all apparatus clean and ready for response 

as soon as possible and prior to the end of the 48 hour shift. 

Exemptions: 

A. During periods of high call volume the shift supervisor may elect to clean the apparatus at the 

end of the shift.  IE ς storm conditions with back to back response. 

B. Long extended calls ς apparatus deployed on fires or similar responses that arrive back at the 

station late in the 48 hour shift may be washed at the end of the 48 hour shift. 

C. Fire hose and tools that are soiled in the course of an incident during late evening calls or early 

evening calls will be cleaned whenever possible at the end of shift.  Both the on-coming crew 

and the off-going crew shall participate in the cleaning to ensure that equipment is placed in a 

status of ready as soon as possible.  This in inclusive of all equipment including SCBA refilling.   

D. The next shift crew is responsible for ensuring that hose and equipment, when dry are placed 

back into service.  The thoǳƎƘǘ ǇǊƻŎŜǎǎ ƻŦ άƛǘ ŘƛŘ ƴƻǘ ƘŀǇǇŜƴ ƻƴ Ƴȅ ǎƘƛŦǘΣ LΩƳ ƴƻǘ ǊŜǎǇƻƴǎƛōƭŜέ ƛǎ 

not acceptable and should not be left to when the original call crew comes back on shift.  The 

intent is that equipment be ready for response as soon as possible.  

E. Incident responses after 22:00 hours at the end of the 48 hour shift, the apparatus may be 

washed at the end of shift.  On-coming personnel will assist the off-going crew in cleaning and 

preparing the apparatus.  Cooperation of all crews are expected.  

 

Apparatus must be made ready for response.  The shift supervisor is responsible for ensuring that 

apparatus is ready for response and should inspect apparatus following each response.  It is the intent of 

this policy to ensure properly stocked apparatus.   
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Snow Removal 
When overnight snow storms occur prior to the end of 48-hour shift, the off-going crew will start snow 

removal by removing snow from the entrance sidewalks.  The shift supervisor will adjust wake times 

accordingly.  The on-coming crew will finish snow removal of the parking lot areas.   

Exemptions: If the off-going crew has been running calls prior to the end of shift (early morning) they 

will be exempted from snow removal.    

 

Personnel Parking 
Personnel will park in the parking lot.  This includes the east over-flow parking.  Personnel will not leave 

personal vehicles parking in travel areas.  Personnel can park on the east side of the dorm rooms to 

facilitate moving personal items into the dorm rooms.  Personnel should move vehicles when finished so 

that vehicles do not impede entrance to the apparatus aprons.   

Personnel should not park or block the vehicle charging station parking 

Personnel should not park in handicapped parking spaces unless properly placarded.  

During times when parking is limited, personnel may park on the far-east side of the east apron area 

(near propane tanks).  

 

Off duty call response:  Personnel that respond to calls when off duty may park close to the station as 

needed with due regard for not blocking hazmat trailers or apparatus doors.   

 

 Expenditure Policy 
 

     The District Fire Chief is responsible for the supervision of Fire Protection District expenditures 

and District Budget.  The District Fire Chief working with accounting and will present a monthly 

expenditure report in an acceptable format to the District Board.   

¶ Expenditures:  District expenditures shall have a purchase requisition form attached to the 
invoice with the District Fire ChiefΩǎ ǎƛƎƴŀǘǳǊŜ ŀǳǘƘƻǊƛȊƛƴƎ ǎǳŎƘ ŜȄǇŜƴŘƛǘǳǊŜs.  Any 
expenditure not signed by the District Fire Chief is not authorized.  The District Fire Chief 
may delegate to staff the purchase items on a signed purchase requisition form.  An 
employee may not purchase items without the prior approval from the District Fire Chief. 

¶ Fire Protection District Board Review:  The District Board shall review invoices and 
requisitions monthly at a designated time.  Following the invoice review, the District Board 
Treasurer or designated Board Member shall initial the invoice indicating that transaction 
has been reviewed.   

¶ Operational expenditures:  The District Fire Chief is authorized to expend funds to sustain 
daily operations, routine apparatus maintenance, and supplement replacement of non-
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capital items.  Capital expenditures in excess of $1,500 shall only be made after Fire 
Protection District Board review and approval in accordance with Colorado Law. 

¶ Delegation:  The District Fire Chief may designate a line supervisor or responsible employee 
in his/her absence to authorize routine expenditures. 

¶ Emergency Expenditures:  In the event of an emergency expenditure, the District Fire Chief 
shall follow the chain of command and notify the Board President or Vice-President of the 
emergency expenditure and the nature of the emergency including the amount of the 
expenditure. 

¶ Budget: Fire Protection District ǎƘŀƭƭ ŀŘƻǇǘ ŀƴ ŀƴƴǳŀƭ ōǳŘƎŜǘ ǇǊƛƻǊ ǘƻ ŎŜǊǘƛŦȅƛƴƎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 
mill levy.   

o The Board shall designate a qualified person to prepare a budget.  This is normally 
the Fire Protection District CPA. 

o Adoption of the budget shall be in a public hearing. 
o The Board shall publish a notice in both Garfield County and Mesa County 

newspapers. 
o The District Fire Chief shall provide input on budget categories for the Budget. 
o The Fire Protection District Board shall appropriate such budget through resolution.  
o  The District Fire Chief shall sign all expense requests.  
o The District Fire Chief shall be responsible for following the annual budget. 
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¶ Resource ordering:  The District Fire Chief shall be responsible for ordering out of district 
resources.  The District Fire Chief may direct the on-scene employee to order such 
equipment as needed for the preservation of life safety and property.   

These resources include but are not limited to: 

¶ Aerial firefighting equipment 

¶ Wildland suppression teams 

¶ Ground support equipment (dozers, water tenders, fire engines) 

When wildland firefighting equipment or resources are ordered, the appropriate County 

Sheriff shall be notified of the request for such equipment and approval for ordering such 

equipment is obtained prior to placing the order.  Fire Protection District employees shall 

follow established Annual Operating Plans (AOP) when ordering equipment.  Fire Protection 

District employees shall avoid encumbering the Fire Protection District unless a life safety 

issue exists.   All resources ordered shall be approved by the District Fire Chief or designated 

staff person.   

Local Fire District mutual-aid resources can be ordered by the Incident commander without 

the need of prior approval.   
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Employee Benefit Plans 

 
Full-time classified employees, are eligible for a variety of group benefits. They have 31 days from 
their date of hire to enroll in the various plans, and day one is the date of hire.  Coverage is effective 
the first of the month after the date of hire.  Employees should examine all benefits information 
provided, paper and electronic, in order to make informed decisions. They should ask questions 
before making a decision and review and verify the accuracy of their elections before submitting 
them. 
Once enrolled in any of the group benefit plans, the employee will then have certain 
responsibilities: to verify the accuracy of enrollment elections and the deductions for these 
elections,   , to inform the Fire Protection District of any changes, and, most importantly, to become 
familiar with the plans you have elected, as well as any information regarding the state rules and 
procedures governing those plans. 
Employees are allowed to add a new spouse or dependent child within 31 days of a qualifying 
event, such as marriage or birth. Day one of this 31-day window is the date of the event, such as the 
date of marriage or birth. When a spouse or dependent child is no longer eligible, the employee 
must notify administration within 31 days of the ineligibility date. The employee must also provide 
any supporting documentation regarding changes within the 31-day window (e.g., documents that 
ǾŜǊƛŦȅ ŀ ƴŜǿ ǎǇƻǳǎŜΣ ŀ ŘƛǾƻǊŎŜΣ ŀ ƴŜǿ ŎƘƛƭŘΣ ƻǊ ŀ ŎƘŀƴƎŜ ƛƴ ŀ ǎǇƻǳǎŜΩǎ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ŜƭƛƎƛōƛƭƛǘȅ ŦƻǊ 
benefits with another employer). 
 

Medical, Dental and Vision Insurance: 
De Beque Fire Protection District offers medical and dental plan coverage for eligible employees 
and their eligible dependents, which includes spouses, same-gender domestic partners (SGDP), 
dependent children, and the dependent children of a SGDP.  
 
Costs: 
Annually, the Fire Protection District Board of Directors review current benefits offered to 
employee and the cost share associated with each individual plan.  Cost-sharing plans may vary 
from year to year and from position to position.  Contact District Administration for currently 
available plans and costs.   
 
AFLAC: Eligible employees can obtain AFLAC through the De Beque Fire Protection District.  AFLAC is 
paid by the employee through payroll deductions.  Additional information is available upon request. 
 

 
Benefits eligibility is based upon the position held and qualifying positions. 
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Definitions  
 
Eligible Employee: Any person employed by the De Beque Fire Protection District who meets the 
definition of Employee and is employed full-time.  An Employee means an employee whose salary is 
paid by the De Beque Fire Protection District.  Employees do not include persons employed on a 
temporary basis.  
  
Eligible Dependent:  
 
A. Current Spouse, including Common Law Spouse.  
 

1. Spouse means a spouse as recognized under federal tax law. 
2. Common Law Spouse means an adult,  

a. Who is at least 18 years of age; and  
b. With whom the Employee cohabitates; and  
c. Who represent themselves to the community as married to each other; and  
d. There is no legal impediment to the marriage.  

 
B. A child through the end of the month in which the child turns age 26. The legal definition of the 

child must be applied (e.g., first generation, parent-child relationship). As of July 1, 2011, marital 
status, student status, financial support, and residency are no longer factors under the Patient 
Protection and Affordable Care Act.  

 
A child includes:  

¶ a biological or natural child;  

¶ a legally adopted child;  

¶ a child legally placed for adoption or foster care;  

¶ a step child as long as the employee and natural parent are married;  

¶ a child of a same-gender domestic partner or a partner in a civil union as long as the 
employee and parent are in a committed relationship; and  

¶ a child for whom the employee has a court order granting legal custody or parental 
responsibility that specifies the employee is responsible for providing health 
insurance coverage.  

 
A physically or mentally disabled child who is 26 years of age or older and is;  

a) unmarried;  
b) certified by the DisǘǊƛŎǘΩǎ medical carrier or third-party administrator as being 

disabled prior to the age of 26 (proof of disability and dependency must be provided 
prior to becoming covered under the medical plan and annually, if requested); and  

c) relying on the employee as the major source of financial support or the employee is 
directed by a court order to provide coverage.  

 
Exclusions  
Ex-spouses and their children, same-gender domestic ex-partners and their children, civil union ex-
partners and their children, opposite-gender domestic ex-partners and their children, parents, 
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grandparents and grandchildren, siblings, aunts and uncles, nieces and nephews, cousins, and any 
other relatives or non-relatives in the household. The only exception is when a court determines a 
qualified dependent relationship exists and issues an order specifying responsibility for coverage.  
 
QUALIFYING EVENTS  

ω aŀǊǊƛŀƎŜΣ ŘƛǾƻǊŎŜ ƻǊ ŘŜŀǘƘ ƻŦ ŀ ǎǇƻǳǎŜ  
ω .ƛǊǘƘΣ ŀŘƻǇǘƛƻƴ ƻǊ ŘŜŀǘƘ ƻŦ ŀ ŎƘƛƭŘ  
ω /ƘŀƴƎŜ ƛƴ ŜƳǇƭƻȅƳŜƴǘ ǎǘŀǘǳǎ ŦƻǊ ȅƻǳ ƻǊ ȅƻǳǊ ǎǇƻǳǎŜ όŜȄŀmple: layoff, change in hours)  
ω /ƘŀƴƎŜ ƛƴ ŘŜǇŜƴŘŜƴǘΩǎ ŜƭƛƎƛōƛƭƛǘȅ ǎǘŀǘǳǎ όŜȄŀƳǇƭŜΥ ŀ ŎƘƛƭŘ ŜȄŎŜŜŘƛƴƎ ǘƘŜ ƳŀȄƛƳǳƳ ŀƎŜ ŦƻǊ 
coverage)  
ω ! ǎƛƎƴƛŦƛŎŀƴǘ ŎƘŀƴƎŜ ƛƴ ǘƘŜ Ŏƻǎǘ ƻǊ ŎƻǾŜǊŀƎŜ ƻŦ ȅƻǳǊ ǎǇƻǳǎŜΩǎ ōŜƴŜŦƛǘǎ όŜȄŀƳǇƭŜΥ ǎǇƻǳǎŜ 
open enrollment)  
ω /ƘŀƴƎŜ ƛƴ ǇƭŀŎŜ ƻŦ ǊŜǎƛŘŜƴŎŜ ŎŀǳǎƛƴƎ ŀ ƭƻǎǎ ƻŦ ŜƭƛƎƛōƛƭƛǘȅ όŜȄŀƳǇƭŜΥ ƳƻǾƛƴƎ ƻǳǘǎƛŘŜ ƻŦ ŀ 
ǇƭŀƴΩǎ ǎŜǊǾƛŎŜ ŀǊŜŀύ  

  
 

Required Documents for Benefits 

Newborn 1. Birth certificate within 31 days of the date of birth.  
2. Social Security number within 90 days of the date of birth. 

Spouse 1. Marriage certificate  
2. AND the first page of your most recent tax return; OR a 
document dated within the last 60 days showing current 
relationship status, such as a joint household bill or joint 
bank/credit account, etc. The documents must be dated and 
ƭƛǎǘ ȅƻǳǊ ǎǇƻǳǎŜΩǎ ƴŀƳŜ ŀǘ ȅƻǳǊ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΦ 

Civil Union Partnership 1. A copy of the Civil Union Certificate received from the 
County Clerk and Recorder or a record of the Civil Union 
received from the State Registrar as presumptive evidence 
of the Civil Union.  
2. AND the first page of your most recent tax return;  
OR a document dated within the last 60 days showing 
current relationship status, such as a joint household bill or 
joint bank/credit account, etc. The documents must be 
ŘŀǘŜŘ ŀƴŘ ƭƛǎǘ ȅƻǳǊ ǇŀǊǘƴŜǊΩǎ ƴŀƳŜ ŀǘ ȅƻǳǊ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΦ 

Common-law Spouse 1. Common-law affidavit  
2. AND a document dated within the last 60 days showing 
current relationship status, such as a joint household bill or 
joint bank/credit account, etc. The documents must be 
ŘŀǘŜŘ ŀƴŘ ƭƛǎǘ ȅƻǳǊ ǇŀǊǘƴŜǊΩǎ ƴŀƳŜ ŀǘ ȅƻǳǊ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎ 

Children 1. ! ŎƻǇȅ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ōƛǊǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ƻǊ ŀŘƻǇǘƛƻƴ 
certificate, naming you or your spouse/SGDP/Civil Union 
tŀǊǘƴŜǊ ŀǎ ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘΤ  
OR appropriate custody or allocation of parental 
responsibility naming you or your spouse/SGDP or Civil 
Union Partner as the responsible party to provide insurance 
for the child. 

  

***** NOTE: If this is the child of the Common law spouse, a Civil Union Partner, a step parent or a Same Gender Domestic 

Partner, please note that the relationship between the two adults must also be established and verified even if you are not 

covering them on any of your benefits.***** 
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Employee Leave (PTO) 

Considering the importance of maintaining a sufficient number of employees on duty to perform 

our duties efficiently and safely, it is necessary to establish guidelines for approving requests for 

leave time. Top priority shall be given to the managing of employees so as to staff shifts adequately. 

POLICY 

¶ All leave time must be requested and approved through the District Fire Chief. In the 

absence of the District Fire Chief, Shift Lieutenants will process requests for leave. 

¶ All requests for leave must be submitted to the District Fire Chief 3 weeks in 

advance or more before the date of the leave requested. Leave Request forms that 

are submitted less than 3 weeks before the date of the leave requested will be 

automatically rejected unless an emergency exists and will be reviewed on a case by 

case basis.  Submitting the Leave Request form does not guarantee approval of the 

Leave request.  

Definitions: 

PTO:  Applies only to FTE employee.  Provides a bank of hours in which the employer pools hours to 

be used for sick days, vacation days, and personal days.  FTE employees accrue PTO based upon the 

length of time and work status.  PTO covers both sick time and vacation leave time.   

Unpaid Leave:  Applies only to FTE employee.  Unpaid leave is time off from work which is provided 

without pay. When an employee takes or is given this type of leave, he or she retains a position in a 

company, and many retain benefits as well, but the employee receives no pay. 

  



 
 

82 |  P a g e  Adoption Date:  April 10th 2018              

 
 

Leave Reason Codes: 

PV ς Paid Vacation Day: Where an employee has worked a holiday and is owed a vacation day.  This 

applies only to 40 hours FTE employee. 

V ς Vacation Day Unpaid:  Taking a holiday vacation day that is not part of the vacation package at 

DFPD-applies to 4o hour employee. 

PL ς Personal Leave Paid (PTO):  Taking time off for personal reasons. 

PU ς Personal Leave Unpaid: Taking time off for personal reasons ς non-paid. 

ML ς Medical Leave: Up to 5 days PTO ς see medical leave. 

FSL ς Family Sick Leave:  PTO time used for family sick leave. 

MU ς Pregnancy Disability Leave Unpaid: Taking extended time off after giving birth ς non-paid. 

MED ς Medical Leave Unpaid:  non-occupational illness or disability, other than pregnancy, childbirth, 

or related medical conditions. 

JD ς Jury Duty Paid: Three days of jury duty is allowed to be paid by DFPD. 

JDU ς Jury Duty Unpaid: Additional days of jury duty taken. 

MIL ς Military Leave Unpaid: An unpaid leave of absence for required military service. 

WC ς Workers Compensation:  A leave of absence because of work-related illness or injury. 

BL ς Bereavement Leave Paid:  3 Additional paid PTO leave of absence to attend the funeral of an 

immediate family member. 

ATF- Additional Time Off for Funeral unpaid: In the instance of the death of an immediate family 

member. 

ST ς Shift Trade: Shift trade must be within same pay period and will not create overtime expense. 

T-Training 

O ς Other ς Please explain 

WCP ς Work Related Court Leave Paid: Mandatory Court Appearance-related to work. 
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PTO REQUEST PROCEDURES 
A. General Leave Time Procedures 

1. ¢ƘŜ 5ƛǎǘǊƛŎǘΩǎ [ŜŀǾŜ wŜǉǳŜǎǘ CƻǊƳ ǿƛll be used when requesting leave and shift trades. Leave 
must be processed (i.e., approved or rejected) by the District Fire Chief. Leave request forms are 
available on the Fire District shared drive or in the operations office in the mailbox. 

2. There must be sufficient staffing scheduled on the date of the leave requested in order for the 
ƭŜŀǾŜ ǘƻ ōŜ ŀǇǇǊƻǾŜŘΦ LŦ ŀǇǇǊƻǾƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ ƭŜŀǾŜ ǿƻǳƭŘ ŎŀǳǎŜ ǘƘŜ 5ƛǎǘǊƛŎǘ ǘƻ Ŧŀƭƭ ōŜƭƻǿ 
Minimum Level Risk Staffing requirements, the request should be rejected.  

3. Shift trade time must have prior approval and the Leave Request form completed.  The shift 
trade must be within the same 2-week pay period and not incur additional overtime expense. 

4. Leave time for classes or training MUST be approved by the Fire Chief prior to attendance. 
Employees must submit the request in writing using the District Leave Request Form. Approved 
leave for training is not chargeŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ t¢h ōŀƭŀƴŎŜ but is rather considered 
alternate assignment administrative leave with pay. 

5. All leave time requests shall comply with the De Beque Fire Protection District Rules and 
Operation Standards. 

PTO Leave Accrual 
 
Employees will accrue the following amount of general leave to be used for vacations, illness and paid 

holidays. There is no waiting period for new employees to use their PTO once it is accrued. 
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PTO Chart 

 

40 hour Full-Time Employees Shift Employees 

Years of 

Service 

Bi weekly hr. Annual 

Hours 

Accrual 

Cap 

Per 48 

hr. shift 

Bi weekly 

Accrual 

hours 

Annual 

Accrual 

hours 

Accrual 

Cap 

1 ς 5 

years 

3.15 126 126 2.4 5.630 146.4 146.4 

6 ς 10 

years 

5.54 144 144 3.6 8.446 219.6 219.6 

11 or 

more 

6.69 174 174 4.2 9.853 256.2 256.2 

    

Revised 

4/11/2017 

    

     

Based upon 61 48/96 shifts per year.  26 Bi-weekly periods. 
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Using PTO:  
 PTO time is a benefit so that employees can take time away from work.  PTO time is not considered 

hours worked for the purposes of calculating overtime.  PTO time will not supplement overtime pay 

and is to only meet the hours needed for regular payroll for that employee.  

PTO time will not be granted in advance of its accrual.  Requests for PTO that fall on designated holidays 

will be granted based on seniority for each shift for that calendar year.  You will not be allowed to request 

the same holiday for two consecutive years.  If you terminate your employment and have accrued but 

unused PTO time, you will be paid for the unused PTO at your then-current regular rate of pay.  Using PTO 

time on a holiday does not qualify the employee for holiday pay.  

PTO Accrual cap: 
 

Employees may only accrue to the maximum of the annual hours for their specific category.  Once the 

employee reaches the maximum amount their annual accrual hours, the employee will stop accruing 

PTO time.  See PTO Chart for accrual caps.  When PTO is used, the employee will then start to accrue 

PTO again.   

PTO cash out:  
 

PTO time is not able to be cashed out unless the employee terminates employment with the De Beque 

Fire Protection District.  Upon separation of employment, the employee will be paid the remaining 

amount of PTO owed at the regular pay rate at which it was accrued.  

PTO Donation: 
Employees that have accrued PTO may at their will donate any amount of their PTO to any other 

employee for any reason.  Employees are encouraged to retain some amount of PTO for personal sick 

leave.  
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Family and Medical Leave Act (FMLA) 

 

1. Statutory Rights Only.  This policy is to be read in accordance with the Family Medical Leave Act 

όάCa[!έ ƻǊ ά!Ŏǘέύ ƻŦ мффоΣ ŀǎ ŀƳŜƴŘŜŘΣ ŀƴŘ /ƻƭƻǊŀŘƻΩǎ CŀƳƛƭȅ /ŀǊŜ !ŎǘΦ  ¢ƘŜ ǇƻƭƛŎȅ ƛǎ ƛƴǘŜƴŘŜŘ 

to explain those rights and obligations required by the Acts and is not intended to create any 

additional or contractual rights or obligations.  As a public agency, the District is covered by the 

Family and Medical Leave Act (FMLA).  But currently no employees meet the eligibility 

requirements of Paragraph 2 below, and this policy will apply only when an employee satisfies 

all eligibility requirements of Paragraph 2 below. 

2. Eligibility.  To be eligible for FMLA leave, an Employee must have been employed for at least 12 

months (total, but not necessarily continuous if within the past seven years) by THE DISTRICT, 

must have worked at least 1,250 hours for the District during the 12 months before leave is to 

be taken, and must be employed at a work-site where the District employs at least 50 

Employees within 75 miles.  Unless all of these conditions are satisfied, Employee will not be 

eligible for FMLA leave.  

3. FMLA Benefit.  Eligible Employees shall be granted a total of 12 weeks of FMLA leave during a 

rolling 12-month period for one or more of the following:   

a. Because of the birth of a son or daughter of the employee and in order to care for such 

son or daughter; 

 b. Because of the placement of a son or daughter with the employee for adoption or foster 

care; 

 c. In order to care for the spouse, civil union or domestic partner, or a son, daughter, or 

parent, of the employee, if such spouse, civil union or domestic partner, son, daughter, 

or parent has a serious health condition; 

 d. Because of a serious health condition that makes the employee unable to perform the 

functions of the position of the employee; 

 e. Because of any qualifying exigency arising out of the fact that the spouse, or a son, 

daughter, or parent of the employee is on covered active duty (or has been notified of 

an impending call or order to covered active duty) in the ArƳŜŘ CƻǊŎŜǎΦ άvǳŀƭƛŦȅƛƴƎ 

ŜȄƛƎŜƴŎȅέ ƛǎ ŘŜŦƛƴŜŘ ōȅ ǘƘŜ Ca[! wŜƎǳƭŀǘƛƻƴǎ ŀǘ нф /Cw ϠунрΦмнсΦ ά/ƻǾŜǊŜŘ ŀŎǘƛǾŜ Řǳǘȅέ 

means in the case of a member of a regular component of the Armed Forces, duty 

during the deployment of the member with the Armed Forces to a foreign country; and 

in the case of a member of a reserve component of the Armed Forces, duty during the 

deployment of the member with the Armed Forces to a foreign country under a call or 

order to active duty under a provision of law referred to in section 101(a)(13)(B) of Title 

10, United States Code.  Qualifying exigency leave may also include parental leave so 

ǘƘŀǘ ŜƭƛƎƛōƭŜ ŜƳǇƭƻȅŜŜǎ Ƴŀȅ ǘŀƪŜ ƭŜŀǾŜ ǘƻ ŎŀǊŜ ŦƻǊ ŀ ƳƛƭƛǘŀǊȅ ƳŜƳōŜǊΩǎ ǇŀǊŜƴǘ ǿƘƻ ƛǎ 

incapable of self-ŎŀǊŜ ǿƘŜƴ ƴŜŎŜǎǎƛǘŀǘŜŘ ōȅ ǘƘŜ ƳŜƳōŜǊΩǎ ŎƻǾŜǊŜd active duty. Exigency 

leave to spend time with a military member on Rest and Recuperation is limited to 

fifteen (15) days. 
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! άǿŜŜƪέ ƛǎ Ŝǉǳŀƭ ǘƻ ǘƘŜ ŀǾŜǊŀƎŜ ǿŜŜƪƭȅ ƘƻǳǊǎ ǿƻǊƪŜŘ ōȅ ǘƘŜ 9ƳǇƭƻȅŜŜ ŘǳǊƛƴƎ ǘƘŜ мн ǿŜŜƪǎ 

ǇǊƛƻǊ ǘƻ ǘƘŜ ǎǘŀǊǘ ƻŦ ǘƘŜ ƭŜŀǾŜΦ  ! άǊƻƭƭƛƴƎέ мн-month period is the 12 months immediately 

preceding the date of leave under consideration for FMLA benefits. 

In any case, in which husband and wife are both employed by Employer, the aggregate number 

of workweeks of leave to which both may be entitled may be limited to 12 workweeks during 

the rolling 12-month period, if such leave is taken for reasons set forth in subparagraph 3.a or 

3.b, or in order to care for a sick parent under subparagraph 3.c. 

4. Service Member Family Leave.  Subject to meeting certification requirements by the health care 

provider, an eligible employee who is the spouse, son, daughter, parent, or next of kin of a 

covered service member shall be entitled to a total of 26 workweeks of leave during a single 12-

month period to care for the covered service member.  

a. ά/ƻǾŜǊŜŘ ǎŜǊǾƛŎŜ ƳŜƳōŜǊέ ƳŜŀƴǎΥ 

  (1) A member of the Armed Forces (including a member of the National Guard or 

Reserves) who is undergoing medical treatment, recuperation, or therapy, is 

otherwise in outpatient status, or is otherwise on the temporary disability 

retired list, for a serious injury or illness; or 

 

  (2) A veteran who is undergoing medical treatment, recuperation, or therapy, for a 

serious injury or illness and who was a member of the Armed Forces (including a 

member of the National Guard or Reserves) at any time during the period of 5 

years preceding the date on which the veteran undergoes that medical 

treatment, recuperation, or therapy.  

b. άbŜȄǘ ƻŦ ƪƛƴ ƻŦ ŀ ŎƻǾŜǊŜŘ ǎŜǊǾƛŎŜ ƳŜƳōŜǊέ ƳŜŀƴǎ ǘƘŜ ƴŜŀǊŜǎǘ ōƭƻƻd relative other than 

ǘƘŜ ŎƻǾŜǊŜŘ ǎŜǊǾƛŎŜ ƳŜƳōŜǊΩǎ ǎǇƻǳǎŜΣ ǇŀǊŜƴǘΣ ǎƻƴΣ ƻǊ ŘŀǳƎƘǘŜǊΣ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƻǊŘŜǊ 

of priority: Blood relatives who have been granted legal custody of the covered service 

member by court decree or statutory provisions, brothers and sisters, grandparents, 

aunts and uncles, and first cousins, unless the covered service member has specifically 

designated in writing another blood relative as his or her nearest blood relative for 

purposes of military caregiver leave under the FMLA. When such designation has been 

made, the designated individual shall be deemed to be the only next of kin. 

c. The leave described in this paragraph shall be available during a single 12-month period.  

During the single 12-month period, an eligible employee shall be entitled to a combined 

total of 26 workweeks of leave under FMLA benefits and Service Member Family Leave. 

¢ƘŜ άǎƛƴƎƭŜ мн-ƳƻƴǘƘ ǇŜǊƛƻŘέ ōŜƎƛƴǎ ƻƴ ǘƘŜ ŦƛǊǎǘ Řŀȅ ǘƘŜ ŜƭƛƎƛōƭŜ ŜƳǇƭƻȅŜŜ ǘŀƪŜǎ Ca[! 

leave to care for a covered service member and ends 12 months after that date. If an 

eligible employee does not take all of his or her 26 workweeks of leave entitlement to 

ŎŀǊŜ ŦƻǊ ŀ ŎƻǾŜǊŜŘ ǎŜǊǾƛŎŜ ƳŜƳōŜǊ ŘǳǊƛƴƎ ǘƘƛǎ άǎƛƴƎƭŜ мн-ƳƻƴǘƘ ǇŜǊƛƻŘΣέ ǘƘŜ ǊŜƳŀƛƴƛƴƎ 

part of his or her 26 workweeks of leave entitlement to care for the covered service 

member is forfeited. 
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 d. Where husband and wife are both employed by Employer, the aggregate number of 

workweeks of leave to which both husband and wife may be entitled to service member 

family leave may be limited to 26 workweeks during the single 12-month period if the 

leave is service member family leave or a combination of such leave and FMLA leave.  If 

the leave taken by husband and wife includes leave for other FMLA reasons, the 

aggregate number of workweeks of leave to which both may be entitled may be limited 

to 12 workweeks for that FMLA purpose. 

Reference to FMLA leave in this policy includes Service Member Family Leave unless stated 

otherwise. 

5. Serious Health Condition.  ! άǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴέ ƳŜŀƴǎ ŀƴ ƛƭƭƴŜǎǎΣ ƛƴƧǳǊȅΣ ƛƳǇŀƛǊment, or 

physical or mental condition that involves inpatient care in a hospital, hospice,  or residential 

medical care facility; any period of incapacity requiring absence from work, school or other 

regular daily activities of more than three calendar days, that also involves continuing treatment 

by a health care provider; continuing treatment by a health care provider for a chronic or long- 

term health condition that is incurable or so serious that if not treated would likely result in a 

period of incapacity of more than three calendar days; or prenatal care.  

6. Serious Injury or Illness.  ά{ŜǊƛƻǳǎ LƴƧǳǊȅ ƻǊ LƭƭƴŜǎǎέ  ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ !ǊƳŜŘ 

Forces (including a member of the National Guard or Reserves), means an injury or illness that 

was incurred by the member in line of duty on active duty in the Armed Forces (or existed 

before the beginning of the member's active duty and was aggravated by service in line of duty 

on active duty in the Armed Forces) and that may render the member medically unfit to perform 

ǘƘŜ ŘǳǘƛŜǎ ƻŦ ǘƘŜ ƳŜƳōŜǊΩǎ ƻŦŦƛŎŜΣ ƎǊŀŘŜΣ ǊŀƴƪΣ ƻǊ ǊŀǘƛƴƎΤ ŀƴŘ ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ ŀ ǾŜǘŜǊŀƴ ǿƘƻ ǿŀǎ ŀ 

member of the Armed Forces (including a member of the National Guard or Reserves) at any 

time during a period described in paragraph 4.a., means a qualifying (as defined by the Secretary 

of Labor) injury or illness that was incurred by the member in line of duty on active duty in the 

Armed Forces (or existed before the beginƴƛƴƎ ƻŦ ǘƘŜ ƳŜƳōŜǊΩǎ ŀŎǘƛǾŜ Řǳǘȅ ŀƴŘ ǿŀǎ ŀƎƎǊŀǾŀǘŜŘ 

by service in line of duty on active duty in the Armed Forces) and that manifested itself before or 

after the member became a veteran.  

7. Intermittent / Reduced Schedule.  In general, FMLA leave shall not be taken by an Employee 

intermittently or on a reduced schedule basis unless the eligible Employee and the District agree 

otherwise.  Intermittent and reduced schedule leave is available only for a medical necessity 

that can be best accommodated through an intermittent or reduced leave schedule.    If an 

Employee requests intermittent or reduced schedule leave that is foreseeable based on planned 

medical treatment, the District may require such Employee to transfer temporarily to an 

available alternative position for which the Employee is qualified that has equivalent pay and 

benefits, and which better accommodates the recurring periods of leave.   

8. Notice of Need for FMLA Leave.  In any case, in which the necessity for FMLA leave is 

foreseeable, the Employee shall provide the District with at least 30 calendar daysΩ notice before 

the date the leave is to begin, or as much notice as is practical.  In any event, notice should be 

provided the same day or the next business day after the Employee becomes aware of the need 

for leave.  The notice should be in writing and must make the District aware that the Employee 
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needs leave for one of the reasons described above and the anticipated timing and duration of 

the leave.  

9. Notice of Leave Due to Active Duty of Family Member.  In any case, in which the necessity for 

leave is due to a qualifying exigency relating to a service member (subparagraph 3.e above) the 

Employee shall provide such notice to Employer as is reasonable and practicable. 

10. Certification of Need for Leave.  An employer may require that a request for leave involving a 

serious health condition or to care for a service member be supported by a certification issued 

by a health care provider of the eligible Employee, son, daughter, spouse, civil union or domestic 

partner, parent or next of kin of the Employee, as appropriate.  The certification shall state: 

 

 a. The date on which the serious health condition commences; 

 b. The probable duration of the condition; 

 c. The appropriate medical facts within the knowledge of the health care provider 

regarding the condition; 

 d. For purposes of leave under subparagraph 3.c., a statement that the Employee is 

needed to care for the child, spouse, civil union or domestic partner, or parent and an 

estimate of the amount of time the Employee is needed; 

 e. For purposes of leave under subparagraph 3.d, a statement that the Employee is unable 

ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ ŦǳƴŎǘƛƻƴǎ ƻŦ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ Ƨƻō ǇƻǎƛǘƛƻƴΤ 

 f. In the case of certification for intermittent leave, or leave on a reduced schedule, for 

planned medical treatment, the dates on which the treatment is expected to be given 

and the duration of the treatment, the medical necessity for the intermittent or reduced 

schedule leave for tƘŜ 9ƳǇƭƻȅŜŜΩǎ ƻǿƴ ǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴ ƻǊ ǘƻ ŎŀǊŜ ŦƻǊ ŀƴƻǘƘŜǊ 

with a serious health condition. 

 g. Any other information permitted by the FMLA to assist Employer in evaluating the leave 

request. 

The District may require that the Employee use the Medical Certification Form provided by THE 

DISTRICT.  The District may also require, at its own expense, that the Employee obtain a second 

opinion from a health care provider designated or approved by THE DISTRICT.  
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11. Continuation of Health Insurance Benefits.  Employees on FMLA leave are entitled to a 

continuation of any group health insurance benefits to which they are normally entitled and 

reinstatement to the same or equivalent position.  the District will pay its normal contribution to 

the health insurance premiums of Employees who are on FMLA leave, but THE DISTRICTΩǎ 

obligations (if any) to contribute to health insurance premiums and to restore the Employee to 

similar employment terminates when FMLA leave is exhausted or when the Employee gives the 

District unequivocal notice of intent not to return to work, whichever occurs first.  The 

Employee may then have the right to continue benefits, at Employee's own costs, pursuant to 

Title 10 of the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA).  The employee 

must make arrangements with the Human Resources Department for how Employee will pay his 

or her share of premiums while on leave or under COBRA. 

12. Loss of Insurance Benefits.  The Employee's failure to pay his or her share of the premiums may 

result in loss of coverage.  Should the Employee fail to pay their share of premiums during their 

leave period, the District Ƴŀȅ ŜƭŜŎǘ ǘƻ Ǉŀȅ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ǎƘŀǊŜ ŀǎ ŀƴ ŀŘǾŀƴŎŜ ŀƎŀƛƴǎǘ ŦǳǘǳǊŜ 

wages in order to maintain coverage while the Employee is on FMLA leave.  In this event, the 

District Ƙŀǎ ǘƘŜ ǊƛƎƘǘ ǘƻ ŘŜŘǳŎǘ ǘƘŜ ŀƳƻǳƴǘ ŀŘǾŀƴŎŜŘ ŦǊƻƳ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ǇŀȅŎƘŜŎƪ ǳǇƻƴ 

ǊŜǘǳǊƴ ǘƻ ǿƻǊƪΦ  ¢Ƙƛǎ ǊƛƎƘǘ ǘƻ Ǉŀȅ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ǇǊŜƳƛǳƳ ōȅ the District is solely at THE 

DISTRICTΩǎ ŘƛǎŎǊŜǘƛƻƴ ŀƴŘ ǘƘƛǎ ǇƻƭƛŎȅ ŘƻŜǎ ƴot give the Employee any right to demand that the 

District Ǉŀȅ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ƛƴǎǳǊŀƴŎŜ ǇǊŜƳƛǳƳΦ 

13. THE DISTRICTΩǎ wƛƎƘǘ ǘƻ wŜŎƻǾŜǊ LƴǎǳǊŀƴŎŜ tǊŜƳƛǳƳǎΦ  the District may recover from the 

Employee THE DISTRICTΩǎ ǇƻǊǘƛƻƴ ƻŦ ǇǊŜƳƛǳƳǎ ǇŀƛŘ ŘǳǊƛng any period of unpaid FMLA leave if 

ǘƘŜ 9ƳǇƭƻȅŜŜ Ŧŀƛƭǎ ǘƻ ǊŜǘǳǊƴ ǘƻ ǿƻǊƪΣ ŀǎ ŘŜŦƛƴŜŘ ōȅ ǘƘŜ !ŎǘΣ ŀŦǘŜǊ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ Ca[! ƭŜŀǾŜ 

entitlement has expired, unless the reason that the Employee does not return is due to:  (1) the 

continuation, reoccurrence of or onset of a serious health condition that would entitle the 

Employee to family and medical leave (either affecting Employee or immediate family) or (2) 

other circumstances beyond the control of the Employee. 

14. Medical Recertification.  Employees on FMLA leave because of a serious health condition are 

required to furnish medical recertification from their health care provider every 30 days 

affirming their continuing need for leave, unless the medical certification states that the 

Employee will be unable to work for a longer designated period.  In all cases, recertification will 

be required at least every six months.  Employees on FMLA leave are also required to furnish the 

District ǿƛǘƘ ǇŜǊƛƻŘƛŎ ǊŜǇƻǊǘǎ όŀǘ ƭŜŀǎǘ ŜǾŜǊȅ ол ŎŀƭŜƴŘŀǊ Řŀȅǎύ ƻŦ 9ƳǇƭƻȅŜŜΩǎ ƛƴtent to return to 

ǿƻǊƪΦ  LŦ ǘƘŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ƻŦ ŀƴ 9ƳǇƭƻȅŜŜΩǎ ƭŜŀǾe changes and Employee is able to return to 

work earlier than the date originally indicated, Employee will be required to notify the District, 

at least, two work days prior to the date the Employee intends to report for work.   

15. Fitness for Duty.  Before the Employee may return to work following FMLA leave as a result of 

 ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ƻǿƴ ǎŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴΣ ǘƘŜ 9ƳǇƭƻȅŜŜ Ƴǳǎǘ ǇǊƻǾƛŘŜ the District with a 

 certification issued by a health care provider stating that the Employee has the ability to 

 perform the essential functions of the job, based on a list of the essential functions specified by 

 THE DISTRICT.  

16. Extension of Leave.  If for any reason the District grants Employee additional leave after the 

Employee has exhausted all FMLA leave, such leave shall be unpaid discretionary leave not 
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subject to the rights and obligations of the Family and Medical Leave Act.  It shall not require the 

District to pay any poǊǘƛƻƴ ƻŦ 9ƳǇƭƻȅŜŜΩǎ ƘŜŀƭǘƘ ƛƴǎǳǊŀƴŎŜ ǇǊŜƳƛǳƳǎ ŀƴŘ ǎƘŀƭƭ ƴƻǘ ƎǳŀǊŀƴǘŜŜ 

9ƳǇƭƻȅŜŜΩǎ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǎŀƳŜ ƻǊ ŜǉǳƛǾŀƭŜƴǘ Ǉƻǎƛǘƛƻƴ ǳǇƻƴ ǊŜǘǳǊƴ ǘƻ ǿƻǊƪΦ  The District has no 

obligation under this policy or the Act to grant leave in excess of the period specified by the 

FMLA. 

17. Use of Paid Leave during FMLA.  The eƳǇƭƻȅŜŜ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŜȄƘŀǳǎǘ 9ƳǇƭƻȅŜŜΩǎ ŀŎŎǊǳŜŘ t¢hΣ 

if any, during FMLA leave.  FMLA leave is, otherwise, unpaid leave.  The total period of absence 

considering all PTO and family leave used for reasons covered by this Family and Medical Leave 

policy cannot exceed 12 weeks in a rolling 12 month period for FMLA, or 26 weeks in a single 12 

month period for Service Member Family Leave.  No PTO leave benefits accrue while on unpaid 

FMLA leave.   

18. Forms.  Forms are available through the Human Resources Department for requesting FMLA 

leave and for fulfilling Medical Certification requirements.  

19. Termination During Leave.  Employees on FMLA leave generally have a right to return to the 

same position or an equivalent position with equivalent pay, benefits and other terms and 

conditions of employment.  However, this does not entitle the restored employee to the accrual 

of any seniority or employment benefits during any period of leave, or any right, benefit or 

position of employment other than that which the employee would have been entitled to, had 

the employee not taken the leave.  This means that an employee on FMLA leave may be laid off 

or terminated during the leave period at will, the same as any other Employee, so long as the 

lay-ƻŦŦ ƻǊ ǘŜǊƳƛƴŀǘƛƻƴ ƛǎ ƴƻǘ ōŜŎŀǳǎŜ ƻŦ ǘƘŜ 9ƳǇƭƻȅŜŜΩǎ ƭŜƎƛǘƛƳŀǘŜ ǳǎŜ ƻŦ Ca[! ƭŜŀǾŜΦ  

20. Key Employee Exception.  9ƳǇƭƻȅŜǊ Ƴŀȅ ŘŜƴȅ ǊŜǎǘƻǊŀǘƛƻƴ ƻŦ ŀ άYŜȅ 9ƳǇƭƻȅŜŜέ ŦƻƭƭƻǿƛƴƎ Ca[! 

leave as described in paragraph 19, and also if (I) such denial is necessary to prevent substantial 

and grievous economic injury to the operations of Employer; (ii) Employer notifies the employee 

of the intent of Employer to deny restoration on such basis at the time that Employer 

determines that such injury would occur; and (iii) in any case in which the leave has 

commenced, the employee elects not to return to employment after receiving such notice.  A 

άYŜȅ 9ƳǇƭƻȅŜŜέ ƛǎ ŀ ǎŀƭŀǊƛŜŘ Ca[!-eligible employee who is among the highest-paid 10 percent 

of all the ŜƳǇƭƻȅŜŜǎ ŜƳǇƭƻȅŜŘ ōȅ ǘƘŜ ŜƳǇƭƻȅŜǊ ǿƛǘƘƛƴ тр ƳƛƭŜǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǿƻǊƪǎƛǘŜΦ 

 
 FMLA Unlawful Acts:  

 
 The FMLA makes it unlawful for the District to:  

1. Interfere with, restrain, or deny the exercise of any right provided under FMLA.  

2. Discharge or discriminate against any person for opposing any practice made unlawful by 
FMLA or for involvement in any proceeding under or relating to FMLA.  

 
22. Enforcement.  An employee may file a complaint with the U.S. Department of Labor or may 

 bring a private lawsuit against the District.  The FMLA does not affect any federal or state law 

 prohibiting discrimination or supersede any state or local law or collective bargaining 

 agreement which provides greater family or medical leave rights.  
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Injury with Pay Leave ς On Duty 
Any employee who sustains an injury while performing the duties of his or her position at the De Beque 

Fire Protection District may be granted leave with pay as outlined in the Workers Compensation policy 

and in accordance with state law. 

Medical Leave - Paid 
An additional 40 hours of Medical Leave PTO may be granted for the following reasons and is not 

deducted from annual PTO Time.    Physician statement shall be supplied along with a statement of 

release for fit for duty. 

¶ A serious health condition experienced by the employee or for pregnancy related issues. 

¶ tŀǊŜƴǘΩǎ ŀǘǘŜƴŘŀƴŎŜ ŀǘ the birth of a child. 

¶ {ŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘ ǘƘŀǘ ƛǎ ǳƴŘŜǊ ǘƘŜ ŀƎŜ ƻŦ му ȅŜŀǊs of age, or older 
if child is disabled.  Physician documentation provided by employee. 

¶ {ŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴ ƻǊ ŜƴŘ ƻŦ ƭƛŦŜ ŎƻƴŘƛǘƛƻƴ ƻŦ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜ ƻǊ ǇŀǊŜƴǘΦ  tƘȅǎƛŎƛŀƴ 
documentation provided by the employee. 

Employees must submit the request on the appropriate leave form to the District Fire Chief for prior 
approval.  

Medical Leave Unpaid 
This Section applies only if the employee is not eligible for FMLA leave as described above.  If the 

employee has exhausted their PTO balance FTE employee may request up to 12 weeks of unpaid leave 

during a calendar year.  If the leave continues beyond 12 weeks, employment status will be reviewed by 

the District Fire Chief.   

¶ A serious health condition experienced by the employee. 

¶ Serious health condition of an ŜƳǇƭƻȅŜŜΩǎ ŎƘƛƭŘ ǘƘŀǘ ƛǎ ǳƴŘŜǊ ǘƘŜ ŀƎŜ ƻŦ му ȅŜŀǊs of age, or older 
if child is disabled.  Physician documentation provided by employee. 

¶ {ŜǊƛƻǳǎ ƘŜŀƭǘƘ ŎƻƴŘƛǘƛƻƴ ƻǊ ŜƴŘ ƻŦ ƭƛŦŜ ŎƻƴŘƛǘƛƻƴ ƻŦ ŜƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜΣ ǇŀǊŜƴǘ ƻǊ ƛƳƳŜŘƛŀǘŜ 
family member.  Physician documentation provided by the employee. 

Prior to return to work the employee shall provide to the Fire Chief a return to work statement from his 

or her Physician.  The Fire Protection District may require a district physical prior to returning to work 

when the physical is job-related and consistent with job necessity.  
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Jury Duty 
Exempt employees will receive their regular salary during jury duty but must remit to the employer any 

pay (not including expense reimbursement) received from the government for jury duty that covers the 

same period for which the exempt employee is receiving pay from the employer.  

Non-exempt employees are provided 3 days of pay for jury duty.  Shift workers are expected to return 

back to work following release from jury duty each day.   
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MILITARY LEAVES OF ABSENCE  
 

Any DFPD employee required to attend military training (including National Guard) or military duty 

shall be entitled to military leave from his respective duties without loss of employment, position, 

or benefits as required by law. DFPD prohibits discrimination against employees on the basis of 

military duty, affiliation, or status and requires reinstatement of an employee following military 

leave to the same position or a position of like seniority, status, and pay, as dictated by federal and 

state laws. Generally, an employee will be reinstated if he or she is still qualified to perform the job 

duties and circumstances do not make it impossible, unreasonable, or against public policy to place 

the employee back into the same or similar position.  

Guidelines for Military Leaves of Absence:  

A. The employee will return to his regular position upon his return.  

B. An FTE employee shall be granted a leave of absence from their duties without loss of time, 
pay or efficiency rating:  

 
1. On all days during which they are employed on training duty or to attend camps, 

maneuvers, formations or drills under orders with any branch or reserve of the armed 
forces of the United States for a period not to exceed 30 days in any two consecutive 
fiscal years of the U.S. Government. (For purposes of this section, an employee shall not 
be charged military leave for days on which the employee was not otherwise scheduled 
to work.)  

2. On all days during which they are employed on training duty by the national disaster 
medical system under the United States Department of Health and Human Services.  

 
C. Additionally, the employee shall be eligible for a military leave without pay in accordance 

with federal and state law.  

D. Upon return to active employment, reinstatement of position and benefits shall be afforded 
as required by law.  

 
Procedure:  

A. The employee must notify his immediate supervisor that he will leave employment to 
perform military service as far in advance as reasonable under the circumstances.  

B. An operations employee shall also notify the District Fire Chief to obtain necessary 
coverage.  

C. Upon return to work, the employee is required to submit a document that establishes 
eligibility for reemployment per the Uniformed Services Employment and Reemployment 
Rights Act of 1994 (USERRA).  
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Pregnant Firefighters  

 

The Fire District recognizes that the duties of a firefighter are sometimes dangerous and often physically 
demanding, with periodic exposure to smoke and hazardous materials. When a firefighter requires an 
accommodation due to her pregnancy, she shall inform the District Fire Chief of her need for 
accommodation with a letter from an attending physician.  

 

Workplace Accommodations for Nursing Mothers:  
When an employee requires an accommodation for nursing, she shall inform the District Fire Chief in 

writing, of her need for accommodation.  De Beque Fire Protection District will make a reasonable effort 

to provide a private location in close proximity to the work area.  Should the primary accommodation 

location not be available, the employee shall notify their immediate supervisor and an alternative 

location will be used.   
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POST-SECONDARY EDUCATION ASSISTANCE PROGRAM  

 
After their first full year of De Beque Fire Protection District employment, DFPD provides full-time 
employees assistance in post-secondary educational opportunities at accredited universities and 
colleges for degrees related to their field. 

 

Guidelines for Post-Secondary Education Assistance:  
A. Annually, subject to availability of funds, DFPD may reimburse up to $1,000 per eligible 

employee for classes to obtain a job-related degree. Employees must pay all education costs 
up front and seek reimbursement from DFPD once the class is completed. Proof of receiving 
ŀ Ŧƛƴŀƭ ƎǊŀŘŜ ƻŦ ά/έ ƻǊ ōŜtter and of payment must be submitted by June 1st annually for 
reimbursement of classes taken during the current fiscal year.  

B. An employee who is voluntarily or involuntarily terminated from DFPD prior to completion 
of a course will not be reimbursed.  

C. The District Fire Chief will consider each request for educational assistance on an individual 
basis, evaluating such factors as the nature of the course, benefits to be derived by the 
employee and DFPD, costs involved, and level of responsibility of the employee and on the 
following priority levels:  

 
For post-secondary classes to meet minimum education requirements for the next level promotion 
ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƘŀƛƴ-of-command in Fire/EMS related and/or job specific degrees.  
 

1. Post-secondary educational funding needs must be included in budget submittals to 
ensure funds are available.  

2. Employees are responsible for their own transportation to/from classes and mileage 
reimbursement does not apply to classes that apply towards their college degree.  

3. An employee who participates in the Post-Secondary Education Assistance Program 
shall be eligible to convert accrued PTO Leave hours to Education Leave.  

4. Employees that utilize the Secondary Education Assistance will not be eligible to 
funding for job-related conferences in that calendar year.   
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CONTINUING OR CONVERTING YOUR GROUP HEALTH INSURANCE COVERAGE ς 
Consolidated Omnibus Budget Reconciliation Act (COBRA)  

 
It is the policy of the De Beque Fire Protection District to comply with the Consolidated Omnibus 
Budget Reconciliation Act (COBRA) of 1986 and Health Insurance Portability and Accountability Act 
(HIPAA), which requires employers to offer employees and their eligible dependents the 
opportunity for a temporary exǘŜƴǎƛƻƴ ƻŦ ƘŜŀƭǘƘ ŎƻǾŜǊŀƎŜ ŀǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǊŀǘŜǎ ǿƘŜƴ ŎƻǾŜǊŀƎŜ 
under the plan would otherwise cease. For detailed information regarding COBRA, contact District 
Administration. 
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RETIREMENT PLANS  

Full-time employees of DFPD do not participate in the Social Security System; part-time employees 
do. However, deductions are made for all employees each pay period for Medicare. Other 
retirement benefits are available as identified below:  
 
Operations:  

Upon the date of hire, all full-time Operations employees, if eligible, are required to participate in 
the FPPA Retirement System. The contribution rate is set by FPPA and voting membership and is 
subject to change. DFPD ŀƭǎƻ ŎƻƴǘǊƛōǳǘŜǎ ŀ ǇŜǊŎŜƴǘŀƎŜ ŀƳƻǳƴǘ ǘƻ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊŜǘƛǊŜƳŜƴǘ 
account, which is set by FPPA and the State.  
 

DEFERRED COMPENSATION PLAN - 457  
The De Beque Fire Protection District has made available an optional 457 Employee Deferred 

Compensation plan to all full-time employees through payroll deduction. The purpose of the plan is 

to encourage employees to save on a pre-tax basis and to build a financial reserve for retirement. 

For more information, please contact Administration.  The employee makes contributions to this 

account.  457 deferred compensation plans are governed by rules set by the Internal Revenue 

Service and employees may contribute up to IRS limits into the 457 deferred compensation plan.  
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EMPLOYEE ASSISTANCE PROGRAM (EAP) 

 
The De Beque Fire Protection District recognizes that a wide range of problems ς such as marital or 
family distress, legal concerns, alcoholism, financial concerns, and drug abuse ς not directly 
ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ Ƨƻō ŦǳƴŎǘƛƻƴ Ŏŀƴ ƴƻƴŜǘƘŜƭŜǎǎ ōŜ ŘŜǘǊƛƳŜƴǘŀƭ ǘƻ ŀƴ ŜƳǇƭƻȅŜŜϥǎ 
performance on the job. Consequently, the De Beque Fire Protection District provides at no cost to 
employees an Employee Assistance Program (EAP) for referrals to local treatment sources. 
Employee visits to the EAP are completely confidential by Federal law.  
Participation in our EAP does not excuse employees from complying with normal De Beque Fire 
Protection District policies or from meeting normal job requirements during or after receiving EAP 
assistance. Nor will participation in our EAP prevent the De Beque Fire Protection District from 
taking disciplinary action against an employee for performance problems that occur before or after 
the employee's seeking assistance through the EAP.  
A pamphlet is provided to all new employees during orientation or contact information may be 

obtained from Administration.  

If you are in need of assistance, please notify administration.  

CRITICAL INCIDENT STRESS MANAGEMENT (CISM)  

DFPD recognizes that our responders commonly encounter cumulative and traumatic stressors as a 
function of performing their duties. To assist in preventing or alleviating the harmful physical and 
emotional effects of these stressors, {ǘΦ aŀǊȅΩǎ IƻǎǇƛǘŀƭ Ƙŀǎ Řeveloped a Critical Incident Stress 
Management (CISM) team made up of certified mental health professional.  
The CISM team ascribes to comprehensive, integrative principles and core components as described 
and taught by the International Critical Incident Stress Foundation (ICISF):  

¶ Pre-crisis preparation  

¶ Disaster or large-scale incident response  

¶ Small Group ŘŜŦǳǎƛƴƎΩǎ  

¶ Debriefings  

¶ One-on-one support  

¶ Family Crisis Intervention  

¶ Follow-up and referral.  
 
Participation in the CISM process is wholly voluntary and completely confidential. The team strives 
to minimize the toll of stress on DFPD employee and their families while maximizing the personal 
rewards of the profession. 
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HEALTH & WELLNESS PROGRAM (Physical Fitness) 

 
DFPD Encourages health, wellness, and fitness and provides workout facilities. DFPD encourages 
employees to utilize the workout equipment.   
 

Employees:  
All De Beque Fire Protection District personnel are encouraged to utilize the workout facilities.  Only 
programs approved by the Safety Officer and Insurance carrier are permitted.  Deviation from the 
permitted workout program may result in disciplinary action including termination.   Please check 
with the Safety Officer for the proper program and training.  
 
Non-District People: 
People not employed or covered by the De Beque Fire Protection District are not allowed to use 
district workout facilities due to the liability of risk associated with a user not covered under the 
Fire Protection District Workers Compensation Program.  
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GROOMING REGULATIONS  

 
Grooming shall be consistent with the mission of the De Beque Fire Protection District and shall be 
such that it will instill confidence in the community. All employees shall adhere to good personal 
hygiene practices, including neat and clean appearance, well-groomed hair, and proper attention to 
oral hygiene, the absence of offensive body odors, and attire that is according to the guidelines for 
their positions.  
 
Between 07:00 and 08:00 personnel shall perform personal hygiene and be ready for daily work 

at 08:00. 

 

General Grooming Guidelines for All DFPD Employees:  
The following grooming regulations reflect safety standards for emergency service personnel.  

Emergency personnel are subject to varying conditions that may pose a risk.  Large jewelry, piercing 

holes, and long hair can easily be grabbed by patients, caught on machinery or interfere with breath 

apparatus donning and doffing.   

A. Unusual or unnatural colored contact lenses may not be worn on duty by any employee.  

B. Employees are prohibited from showing tattoos or body art that are prejudicial to good 
order, discipline, or morale, or bring discredit to the District. Examples of prohibited 
markings include those that are considered by the District to be sexist, racist, vulgar, anti-
social, violent or discriminate against any protected class by virtue of including words, 
symbols, or pictures in the tattoo or body art. All tattoos added to visible body areas of any 
employee after employment shall not be sexually explicit, immoral, or express radical social 
statements at the discretion of the District Fire Chief. While on duty, employees may be 
required to cover visible tattoos by long sleeves, turtle neck shirts, long pants, etc.  

C. Employees may wear jewelry of a conservative style at their discretion so long as it does not 
present a safety concern. All earrings will be attached to the ear lobe and will not rise above 
the ear canal opening. While on duty employee may wear one stud earring per ear not to 
exceed 2 mm.  

D. Other than ears, no visible body piercing (or piercing holes), to include the nose, eyebrows, 
and tongue, are acceptable while ƻƴ ŘǳǘȅΦ bƻ άgaugesέ ƻǊ ŜŀǊǊƛƴƎǎ ǘƘŀǘ ŎƻǳƭŘ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ 
performing assigned duties are acceptable while on duty. Piercing holes larger than those to 
accommodate a small post earring must be closed or covered with flesh-toned plugs while 
at work or on duty.    

E. Employees whose appearance violates DFPD standards will be informed of necessary 
corrections needed for compliance. In cases of extreme violations or safety hazards, 
employees will not be permitted to be on duty until corrections have been made.  
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Grooming Guidelines for Employees:  
A. Hair must be properly cut so as to present a neat appearance at all times. For a uniformed 

employeeΣ ǘƘŜ ƭŜƴƎǘƘ ƻŦ ǘƘŜ ƘŀƛǊΣ ŀǎ ƛǘ ƛǎ ǿƻǊƴΣ ǎƘŀƭƭ ƴƻǘ ŜȄǘŜƴŘ ōŜƭƻǿ ǘƘŜ Řǳǘȅ ǎƘƛǊǘΩǎ 
neckline or the top of the collar in dress uniform, while in normal standing position. Long 
hair shall be pulled back and secured in such a way that allows for full coverage by the 
protective safety hood. Hair, as it is worn, shall not extend outward more than 2 ½ inches 
from any portion of the head.  

B. Sideburns shall be neatly trimmed, shall not be below the bottom of the ear, and shall not 
interfere with the seal of the face mask used with the SCBA equipment.  

C. Mustaches shall not be of such length that they extend more than the corner of the lip 
and/or interfere with the SCBA equipment.  Beards or any other facial hair with the 
exception of sideburns and mustaches shall not be worn. Very short goatees may be 
allowed and shall not interfere with the SCBA equipment.  

D. Radical hairstyles of any kind, such as Mohawk, are not permitted.  

E. The exotic coloring of hair is prohibited.  

F. It is strongly recommended, for safety purposes, suppression employees do not wear 
jewelry while on duty. However, wrist watches, rings (one per hand), and medical related 
bracelets may be worn if the article does not interfere with performing assigned duties, 
does not interfere with required safety protective equipment, and is not subject to catching 
or snagging due to being loose on wrists or fingers. Necklaces or chains normally worn 
around the neck are permitted if they are worn inside the clothing.   

G. Popular jewelry styles that may have the potential for creating a safety hazard for the 
wearer while doing their assigned duties shall not be worn.  

H. While on shift, employees are not required to cover tattoos or body art during a fitness 
workout in a District provided workout room, but should don uniform clothing to cover 
tattoos as soon as possible after working out.  

I. Exempt from this policy is tattooed wedding rings and tattooed make-up for firefighters 
giving the appearance of natural color and style.  
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UNIFORMS 

All employees shall wear the appropriate uniform when on duty and are responsible for obtaining 
and maintaining the uniform items required for their assignment. All uniform items shall be 
ƳŀƛƴǘŀƛƴŜŘ ƛƴ ǇǊƻŦŜǎǎƛƻƴŀƭ ŎƻƴŘƛǘƛƻƴΦ !ƴȅ ŀǊǘƛŎƭŜ ƻŦ ŎƭƻǘƘƛƴƎ ǿƛǘƘ ǘƘŜ ƴŀƳŜ ƻǊ ƭƻƎƻ ƻŦ ά5Ŝ .ŜǉǳŜ 
Fire Protection Districtέ ŀŦŦƛȄŜŘ is expected to be kept clean and presentable. Faded, worn or 
damaged clothing is not acceptable, including faded lettering or markings on uniform items 
requiring such markings.  Notify your supervisor if replacement uniforms items are needed.  
 

Operational Employee Uniform Regulations:  
A. All full-time firefighters will receive an annual total uniform allowance for purchasing, 

maintenance, and replacement of their duty wear as follows.  Uniforms items will be ordered in 
February, July, and November of each year depending upon budget.  Purchase request should 
be submitted to the assigned person for ordering and approved by the District Fire Chief.  
Uniform allowance budget for FTE employees run on a calendar year.   Every effort should be 
made to make a single order and keep from individual order items. 

B. The following items qualify for uniform allowance purchase: 

¶ Dress uniform items (name plates, shirts, pants, badges) 

¶ Station duty clothing (T-shirts, shorts, sweatpants, hats) 

¶ Station duty boots/wildland boots 
C. Items needed for overnight deployment such as bedding, sleeping bags etc.   
D. New full-time firefighters will receive an initial issue of uniforms through DFPD, and thereafter, 

will receive the same annual uniform allowance as other full-time firefighters.  
E. PPE items needed for safety will be purchased through the appropriate medical or fire expense 

budgets and not through uniform allowances. 
F. Uniform allowances for part-time employees are budgeted annually and will be divided as 

needed between all PTE employees. 
G. Class B uniforms shall be worn between the hours of 08:00 and 18:00.   
H. Department T-shirts may be worn while performing maintenance duties or any time that the 

employee may be subject to working in a dirty environment. 
I. After 18:00 and evening responses ς T-shirts or polo shirts may be worn. 
J. Brush barrier pants and T-shirt may be worn on days of expected wildfire response. 
K. As a general rule,  if you will be meeting the public ς wear class B uniforms 
L. Class B uniforms shall be worn to any meetings or training with the exception of those trainings 

that will require evolutions (1410 drills, RT-130 etc...). 
M. Class B uniform shall consist of a class B shirt, the department issued badge, nameplate on the 

right side above the pocket.  Insignia on collar respective to rank or DFPD.   
N. Additional pins or medals will be authorized on a case by case basis.  
O. Employees may wear sweatshirts or job shirts during cold weather. 
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Office Personnel:  
A. Office employees are to wear business professional shirts embroidered with the approved 

DFPD monogram or logo on the left front with slacks, pants, skirts, or dressy capris. 
Administrative employees shall receive an annual uniform allowance of $350.  

B. All clothing must be in good repair, fit correctly, and be clean and pressed, if appropriate. 
Shoes must be clean and/or polished if appropriate. Shoes must be of closed toe design for 
safety and must be worn at all times. 

 

Uniform Guidelines for End of DFPD Employment:  
A. Employees who retire, resign, or are terminated from DFPD are required to turn in all 

clothing/uniform accessories and personal protective equipment issued. 
B. Any member leaving DFPD in shall turn back to the district all badges, patches, stickers, and 

insignias representing the name, "De Beque Fire Protection DistrictέΦ  
C. ¦Ǉƻƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǎŜǇŀǊŀǘƛƻƴ ŦǊƻƳ ǘƘŜ 5ƛǎǘǊƛŎǘΣ ŀƭƭ ǳƴƛŦƻǊƳǎ ǎƘŀƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǿƛǘƘ ƻǘƘŜǊ 

DFPD-issued equipment.  
D. Badges and other accessories may be reissued to retired personnel at the discretion of the 

District Fire Chief as a token of their service. 
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Electronic Device usage and cell phone usage 
 
 
The purpose of this SOG is to outline the standards for use of fire district issued cell phones and 
devices to ensure the safety of the EMS/Fire personnel and the citizens traveling the roadways, 
and to keep a professional demeanor while on duty.  
 
The Fire Protection District assumes no liability for the use of personal owned electronic 
devices.  The use of personal cell phones, laptops, tablets or other electronic devices is at the 
ownerΩǎ risk.   
 
STANDARD  
While department issued and personal Phones in the workplace can assist in the mission of the 
fire district, they can also contribute to an unprofessional appearance, with the diversity and 
multitude of alerting tones, music ring tones, etc. Given the proliferation of ŎŜƭƭ ǇƘƻƴŜǎΣ t5!Ωǎ 
and smart phones, each have the ability to have unique ring tones for message alerting. In 
addition, cell phone messaging and/or texting while driving creates both a danger for personnel 
and the public as well. As the Fire District is engaged in service to the public, maintaining a safe 
and professional tenor is mandatory for all personnel to uphold.  
 
CONTENT   
 

1. On duty personnel shall be mindful of others they are working with to have their 
personal cell phone on a ring tone or vibration mode so as to minimize distractions to 
other personnel.  No offensive or racial ring tones shall be used. 

 
2. On duty personnel shall keep personal phone calls and personal business conducted 

while on duty to a minimum.  The goal and purpose is to encourage personnel to limit 
personal phone calls between the hours of 08:00 and 17:00.  No personal phone calls 
are to be answered or made during training events in order to minimize distractions and 
for safety. The Fire District recognizes that at times family may need to contact on duty 
personnel.  This shall be kept to a minimum so as to not cause distractions during 
incidents or issues during training operations.  

 
3. Phone calls while on duty for other jobs or for profit may not be conducted while on Fire 

District time.  
 

4. Text messaging/email or other phone activities will not be permitted while operating 
(driving) an emergency vehicle unless specifically associated with the incident and the 
passenger conducts such activities and not the driver of the vehicle (Active 911 or In-
reach).  

 
5. Personnel driving Fire-EMS vehicles of the SUV type in the non-emergency mode may in 

engage in phone conversation when business related and the following conditions: 
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a) Stopping or pulling over is not applicable.  
b) Call MUST be taken at this time, and cannot be delayed.  
c) Hands-free device may be used.  

 
6. Personnel shall not engage themselves in personal cell phone conversation or text 

messaging, while engaged in patient care, patient transport, and/or on the scene of any 
emergency call; unless this call is to contact a receiving facility medical facility/medical 
control or has direct involvement with the incident.  

 
7. While returning from the hospital or fire incident, the passenger will be permitted to use 

their personal cell phones.  
 

8. No Bluetooth or wired/wireless headset shall be worn during work hours. Bluetooth or 
wireless equipment permanently installed in a vehicle for hands-free operation of a cell 
phone may be used (when approved by the Chief). The Lieutenant may at any time 
determine the need for phones to have a ring tone for specific emergency events and or 
non-emergency events. During these situations, cell phones shall be set to a standard 
ring tone during the duration of the event.  

 
Department Issued Cell Phones and electronic devices 
 
¢ƘŜ CƛǊŜ 5ƛǎǘǊƛŎǘ ǊŜŎƻƎƴƛȊŜǎ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǘƻŘŀȅΩǎ ǳǎŜ ƻŦ ǘŜŎƘƴƻƭƻƎȅΦ  Fire District issued 
electronic devices including district issued cell phones, tablets, computers and GPS units may be 
used during any incident.   
 

1. The use of personal electronic devices while at work is at the risk of the employee.  The 
Fire District is not responsible for any damage occurring while on duty.   

 
2. The Fire District Cell phone has limited Data usage of 1 GB.  The Lieutenant is 

responsible for ensuring that the phone is connected to station Wi-Fi and not wireless 
access.   
 

3. Watching personal movies, playing games or other non-work activities on the district-
issued cell phone is prohibited.  Using the cell phone for Fire District related training 
videos or for informational purposes are acceptable.  Use Wifi whenever possible.  
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4. The Fire District electronic devices provides the following guidelines for their use. 

 
a) District issued devices provide no privacy expectations for users. 

 
b) Personnel shall not add any applications (APPS) without approval from the 

District Fire Chief. 
 

c) Personal phone calls are discouraged.  The Lieutenant may make exceptions for 
extended incidents or other reasons as they may deem reasonable.   

 
d) The issued Lieutenant cell phone is to be used for incident response and should 

not be for general operations in which the station phone would be more 
appropriate.  Any loss or damage to equipment shall be reported to the Fire 
Chief immediately.  

 
e) The Lieutenant may at their discretion, take photos of incidents for 

documentation, pre-plans, and inspections or for training.  This media shall 
become the property of the Fire District and shall not be distributed or used in 
any form unless specifically approved by the Fire Chief.  Example ς a hazmat 
incident with leaking product ς taking photos without people in them is 
considered appropriate.  Taking photos of a patients face, personal 
identification, vehicle identification or taking photos of x-rays or any patient 
information unless specifically approved by the Fire Chief is not permitted.  See 
social media policy.  

 
f) Shift Lieutenants are responsible for the electronic equipment and the data 

contents. 
 

g) Each crew shall have with them at all times the following items: 
1. King Radio and spare batteries 
2. улл aƘȊ ǎƘƛŦǘ ǊŀŘƛƻΩǎ όƎǊŜŜƴ aƻǘƻǊƻƭŀ ǊŀŘƛƻǎύ 
3. In-reach communications device 
4. Tablet  
5. Department issued cell phone 
6. Other devices issued as needed.  

 
Each Lieutenant is responsible for the maintenance, charging and ensuring that these devices 
are readily available for a response on calls at all times.  
 
All electronic devices shall be checked and inspected daily at start of the tour at 08:00.  
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ATTENDANCE AND PUNCTUALITY  

 

It is De Beque Fire Protection DistrictΩǎ ŜȄǇŜŎǘŀǘƛƻƴ ǘƘŀǘ ŀƭƭ ŜƳǇƭƻȅees will arrive on time and 
prepared to perform the tasks to which they are assigned and to maintain efficient operations.   
 
Shift personnel:  Shift personnel should show up at least 15 minutes prior to change of shift in order 
to allow for proper transfer of information from one shift person to another.   
 
Other hourly personnel should arrive at their work location by 7 minutes prior to start of work.  
 
 

Guidelines for Attendance and Punctuality:  
 

A. Employees are expected to report to work, drills, training, meetings, or other official District 
functions as scheduled and prepared to begin at the prescribed starting time.  

B. In the event that employees are unable to report to work or expect to be late, they must 
personally notify their immediate supervisor as far in advance as possible, and no later than 
the scheduled starting time. If prior notification is not possible (i.e., due to an emergency or 
sudden illness), the employee must notify the supervisor as soon as reasonable and 
practical.   

C. All employee tardies or absences must be properly documented.  
D. In the event that non-exempt hourly employees that are more than thirty minutes late 

reporting to work, without approval or previous notification, the supervisor will use 
discretion in determining whether or not the employee shall work the remainder of the day.  

E. Employees absent from work for any period of time without proper notification will be 
subject to disciplinary action in accordance with the current Discipline guidelines.  

F. Excessive absenteeism and tardiness place an extra burden on co-workers, as well as the 
District as a whole. Therefore, employees who demonstrate problems with absenteeism or 
tardiness are subject to disciplinary action, up to and including termination. 

G. While on duty, employees are not allowed to go to their residences, leave for personal 
reasons or use District equipment to go home without permission.  It is the expectation of 
the District that the employee is expected to be at their assigned station and be ready for 
response. 

H. Employees are expected to remain at work until properly relieved of duty by qualified 
personnel unless otherwise authorized by the District Fire Chief.  Leaving without a qualified 
replacement poses a public safety risk.  Employees that need to leave a shift early shall 
request this from the District Fire Chief prior to working the scheduled shift.  Leaving your 
work shift early without proper notification or authorization to leave will result in 
disciplinary action and possible termination.  
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Chain of Command 

 

The Chain of Command of the Fire District is the order or chain of vested authority and responsibility by 

which the business of the Fire District shall be conducted. It serves the function of allowing information 

to flow in an orderly manner from employee to the District Fire Chief and to all steps between.  The 

proper use of the Chain of Command depends upon each member of the Fire District working within his 

assigned sphere of authority and responsibility. The Chain of Command is the vehicle used for all orders, 

grievances, requests, etc., and its proper use by all members of the Fire District is both necessary and 

mandatory.  

¶ Each shift supervisor is responsible for the operations and direction of resources on their 

assigned shift.  Any off-shift supervisors shall not supersede the orders of the on-duty 

supervisor.  Discrepancies in strategies or tactics will be resolved when the incident is closed and 

through After Action Review with the District Fire Chief. 

¶ Administrative issues shall be first directed to the shift supervisor and then the shift supervisor 

shall move the issue up the chain of command to the District Fire Chief.  Any administrative 

issues that may occur will need to be directed through the District Fire Chief and distributed to 

the proper shift supervisor(s) as required.   

¶ Shift supervisors shall respect other supervisors and shall work together to enhance teamwork. 

¶ Off duty shift supervisors that have command transferred to them by the on-duty shift 

supervisor shall be responsible for all actions following the transfer.   

¶ Off-duty shift supervisors may not assume command unless the on-duty supervisor agrees to 

transfer command. 

¶ Communication between individuals is key to successful scene management. 

¶ Do not allow egos and attitudes entering into your decision making.   

 

 

District Board 

 

District Fire Chief 

 

Shift Supervisor 

 

Fire/EMS personnel 
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APPROPRIATE CONDUCT (ETHICS, STANDARDS OF CONDUCT AND CONFLICTS OF INTEREST)  

 

Conflict Of Interest:  
Pursuant to Colorado law, the De Beque Fire Protection District has recognized that purchases to 
several vendors for supplies or services are considered to be a potential conflict of interest. There 
are a couple of significant concerns:  
 

1. Statute forbids public officers or employees from supplying equipment, materials, supplies 
or services to the District unless pursuant to an award or contract let after public 
competitive bidding;  

2. ¢ƘŜ 5ƛǎǘǊƛŎǘΩǎ ŎƻƴŦƭƛŎǘ ƻŦ ƛƴǘŜǊŜǎǘ ǇƻƭƛŎȅ ǇǊƻƘƛōƛǘǎ ŜƳǇƭƻȅees from having a financial interest 
in the sale to the District of goods or services; and prevents an employee from obtaining 
favors from any company contracting with the District.  

 
De Beque Fire Protection District cannot do business with employees or businesses owned by a 
direct family employee of employees. 

 

Ethics: 
It is the policy of the De Beque Fire Protection District not to engage in unethical behavior. 
Employees of the District shall comply with the laws and the highest standards of public service 
ethics and conduct.  
To protect the integrity of District information, services, and employeeΩǎ ŜŦŦƻǊǘǎΣ ƛǘ ƛǎ ǘƘŜ ǇƻƭƛŎȅ ƻŦ 
the District that all employee should avoid any activity, practice, secondary employment, volunteer 
membership, and/or act which Ƙŀǎ ǘƘŜ ǇƻǘŜƴǘƛŀƭ ǘƻ ŎǊŜŀǘŜ ŀ ŎƻƴŦƭƛŎǘ ōŜǘǿŜŜƴ ƻƴŜΩǎ ǇŜǊǎƻƴŀƭ 
ƛƴǘŜǊŜǎǘ ŀƴŘ ƻƴŜΩǎ ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘ ǘƘŜ De Beque Fire Protection District. 
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Standards of Conduct:  
 

All employees of DFPD are expected to operate in a highly self-disciplined manner, exhibiting a high 
degree of personal integrity, and are responsible for regulating their own conduct in a positive, 
productive, and mature way.  You are, consequently, encouraged to observe the highest standards 
of professionalism at all times.  
Lǘ ƛǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅ ǘƻ ǇǊƻƘƛōƛǘ ŀƴȅ ŎƻƴŘǳŎǘ ƻǊ ōŜƘŀǾƛƻǊ ǿƘƛŎƘ ƛƴǘŜǊŦŜǊŜǎ ǿƛǘƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 
efficient operation, discredits the District, is offensive to customers or co-workers, or endangers the 
safety of any individuals. The District Fire Chief has the ultimate responsibility for determining 
inappropriate conduct and/or behavior.  
Should your performance, work habits, overall attitude, conduct, or demeanor become 
unsatisfactory in the judgment of the De Beque Fire Protection District, based on violations of the 
DisǘǊƛŎǘΩǎ {ǘŀƴŘŀǊŘǎ ƻŦ /ƻƴŘǳŎǘ ƻǊ ƻŦ ŀƴȅ ƻǘƘŜǊ ǊŜƎǳƭŀǘƛƻƴǎΣ ȅƻǳ ǿƛƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴΣ 
up to and including dismissal, as well as arrest and/or prosecution for violations of the law.  
The following lists are not intended to be all-inclusive. 
 
 All DFPD Employees Shall:  

A. Follow DFPD policies, procedures, and written directives.  
B. Use their training and capabilities to protect themselves and the public at all times, both on 

and off duty.  
C. Be concerned and protective of the welfare of all employees. 
D. Work competently in their positions to cause all District programs to operate effectively.  
E. Always conduct themselves to reflect credit on the District.  
F. Manage in an effective, considerate manner as supervisors; subordinates will follow 

instructions in a positive, cooperative manner.  
G. Always conduct themselves in a manner that creates good order within the District.  
H. Stay informed to do their jobs effectively.  
I. Operate safely and use good judgment.  
J. Keep themselves physically and mentally fit.  
K. Observe the work hours of their position.  
L. Obey the law.  
M. Take care of District equipment and property.  
N. Report at the assigned time and ready for work. 
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All employeeΩs Shall Not:  
A. Engage in any activity that is detrimental to the District.  
B. Engage in a conflict of interest to the District or use their position with the District for 

personal gain or influence.  
C. Fight.  
D. Steal.  
E. While on duty, use or sell alcoholic beverages, debilitating drugs, or any substance which 

could impair their physical or mental capacities.  
F. Possess explosive devices or weapons of any kind on District property, such as firearms, 

ammunition, fireworks, etŎΦΣ ǳƴƭŜǎǎ ǎǳŎƘ ŘŜǾƛŎŜǎ ǊŜƳŀƛƴ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭƻŎƪŜŘ ŀƴŘ 
privately owned vehicle and not visible from the outside of the vehicle.  

G. Engage in any terrorist activity.  
H. Engage in any sexual activity while on duty.  
I. DFPD prohibits employees from supporting a political candidate while on-duty and/or in 

DFPD uniform, whether outside of the polling places or otherwise. Colorado law also 
prohibits the expenditure of District funds or resources in an effort to influence an election. 
As such, DFPD prohibits employees from using any District equipment or resources in 
support of any political activity.  

J. Employees shall not be interviewed by any news media while in uniform or while on duty 
unless expressly authorized by the District Fire Chief and only pertaining to District related 
issues. 

K. Shall not be disrespectful of any other agency or department representative or person 
including allied healthcare employees including all nursing staff and physicians.  

 
Sexual Activity Policy 

All employee are prohibited from engaging in sexual activity while on De Beque Fire Protection 
District premises or while performing any De Beque Fire Protection District duty or activity, 
regardless of whether the sexual activity is consensual. 
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Citations, Driving Violations, Arrest:  

 
Employees who receive citations, particularly related to driving, or are arrested for any cause, are to 

report the incident to the District Fire Chief immediately.  Any employee who is convicted of, or 

pleads guilty or no contest to a criminal act that bears on their duties, on or off the job must notify 

the District Fire Chief within 48 hours of the conviction or guilty or no contest plea.  A guilty plea or 

conviction of any misdemeanor or felonies of crimes against another person may result in 

termination.   Failure to comply with these rules may result in disciplinary action up to and including 

termination.   

5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜ ŀƴŘ 5ǊƛǾƛƴƎ wŜŎƻǊŘ tƻƭƛŎȅ 
Employees whose work requires operation of a motor vehicle must present and maintaiƴ ŀ ǾŀƭƛŘ ŘǊƛǾŜǊΩǎ 

license and a driving record acceptable to De Beque Fire Protection District insurer.  De Beque Fire 

Protection District may check motor vehicle records for employees required to operate De Beque Fire 

Protection District vehicles from tiƳŜ ǘƻ ǘƛƳŜΦ  !ƴȅ ŎƘŀƴƎŜǎ ƛƴ ŀ ƳŜƳōŜǊΩǎ ŘǊƛǾƛƴƎ ǊŜŎƻǊŘ ƻǊ ŘǊƛǾŜǊΩǎ 

license status must be reported to the District Fire Chief immediately.  Failure to comply with these 

provisions or to provide requested driver's history information may result in disciplinary action up to and 

including termination.  In addition, any individual who is unable to perform his or her job because of 

ǊŜǾƻŎŀǘƛƻƴ ƻǊ ǎǳǎǇŜƴǎƛƻƴ ƻŦ Ƙƛǎ ƻǊ ƘŜǊ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ǎƘŀƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ǳǇ ǘƻ ŀƴŘ 

including termination.  Any employee who is found to have a marginal or unacceptable driving record 

may be required to take a defensive driving course and may be subject to disciplinary action up to and 

including termination.   

Criteria that may indicate a marginal record are: 

1. Three minor convictions in the last three years 
2. Two preventable collisions in the last three years 
3. Any combination of minor convictions and preventable collisions totaling three in the last three 

years. 
 

Criteria that may indicate an unacceptable record are: 

1. One or more major convictions in the last three years 
2. Four or more minor convictions in the last three years 
3. Three or more preventable collisions in the last three years 
4. Any combination of minor convictions and preventable collisions totaling four or more in the 

last three years 
 

¶ A major conviction is an offense that carries eight points or more on the Colorado Point System.   

¶ A minor conviction is an offense that carries less than eight points on the Colorado Point System 
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DISCIPLINE  

5Ct5Ωǎ Ǝƻŀƭ ƛǎ ǘƻ ǇǊƻvide an environment that promotes employment continuity, recognizing there 
are times when performance and/or conduct may require some form of corrective action. Violation 
of the De Beque Fire Protection District policies and rules may warrant discipline in a corrective, and 
lawful manner.  
 
Corrective in the sense that the supervisor and employee come to an understanding about the 
ŎŀǳǎŜǎ ŀƴŘκƻǊ ǊŜŀǎƻƴǎ ŦƻǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŘŜŦƛŎƛŜƴŎƛŜǎΣ ŎƻǊǊŜŎǘ those deficiencies and restore the 
employee to a productive and positive employment status. Discipline will normally begin with a 
verbal reprimand and, when circumstances of separate or related incidents warrant, proceed to 
written reprimand(s), suspensions, demotion, and finally to dismissal. Lawful in that discipline and 
the procedure by which it is administered does not violate District policies and procedures, 
Employee Handbook, or the ŜƳǇƭƻȅŜŜΩǎ Constitutional rights.  
DFPD may, at its sole and absolute discretion, deviate from any order of disciplinary actions and 
utilize whatever form of discipline deemed appropriate under the circumstances, up to and 
including immediate termination of employment. This would depend upon the severity of the 
offense ŀƴŘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘƛǎŎƛǇƭƛƴŀǊȅ ƘƛǎǘƻǊȅΦ 
 

Guidelines for Discipline:  

A. Corrective action/discipline should be administered privately within a reasonable time 
frame following the infraction.  

B. If the investigation is deemed necessary, the employee may be placed on paid 
Administrative Leave (AL) until the determination of a further action.  

C. !ƭƭ ŘƛǎŎƛǇƭƛƴŀǊȅ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǿƛƭƭ ǊŜƳŀƛƴ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ employee file for as long as the 
employee works for the District.  

D. Disciplinary proceedings and the results thereof are confidential. Contents of a reprimand or 
dismissal notice are public record and subject to disclosure.  

E. Employees who believe they have been unfairly disciplined should discuss it with their 
supervisor or proceed to a grievance/appeals process.  

 

  

The District encourages open, daily communication between supervisors and employees so the 
supervisor can provide leadership to assist the employee to achieve fully satisfactory standards of 
conduct and performance.  Effective communication and documentation of areas of concern and 
opportunities for improvement for the employee as outlined by the supervisor. All disciplinary 
actions require appropriate documentation. 
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Verbal Reprimand:  
 

A situation requiring documentŀǘƛƻƴ ŦƻǊ ŎƘŀƴƎƛƴƎ ŜƳǇƭƻȅŜŜΩǎ ōŜƘŀǾƛƻǊ ƻǊ ǇǊƻŘǳŎǘƛǾƛǘȅ ǘƘŀǘ ƛǎ ƴƻǘ 
considered a significant issue.  

A. Documentation will describe the problem or incident, summarize the course of action taken, 
and specify potential for further action.  

B. Documentation is signed by the employee and supervisor and placed into ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
employee file.  

C. Employee may respond in writing within three (3) business days. All documentation will be 
attached to the original written documentation in the file.  

 

Official Written Reprimand:  
 

This would be for additional issues related to those discussed under Verbal Reprimand or for more 
severe problems.  

A. All official written reprimands should be discussed by the supervisor and District Fire Chief 
prior to meeting with the employee.  

B. The documentation describes the problem, previous or related conversations or actions, 
and behavior required to correct the problem.  

C. Documentation is signed by the employee, supervisor, and District Fire Chief; and placed 
into ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ employee file.  

D. An employee may respond in writing within three (3) business days. All documentation will 
be attached to the original written documentation in the file.  

 

Disciplinary Suspension:  
 

This is for conduct or performance deemed significant/severe. If disciplinary suspension is 
appropriate based on disciplinary meetings and findings, the following may occur:  

A. The supervisor shall meet with the District Fire Chief to inform them of the nature and 
specifics of the offense/problem.  

B. The District Fire Chief shall then issue a letter of intended discipline to the employee 
informing him of the nature and specifics of the offense/problem, as well as the time and 
place of the disciplinary meeting; the employee, supervisor, and District Fire Chief shall 
attend.  

C. If after the disciplinary meeting, supervisor, and District Fire Chief deem suspension is 
warranted, they will determine the length of suspension without pay and generate a 
disciplinary notice to the employee to include:  

 
1. The nature and specifics of the offense/problem and the intended action and associated 

timing.  
2. ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊƛƎƘǘ ǘƻ ǊŜǎǇƻƴŘ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǿƛǘƘƛƴ ǘƘǊŜŜ ōǳǎƛƴŜǎǎ Řŀȅǎ 
ƻŦ ǘƘŜ ƭŜǘǘŜǊΩǎ ǊŜŎŜƛǇǘΣ ŀƴŘ ǘƘŜ ŦŀŎǘ ǘƘŜ ǊŜǎǇƻƴǎŜ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǇǊior to disciplinary 
action being imposed.  
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3. Informing the employee that if he fails to respond within the time limit, he waives the 
right to respond.  

D. While on disciplinary suspension, the employee shall not be eligible for overtime pay, 
classes, or any extracurricular DFPD activities.  

 

Demotion:  
¢Ƙƛǎ ƛǎ ŦƻǊ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǿƘŜƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǘƛƴǳŜŘ ǇŜǊŦƻǊƳŀƴŎŜ ƛƴ Ƙƛǎ ŎǳǊǊŜƴǘ Ǉƻǎƛǘƛƻƴ ƛǎ 
determined to not be in the best interest of the District.  
 

A. The District Fire Chief may reassign the employee to a position of lower rank and pay, if 
available.  

B. Prior to such action, the District Fire Chief shall then issue a letter of intended discipline to 
employee informing him of the decision to reassign the employee, as well as the following:  

 
1. The nature and specifics of the new position and the expected start date.  
2. ¢ƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊƛƎƘǘ ǘƻ ǊŜǎǇƻƴŘ ƛƴ ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊ ǿƛǘƘƛƴ ǘƘǊŜŜ ōǳǎƛƴŜǎǎ Řŀȅǎ 
ƻŦ ǘƘŜ ƭŜǘǘŜǊΩǎ ǊŜŎŜƛǇǘΣ ŀƴŘ ǘƘŜ ŦŀŎǘ ǘƘŜ ǊŜǎǇƻƴǎŜ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǇǊƛƻǊ ǘƻ ŘŜƳƻǘƛƻƴ 
being imposed.  

3. Informing the employee that if he fails to respond within the time limit, he waives the 
right to respond.  

 

Dismissal: 

  
¢Ƙƛǎ ƛǎ ǘƘŜ Ƴƻǎǘ ǎŜǊƛƻǳǎ ŀŎǘƛƻƴ ǘŀƪŜƴ ǿƘŜƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴŘǳŎǘ ƻǊ ǇŜǊŦƻǊƳŀƴŎŜ ƛǎ ŘŜŜƳŜŘ 
severe, or if the employee has been unable to achieve a satisfactory performance level.  
 

A. The District Fire Chief is responsible for any dismissal action.  
B. Certain violations/conduct may be deemed severe enough to warrant immediate dismissal 

without taking prior action or giving prior warnings.  
C. If continued employment is deemed not in the best interest of DFPD or the employee, all 

facts, conversations, and actions should be thoroughly documented and submitted with the 
appropriate termination paperwork for processing.  

D. The employee may be placed on administrative leave while the dismissal is in the process. 
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Pre-dismissal Notice:  
 

A. The DFPD notifies the employee in writing to explain the offense or problem, including 
ǎǇŜŎƛŦƛŎǎ ŀƴŘ ƛƴǘŜƴŘŜŘ ǘƛƳƛƴƎ ƻŦ ǘƘŜ ŘƛǎƳƛǎǎŀƭ ŀŎǘƛƻƴΦ LƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
right to respond in writing to the DFC within three business days of receiving the notice, 
that failure to respond within the time limit will waive the right to respond, and a statement 
that any response will be considered prior to the action being imposed.  

B. This notice is served directly on the employee or delivered by certified mail.  
C. A copy of the notice and signed mailing receipt, or indication that no mailing receipt was 
ǊŜǘǳǊƴŜŘΣ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ employee file.  

 

Pre-dismissal Hearing:  
 

A. An employee receiving a pre-dismissal notice may elect to address the matter at a pre-
termination hearing established for that purpose. The employee will submit a written 
request within three business days and the DFC will schedule a time for the hearing. 
 The employee, supervisor, and the District Fire Chief shall be present at the hearing.  
 

Consideration of Employee Response:  
 

A. If an employee responds to the Letter of Intended Discipline or Pre-Dismissal Notice within 
three business days, the District Fire Chief will consider the response, including additional 
facts or mitigating circumstances, to determine if the intended disciplinary action will be 
sustained, modified, or dismissed.  

B. If the District Fire Chief elects to sustain or modify the intended disciplinary action, the 
employee will be notified and a copy of the disciplinary letter will be placed in the 
ŜƳǇƭƻȅŜŜΩǎ employee file.  

C. If the District Fire Chief decides not to carry out the intended discipline, the employee will 
be notified in writing. Neither the original letter of intended discipline nor letter of 
ƴƻǘƛŦƛŎŀǘƛƻƴ ƻǊ ŘŜŎƛǎƛƻƴ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦƛƭŜΦ  

 

Employee Non-Response:  

 
A. If an employee does not respond to the letter of intended discipline or the pre-dismissal 

notice within three business days, the District Fire Chief will proceed with the intended 
disciplinary action.  

B. ! ŎƻǇȅ ƻŦ ǘƘŜ ƭŜǘǘŜǊ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ employee file with an indication that no 
response was received.  
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Appeal for Decision of Dismissal:  
In the event a decision of dismissal from employment with the District is rendered, the employee 
has the option, within seven (7) calendars days of the termination, to file an appeal for further 
review by the District Board. The District Fire Chief shall, within three (3) calendar days, notify the 
President of the Fire Protection District Board, who shall schedule a hearing within fifteen (15) 
calendar days from the filing of the notice of appeal. The President of the Board shall ensure all 
parties are allowed sufficient notice to prepare for the hearing.  
 

A. The Fire Protection District Board will be impaneled to sit as a Hearing Board. All meetings 
concerning such will be held in accordance with 24-6-402, C.R.S. and will ensure compliance 
with the Open Meeting Laws and satisfy minimum due process. 

B. Both the appellant and the District Fire Chief will present their stance on the issue. Both 
sides may appear personally, produce evidence, call witnesses, and have representation.  

C. The District Fire Chief shall submit to the Fire Protection District Board a recommendation 
regarding the appeal and shall state in the Minutes his reasons for the recommendation.  

D. For purposes of the hearing, the Fire Protection District Board shall be empowered to call 
witnesses, investigate, ask questions, review any relevant information, and take sworn 
testimony. The Fire Protection District Board may utilize the Fire Protection DistrictΩǎ ƭŜƎŀƭ 
counsel as deemed necessary.  

E. After hearing all relevant facts, the Fire Protection District Board will render a decision to 
uphold the dismissal decision, modify the action, or rescind the action.  

F. Written findings and decisions of the Fire Protection District Board shall be provided to the 
District Fire Chief within seven (7) calendar days following the hearing. The District Fire 
Chief shall furnish a copy of the decision to the employee. The findings and decisions of the 
Fire Protection District Board shall be final and binding, and there shall be no further 
administrative appeal.  

G. The proceedings will be recorded and preserved for a minimum of 90 days after the decision 
is rendered. 24-6-402(2) (d.5) (II) (E)-executive session. 

H. The employee may choose to open the executive session to the public.  Section 24-6-402. 

 

Administrative Hearings:  
The Fire Protection District Board of the Fire Protection District has the option to refer any 
employee matter that would otherwise be brought before it to an independent hearing board, in 
the discretion of the District Fire Board, from time to time, to hear employee matters or disputes, 
and to make recommendations for the Fire Protection District .ƻŀǊŘΩǎ ŎƻƴǎƛŘŜǊŀǘƛƻƴΦ  
 

Retaliation:  
The De Beque Fire Protection District does not tolerate any form of retaliation against employees 
availing themselves of this procedure. The procedure should not be construed, however, as 
preventing, limiting, or delaying the De Beque Fire Protection District from taking disciplinary 
and/or legal action against any individual, up to and including termination, in circumstances (such 
as those involving problems of overall performance, conduct, attitude, or demeanor) where the De 
Beque Fire Protection District deems disciplinary action appropriate. 
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COMPLAINT / GRIEVANCE / APPEALS PROCEDURE  

 
To ensure effective working relations, it is important that any workplace issues be resolved before 
serious problems develop. In any work environment, work relations problems will develop from 
time to time.  Should a situation persist that you believe is detrimental to you or to the De Beque 
Fire Protection District, you should follow the procedure described here for reporting your 
complaint to management's attention.  
 
This policy applies to all DFPD employees who may have a grievance regarding a decision or an issue 
other than those specifically excluded below:  
 

1. Policies or resolutions as adopted by the De Beque Fire Protection District Board;  
2. Any exercise by the De Beque Fire Protection District Board that falls within its legislative or        

quasi-judicial authority;  
3. Any matter which, under the law, the Fire Protection District Board is without authority to 

act;  
4. Disciplinary actions at the level of written reprimand or below;  
5. Position classification, job description, or content/structure of the salary plan;  
6. Terms and conditions of any employee benefits program; 
7. Meets standard or above performance evaluation.   

 
Definitions:  
Complaint: A condition of employment or application of a policy which the employee perceives as 
being unjust or inequitable.  
Appeal: A request for further consideration of a disciplinary action with the exception of disciplinary 
action at the level of Written Reprimand or below.  

 

Complaints of Harassment and Discrimination:  
All employees have the right to file a complaint regarding harassment or any other form of 
discrimination. The procedure for filing a complaint about an alleged discrimination or harassment 
is provided in this Handbook under Harassment and/or Sexual Harassment 
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Guidelines for Complaint/Grievance/Appeals: 

  
A. The employee shall follow the established review procedure listed below in presenting any 

complaint or appeal to upper levels of management. When a complaint or appeal involves 
ŀƴ ŜƳǇƭƻȅŜŜΩǎ ƛƳƳŜŘƛŀǘŜ ǎǳǇŜǊǾƛǎƻǊΣ ƛǘ ǎƘŀƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǘƻ ǘƘŜ District Fire Chief after 
attempting an oral resolution.  

B. For a complaint or appeal to be considered, it must be brought forth within fifteen (15) 
calendar days of the date of the circumstance. If, after receiving the management response, 
the employee wishes to move to the next step of the process, he must do so within five (5) 
calendar days of the receipt of the response. Failure of the employee to follow through 
within the timeframe will terminate the complaint or appeal process.  

C. Any supervisor or manager involved in the process shall be responsible for handling the 
issue as an important business matter, making every effort to arrive at a prompt, equitable 
solution.  

D. Employees are assured of freedom from reprisal for using the complaint or appeal 
procedure.  

E. An employee involved in the complaint or appeal process shall be allowed to confer with 
the District Fire Chief regarding the issue during Fire Protection District time. The supervisor 
shall grant permission for such but shall determine the best time for such a conference so as 
ƴƻǘ ǘƻ ŎŀǳǎŜ ƛƴǘŜǊŦŜǊŜƴŎŜ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǎǎƛƎƴŜŘ ǿƻǊƪΦ  

F. In the event any employee has a complaint directly against the Fire Chief, the employee 
should direct their concerns to the Board President ŀǎ ǘƘŜ άǎǳǇŜǊǾƛǎƻǊέ ƛƴ ŦƻƭƭƻǿƛƴƎ ǘƘŜ 
steps of the policy. Likewise, in the event of an appeal of a dismissal decision by an 
employee who directly reports to the District Fire Chief, the employee may take it directly to 
the Fire District Board of Directors pursuant to the Appeal for Decision of Dismissal Section 
above.  The Fire District Board shall review the decision and make the final decision. 
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Procedure for Complaint/Grievance/Appeals:  
 
Step One.  
For the purpose of adjusting a complaint or appeal, the employee is encouraged to first seek 
assistance by discussing it with his or her immediate supervisor. If the employee still has concerns, 
the complaint or appeal should also be documented in writing to the supervisor. The supervisor 
shall document any conclusions, solutions, or unsolved problems in writing and return to the 
employee within seven (7) calendar days of receipt of the complaint or appeal.  The supervisor shall 
also notify the District Fire Chief to discuss the issue.  The District Fire Chief shall be made aware 
immediately of all employee issues.  
 

Step Two.  

If the employee still does not feel the complaint or appeal has been satisfactorily resolved after 
Step One, he or she has the option of taking the problem to the District Fire Chief for further 
consideration. All documentation from the complaint or appeal process must be provided to the 
District Fire Chief for review. The District Fire Chief will evaluate the situation and the response 
from the supervisor, and then render his written decision within seven (7) calendar days, 
documenting any conclusion, solution, or unsolved problems.  

 
Retaliation:  
The De Beque Fire Protection District does not tolerate any form of retaliation against employees 
availing themselves of this procedure. The procedure should not be construed, however, as 
preventing, limiting, or delaying the District from taking disciplinary and/or legal action against any 
individual, up to and including termination, in circumstances (such as those involving problems of 
overall performance, conduct, attitude, of demeanor) where the De Beque Fire Protection District 
deems disciplinary action appropriate. 
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USE OF TOBACCO PRODUCTS  

 
DFPD encourages and promotes healthy employees and as such, has established guidelines 
regarding tobacco use in the workplace in accordance with the rights, needs, health, and concerns 
of tobacco users and non-users alike and in compliance with State and Local laws and in 
consideration of the health and safety of employees, visitors, and the public. This applies to all 
employees as well as to visitors on District premises.  
 
Definitions:  
Tobacco use is defined herein as smoking and using chewing tobacco.  
Electronic Cigarettes (E-Cigarettes) are defined as battery-powered devices that provide inhaled 
doses of nicotine by way of a vaporized solution.  
 
Guidelines for Tobacco Products:  

A. Tobacco use and/or the use of E-Cigarettes are prohibited in all District facilities, on District 
property, and in Fire District vehicles.  

B. Tobacco use and/or the use of E-Cigarettes are not allowed on any emergency or non-
emergency scenes to which the District is dispatched. The only exception would be if a 
tobacco use area were established in a rehabilitation area at a fire scene, away from public 
view and other employees.  

C. Tobacco use and/or the use of E-Cigarettes are strictly prohibited during any public contact.  
D. These guidelines will not supersede any local or state laws, or any existing or future 

regulations established for fire, health, or safety reasons.  
E. Any employee using tobacco and/or E-Cigarettes is requested to be considerate of the rights 

and health concerns of others. 
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SOLICITATIONS AND DISTRIBUTION OF LITERATURE  

 
 In order to minimize disruption of normal District operation, it is the policy of the District to place 
limitations on all employees of the District, as well as to outside visitors, vendors, suppliers, etc., 
attempting to solicit or distribute literature on District premises.  Employees may not solicit or 
distribute literature during work hours while in work areas.  Supervisors are responsible in 
determining if activities are considered inappropriate or too disruptive to district operations. 
Persons who are not employed by the District are prohibited from solicitation and distribution on 
District premises without prior management approval. 
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TERMINATION OF EMPLOYMENT  

 
Termination of employment occurs when employees are permanently separated from employment 
at DFPD for any of the following reasons: retirement, voluntary resignation, involuntary 
termination, or reduction in force. Employees desiring to terminate their employment relationship 
with the De Beque Fire Protection District are urged to submit a letter of resignation to the District 
Fire Chief, at least, two weeks in advance of their intended termination. Proper notice generally 
allows the District sufficient time to calculate all accrued overtime (if applicable) as well as other 
monies to which you may be entitled and to include such monies in your final paycheck. Employees 
ǿƘƻ Ǉƭŀƴ ǘƻ ǊŜǘƛǊŜ ŀǊŜ ǳǊƎŜŘ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ 5ƛǎǘǊƛŎǘ ǿƛǘƘ ŀ ƳƛƴƛƳǳƳ ƻŦ ǘǿƻ ƳƻƴǘƘǎΩ ƴƻǘƛŎŜΦ ¢Ƙƛǎ ǿƛƭƭ 
allow ample time for the processing of appropriate pension forms to ensure that any retirement 
benefits to which an employee may be entitled commence in a timely manner. 
 
Definitions:  
Retirement is when an employee chooses to voluntarily separate from DFPD because they are 
eligible for a retirement program including the eligibility to draw from FPPA retirement program.  
Voluntary Resignation/Termination is when an individual chooses to terminate employment with 
DFPD without initiating entry into a retirement program.  
Involuntary Termination is when DFPD initiates the termination of an employee due to 
unsatisfactory performance or misconduct.  
Reduction in Force is an administrative action initiated by the Fire District to reduce staffing levels.   
 

Termination Guidelines:  
A. The termination date will be the last day worked. An exception to this would be if an 

employee does not return to work from a leave of absence, at which point the termination 
date would be the date the individual notifies the District of such intention. Terminating 
employees will receive an exit Letter from the District Fire Chief addressing the termination 
of benefits.  

B. An employee who voluntarily terminates employment with DFPD should submit a letter of 
resignation to the District Fire Chief, at least, two weeks prior to the intended termination 
date. Final payment of wages, PTO pay due will be paid on the next regularly scheduled 
payday based on the pay period in which the date of the voluntary termination occurs.  

C. An employee who is involuntarily terminated by the De Beque Fire Protection District due to 
unsatisfactory performance, misconduct, or a reduction in force will have, in the majority of 
situations, received a Pre-Dismissal Notice from the District Fire Chief. Information in this 
notice includes the right to respond in writing to the District Fire Chief within three (3) 
business days of receiving the notice.  See the Dismissal Section above. Involuntarily 
terminated employees must be paid all wages due, including accrued PTO Leave, if 
applicable, in accordance with state law.  

D. All District-issued equipment must be returned upon termination.  The employee must 
either return the items undamaged or have the applicable dollar amount deducted from 
their final paycheck according to the provisions of the U.S. Department of Labor guidelines 
for Exempt and Non-Exempt employees.  
  

Administrative procedures for terminating employees include:  
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1. Schedule an Exit interview with the District Fire Chief.  
2. On the last day of work, give the District Fire Chief all equipment/property/uniforms 

issued and have him/her sign your final timesheet. The timesheet must be submitted to 
Payroll. DFPD will assist the employee in submitting the required paperwork into FPPA.  

 

E. The intent is to make the best possible outcome from a bad situation. The District Fire Chief 
and the terminated employee will review the reason for termination.  Involuntarily 
terminated employees must be paid all wages due, accrued PTO leave, if applicable in 
accordance with district policy, within seven working days or at the end of the next regular 
pay period, whichever is sooner.  

F. If a position is eliminated that results in a reduction in force, additional factors may be 
considered.   
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FPPA DROP:    

For employees in the SWDB Plan, the SWH ς DB and MP Plan or the SWDB ς SS Plan, a member 

must meet one of the following criteria:  

¶ be eligible for normal retirement (at least 25 years of service and age 55), or 

¶ be vested (5-24 years of service and age 55), or 

¶ be eligible for early retirement (at least 30 years of service or age 50 

¶ be working in a position that is eligible to enter the DROP plan. 
 

The termination date for DROP cannot exceed more than 5 years.  The Fire Protection District will 
assist the employee wishing to enter the DROP plan through FPPA.  
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Drug-Free Workplace Policy 

Purpose and Goal 

De Beque Fire Protection District is committed to protecting the safety, health and well-being of all 
employees and other individuals in our workplace. We recognize that alcohol abuse and drug use pose a 
significant threat to our goals. We have established a drug-free workplace program that balances our 
respect for individuals with the need to maintain an alcohol and drug-free environment. 

¶ This organization encourages employees to voluntarily seek help with drug and alcohol 
problems. 

Covered Workers 

Any individual who conducts business for the organization is applying for a position or is conducting 
business on the organization's property is covered by our drug-free workplace policy. Our policy 
includes, but is not limited to executive management, full-time employees, part-time employees, 
reserves and resident personnel. 

Applicability 

Our drug-free workplace policy is intended to apply whenever anyone is representing or conducting 
business for the organization. Therefore, this policy applies during all working hours, whenever 
conducting business or representing the organization, while on call, paid standby, while on organization 
property and at district-sponsored events. 

Prohibited Behavior 

It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer for sale 

alcohol, illegal drugs, intoxicants, or to use or steal controlled medications not prescribed to the 

employee.  Any employee involved with controlled medication diversion will be terminated 

immediately.  

Warning about Marijuana: 

 

 Although the Colorado constitution has decriminalized certain uses of marijuana by certain individuals, 

Colorado does not allow a physician to prescribe marijuana, nor does it require employers to 

accommodate the use of marijuana by their employees.  Further, use of marijuana is still illegal under 

federal law.  The De Beque Fire Protection District prohibits use by employees and will treat its use the 

same as any other use of marijuana.  Testing positive for marijuana will likely result in immediate 

discharge.  The De Beque Fire Protection District considers the employment or association with any 

facility involved with the sale, manufacturing or distribution of marijuana a conflict of interest and does 

not allow employment with such businesses while off duty. 
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Notification of Drug Convictions  

Any employee who is convicted of a criminal drug violation in the workplace must notify the District Fire 
Chief in writing within five calendar days of the conviction. The organization will take appropriate action 
within 30 days of notification. Federal contracting agencies will be notified when appropriate. 

Searches 

By entering the organization's property individuals consent to searches and inspections. If an individual 
is suspected of violating the drug-free workplace policy, he or she may be asked to submit to a search or 
inspection at any time. Searches can be conducted of pockets and clothing, lockers, wallets, purses, 
briefcases and lunchboxes, desks and workstations and vehicles and equipment on District premises.  
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Drug Testing 

To ensure the accuracy and fairness of our testing program, all testing will be conducted according to 
Substance Abuse and Mental Health Services Administration (SAMHSA) guidelines where applicable and 
will include a screening test; a confirmation test; the opportunity for a split sample; review by a Medical 
Review Officer, including the opportunity for employees who test positive to provide a legitimate 
medical explanation, such as a physician's prescription, for the positive result; and a documented chain 
of custody. 

All drug-testing information will be maintained in separate confidential records. 

Each employee, as a condition of employment, will be required to participate in pre-employment, 
random, post-accident, reasonable suspicion, return-to-duty and follow-up testing upon selection or 
request of management. 

The substances that will be tested for are Amphetamines, Cannabinoids (THC), Cocaine, Opiates, 
Phencyclidine (PCP), Barbiturates, Benzodiazepines and Methadone and alcohol.  

Testing for the presence of the metabolites of drugs will be conducted by the analysis of urine. 

Any employee who tests positive while on duty will be terminated immediately. 

An employee will be subject to the same consequences of a positive test if he/she refuses the screening 
or the test as defined below. 

All employees shall be subject to a drug and alcohol testing program that fulfills the requirements of 

Code of Federal Regulations Title 49, Part 382.  Tests shall be conducted under the following 

circumstances: 

1. Each such employee shall be tested before the first time the employee performs any safety-
sensitive function for De Beque Fire Protection District.  Such functions including driving; waiting 
to be dispatched; inspecting and servicing equipment; supervising, performing or assisting in 
loading or unloading; repairing or obtaining and waiting for help with a disabled vehicle; 
performing driver requirements related to accidents; and performing any other work related to 
vehicle maintenance or operation.  Pre-employment and appointment tests shall be required 
only after an applicant is offered a position. 

 
2. Alcohol and controlled substance tests shall be conducted after any accident involving any 

safety-sensitive function.  Such tests shall be conducted as soon as is practicable following an 
accident if the accident involved personal injury, property damage or a citation for moving 
traffic violation.  Employees involved in accidents shall make themselves available for testing 
unless they need immediate medical attention and shall not use alcohol for eight hours after 
any accident or until after a post-accident alcohol test, whichever occurs first.   

 

3. Tests shall be conducted on a random basis at unannounced times throughout the year.  
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4. Tests shall be conducted when a supervisor has reasonable suspicion that a member has 
violated the De Beque Fire Protection District alcohol or drug prohibitions.  Reasonable 
suspicion must be based on specific, contemporaneous observations concerning the employeeΩǎ 
appearance, behavior, speech or body odors.  Such observations may include indications of the 
chronic and withdrawal effects of controlled substances. 
 

5. A drug or alcohol test shall be conducted if and when a member who has violated the De Beque 
Fire Protection DistrictΩǎ drug or alcohol prohibition returns to performing safety sensitive 
duties.  No member may be assigned to a safety-sensitive position until a return to duty drug 
test is administered with a negative result. 
 

6. Employees who violate De Beque Fire Protection DistrictΩǎ drug or alcohol prohibition and who 
participate in a treatment program for drug or alcohol use through a substance abuse 
professional shall be subject to unannounced follow-up testing as directed by the substance 
abuse professional in accordance with law.  Such follow-up testing shall be conducted just 
before, during or just after the performance of safety-sensitive functions. 

 

Testing procedures and facilities used for tests shall conform to the Code of Federal Regulations, Title 

49, Section 40. 

Any employee who refuses to submit to a drug or alcohol test required by this manual shall not perform 

or continue to perform safety-sensitive duties and will be subject to discipline up to and including 

termination.  An employee will be deemed to have refused to submit to testing if he or she is 

unavailable, fails to provide samples sufficient for testing absent any medical necessity or fails to 

cooperate with a test in any way that hinders or prevents the completion of the test.  Certified positive 

tests for alcohol or drugs shall subject the employee to disciplinary action up to and including 

termination.   
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Consequences 

One of the goals of our drug-free workplace program is to encourage employees to voluntarily seek help 
with alcohol and/or drug problems. If, however, an individual violates the policy, the consequences are 
serious. 

In the case of applicants, if he or she violates the drug-free workplace policy, the offer of employment 
can be withdrawn. The applicant may not reapply. 

If an employee violates the policy, he or she may be terminated from employment. 

Assistance 

De Beque Fire Protection District recognizes the value of treatment programs in addressing the effects 
of alcohol and drug abuse. We also realize that early intervention and support improve the success of 
rehabilitation. To support our employees, our drug-free workplace policy:  

¶ Encourages employees to seek help if they are concerned that they or their family may need 
assistance in addressing drug and/or alcohol abuse. 

Treatment for health conditions arising from alcohol or drug abuse may be covered by the employee 
benefits plan. However, the ultimate financial responsibility for recommended treatment belongs to the 
employee.  

Although the District may permit an employee to enter a treatment program to address alcohol and/or 
drug abuse as a condition of continued employment, the District is not obligated to forego and rescind 
disciplinary action for violations of the drug-free workplace policy that the employee committed before 
seeking assistance. 

Confidentiality 

All information received by the organization through the drug-free workplace program is a confidential 
communication. Access to this information is limited to those who have a legitimate need to know in 
compliance with relevant laws and management policies. 

Shared Responsibility 

A safe and productive drug-free workplace is achieved through cooperation and shared responsibility. 
Both employees and management have important roles to play. 
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On Duty Impairment 

All employees are required to not report to work or be subject to duty while their ability to perform job 
duties is impaired due to on- or off-duty use of alcohol or other drugs.  Reporting to work impaired will 
result in disciplinary actions including termination. 

In addition, employees are encouraged to:  

¶ Be concerned about working in a safe environment. 
¶ Support fellow workers in seeking help. 
¶ Report dangerous behavior to their supervisor. 

It is the supervisor's responsibility to:  

¶ Inform employees of the drug-free workplace policy. 
¶ Observe employee performance. 
¶ Investigate reports of dangerous practices. 
¶ Document negative changes and problems in performance. 
¶ Counsel employees as to expected performance improvement. 
¶ Clearly state consequences of policy violations. 

Communication 

Communicating our drug-free workplace policy to both supervisors and employees is critical to our 
success. To ensure all employees are aware of their role in supporting our drug-free workplace program: 

¶ All employees will receive a written copy of the policy. 
¶ The policy will be reviewed in orientation sessions with new employees. 
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Driving Under the Influence (DUI) 

 
The De Beque Fire Protection District places a high value on the protection of the public.  Driving 
under the influence of any drugs or alcohol places the public at risk.   All employees shall report 
such arrests in writing to the District Fire Chief immediately.  The following guidelines shall apply, 
but the final determination of whether the violation of the drug-free workplace policy merits 
disciplinary action or termination rests in the sole discretion of the Fire Chief. 
 
First Offense: 
 
¶ Upon notification, the District Fire Chief shall place the employee on unpaid 72-hour leave. 
¶ The employee shall be restricted from driving any district vehicles until resolution of the 

case. 
¶ In addition, employees shall be required, at the employees own expense, complete a drug 

and alcohol treatment program and provide such documentation to the Fire Protection 
District. 

¶ Shall submit to drug and alcohol testing. 
 
Second Offense: 
¶ If the employee is ticketed for DUI under a second offense the employee will be 

immediately terminated. 
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AUTHORIZED USE OF DFPD EQUIPMENT  

 
All DFPD equipment is acquired and maintained for the purpose of enabling DFPD to meet its 
mission of saving lives and protecting property, or for the administrative support of that goal. DFPD 
ǊŜǎǘǊƛŎǘǎ ǘƘŜ ŜǉǳƛǇƳŜƴǘΩǎ ǳǎe solely to DFPD unless specific intergovernmental or mutual aid 
arrangements exist. 
 
Equipment Use Guidelines:  

A. Use of any DFPD apparatus, motor vehicle, tool, supply item, or equipment for personal 
purpose is prohibited. Use of DFPD equipment as a community outreach for educational, 
fundraising, standby, etc. is appropriate, if staffed with DFPD employee and approval from 
the District Fire Chief. 

B. Equipment owned or under the control of DFPD is not to be sold, given, transferred, loaned, 
borrowed, or utilized by outside organizations or individuals unless approved by the District 
Fire Board and District Fire Chief. 

C. Some equipment, such as CPR instructional items, may be leased by CPR instructors for the 
purpose of training to medical and/or community groups per the current CPR Training 
Program Guidelines. Prior approval must be completed before usage. It is understood DFPD 
will not be responsible or liable for damage or injury resulting from use, or misuse, of 
equipment.  

D. Employees shall not remove or borrow any equipment, furniture or tools with the approval 
from the District Fire Chief.  

 
All equipment (tables, chairs, tools) borrowed from the Fire District must be checked out and have 
proper authorization.  All equipment must be returned in a timely manner.  
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E-MAIL USAGE  

Electronic mail (e-mail) is a business tool provided by the District to employees to conduct business 
in an efficient and timely manner. To help ensure this tool is used appropriately, the District has 
developed the following guidelines for acceptable use. This addresses access, use, and disclosure of 
electronic mail and Internet messages and material created, sent or received by DFPD employees 
ǳǎƛƴƎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳΣ ƛƴŎƭǳŘƛƴƎ ǿƘŜƴ ŀŎŎŜǎǎƛƴƎ ǘƘŜ 5Ct5 ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳ ǿƛǘƘ 
personal equipment, i.e., home computers, laptops, cell phones, or when printing information from 
DFPD e-mails to distribute hard copies to non-district individuals.  
 
E-mail Disciplinary Action:  

Violation of the e-mail usage policy may result in disciplinary action up to termination of 
employment.  
 
E-mail Acceptable Use:  

Use of the electronic mail system is reserved primarily for conducting business for the district. 
ά!ŎŎŜǇǘŀōƭŜ ǳǎŜέ ƛǎ ŀǇǇƭƛŎŀōƭŜ ŦƻǊ employee whenever and, however, accessing the DFPD computer 
system, whether with District provided equipment, home computers, cell phones, or a personal 
laptop. Limited personal use of the electronic mail system is permitted, but should not be excessive 
or interfere with normal operations or business. 
 
E-mail Principle of Acceptable Use:  

The electronic mail system is District property. All messages and attachments composed, sent, or 
received by electronic mail or DFPD Internet system are subject to review by the DFPD.  Employees 
should not consider any e-mail or Internet messages or material as private or transmit any 
information that the employee does not want to be reviewed.  
 
Guidelines:  

A. Offensive or Harassing Use Prohibited: Use of electronic mail to create any offensive or 
disruptive message is prohibited. Considered offensive are messages or material containing 
sexual implications, racial or ethnic slurs, or other comments that offensively address 
ǎƻƳŜƻƴŜΩǎ ŀƎŜΣ ǎŜȄΣ ǎŜȄǳŀƭ orientation, religion, national origin, ancestry, or disability. 
Messages or materials that are defamatory, derogatory, obscene, or otherwise are 
prohibited. The electronic mail system must not be used to commit any crime, including, but 
not limited to, sending obscene e-mails over the Internet with the intent to annoy, abuse, 
threaten, or harass another person.  

B. Violent Jokes are prohibited. 
C. Solicitation Prohibited: DFPD electronic mail system may not be used to solicit or 

proselytize for outside or personal commercial ventures, religious or political causes, 
outside organizations, or other solicitations that are not job-related or in furtherance of 
rights secured by the National Labor Relation Act.  

D. Chain Letters: 9ƳǇƭƻȅŜŜǎ Ƴǳǎǘ ƴƻǘ ǎŜƴŘ ƻǊ ŦƻǊǿŀǊŘ άŎƘŀƛƴ ƭŜǘǘŜǊέ Ŝ-mails.  
E. Viruses: 9ƳǇƭƻȅŜŜǎ Ƴŀȅ ƴƻǘ ǳǎŜ 5Ct5Ωǎ ŜƭŜŎǘǊƻƴƛŎ Ƴŀƛƭ ǎȅǎǘŜƳ ǘƻ ŘŜǾŜƭƻǇ ƻǊ ǎŜƴŘ ŀƴȅ ǾƛǊǳǎ 

or otherwise destructive program. Employees should not open e-mails or attachments 
unless they are confident of the identity of the sender.  
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F. Copyrighted Material and Trade Secrets: The electronic mail system must not be used to 
send (upload) or receive (download) copyrighted materials, trade secrets, proprietary 
financial information, or similar materials without prior management authorization.  

G. Confidentiality and Encryption: Confidential or privileged information should not be sent 
via e-mail, unless with appropriate warnings, safeguards or encryption. Only District 
approved encryption methods may be used and only by authorized employees.  

H. Representation of District: Employees should make it clear when they are, or are not, 
representing DFPD in their electronic mail communications.  
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Password Protection:  

Passwords and access codes for all electronic communications systems are private to the user and 
should not be shared. Each employee is responsible for keeping passwords and access codes secure. 
The employee remains accountable for the usage of District technology by anyone the employee 
ǇŜǊƳƛǘǎ ǘƻ ǳǎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŀǎǎǿƻǊŘǎ ƻǊ ŀŎŎŜǎǎ ŎƻŘŜǎΦ In order to ensure the security of these 
systems, all passwords are required to be changed regularly.   
 
Monitoring:  

The District reserves, and may exercise, the right to review, audit, intercept, access and/or disclose 
messages or material including ŀǘǘŀŎƘƳŜƴǘǎ ŎǊŜŀǘŜŘΣ ǊŜŎŜƛǾŜŘ ƻǊ ǎŜƴǘ ƻǾŜǊ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜƭŜŎǘǊƻƴƛŎ 
mail system. Authorized representatives of the District may monitor the use of its systems in its sole 
discretion, at any time, with or without notice to any employee and may by-pass any passcode. 
 
Confidentiality:  

The confidentiality of any message or material should not be assumed. Even when a message or 
material is erased, it may still be possible to retrieve and read that message or material. The use of 
passwords for security does not ƎǳŀǊŀƴǘŜŜ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅΦ 5ŜǎǇƛǘŜ 5Ct5Ωǎ ǊƛƎƘǘ ǘƻ ǊŜǘǊƛŜǾŜ ŀƴŘ ǊŜŀŘ 
any electronic mail or Internet messages or material, such messages or material should be treated 
as confidential by other employees and accessed only by the intended recipient. Employees are 
responsible for maintaining the confidentiality of material on the systems. Without prior 
management authorization, employees are not permitted to retrieve or read e-mail messages not 
sent to them. The contents of electronic mail or Internet messages or materials may, however, be 
disclosed to others within the District with prior management authorization. 
Email messages and the transfer of information via the Internet are not secure. Confidential email 
Ƴǳǎǘ ōŜ ƳŀǊƪŜŘ ά/ƻƴŦƛŘŜƴǘƛŀƭέ ƛƴ ǘƘŜ ǎǳōƧŜŎǘ ƭƛƴŜΤ ŀƭǘƘƻǳƎƘ ƳŀǊƪŜŘ ά/ƻƴŦƛŘŜƴǘƛŀƭέΣ ǘƘŜȅ Ƴŀȅ ǎǘƛƭƭ ōŜ 
accessed by third parties or by DFPD management.  
Any member of the District who has received an internal e-mail communication labeled 
ά/ƻƴŦƛŘŜƴǘƛŀƭέ Ƴŀȅ ǊŜǇƭȅ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ ǎŜƴŘŜǊΣ ōǳǘ Ƴŀȅ ƴƻǘ ŦƻǊǿŀǊŘ it, send a copy of, duplicate it, 
or make a hard copy of the internal e-mail to send to external e-mail addresses or individuals. This 
communication may contain confidential and/or proprietary information and may not be disclosed 
to anyone other than the intended addressee or individual. 
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E-Mail Retention:  

To ensure electronic mail is maintained in accordance with approved records retention policies and 
accepted record keeping practices. DFPD utilizes a procedure to retain e-mails in instances of 
litigation, beginning with the moment DFPD is notified of such litigation. The retention of e-mail 
must be based on content, not on media type, a non-DFPD approved retention schedule, or storage 
limitations. E-mail should be retained for the same duration as similar records included on an 
approved retention schedule. Employees have the same responsibilities for e-mail messages as they 
do for any other public record and must distinguish between records and non-record information.  
 
E-Mail Retention Guidelines:  

A. Temporary Communications / Public Record: E-mail communications are usually temporary, 
non-vital messages and should be discarded routinely. However, depending on its content, e-
mail may be considered a public record.  

B. Back-Up: E-mail is a communication tool, not a storage mechanism. Retention is the 
responsibility of the message sender.  

C. Legal Proceedings: E-mail and all other electronic or paper documents pertaining to threatening 
or actual legal proceedings must be retained until litigation is concluded.  

D. Retention of Non-Record e-Mails: E-mail considered having no administrative, legal, fiscal, or 
archival requirements for retention should be deleted as soon as it has served its purpose. Non-
record e-mails include:  

 
1. Personal messages; correspondence not related to business (lunch invitations, staff birth 

announcements, etc.).  
2. Transitory messages that do not set policy, establish guidelines or procedures, document 

DFPD business, certify a transaction, or become a receipt. The informal tone of transitory 
messages might be compared to communications during a telephone conversation or one in 
an office hallway that tends to convey information of limited importance and administrative 
value.  

3. Other examples of non-records include:  
a. File copies of correspondence.  
b. Tickler or follow up correspondence copies.  
c. Identical duplicate copies in the same file.  
d. Superseded manuals and directives maintained outside the office responsible for 

retaining them.  
e. Blank forms. 
f. Catalogs, trade journals, and other publications requiring no action.  
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E. Retention of Record e-mails: Public record includes any written information related to 
ŎƻƴŘǳŎǘƛƴƎ ǘƘŜ ǇǳōƭƛŎΩǎ ōǳǎƛƴŜǎǎ ǘƘŀǘ ƛǎ ǇǊŜǇŀǊŜŘΣ ƻǿƴŜŘΣ ǳǎŜŘΣ ƻǊ ǊŜǘŀƛƴŜŘ ōȅ 5Ct5Σ ƛƴŎƭǳŘƛƴƎ 
electronic records and e-mails. It does not include preliminary drafts, notes, or interagency or 
intra-agency memoranda not retained by DFPD in the ordinary course of business. E-mails that 
may constitute a public record include the following:  

 
1. Policies and directives  
2. Correspondence or memos related to official business (not duplicates)  
3. Agendas and minutes of meetings  
4. Documents that initiate, authorize, or complete a business transaction; and  
5. Final reports or recommendations.  
 

F. Responsibility for Retention: The e-mail sender is responsible for ensuring proper retention of 
e-mails sent within DFPD. All other copies are duplicates and may be deleted. The recipient is 
responsible for retention if a record e-mail was sent by an outside agency, a member of the 
public, or anyone outside DFPD.  

 

G. Retention Period for Record Emails: These will be maintained per DCt5Ωǎ wŜŎƻǊŘǎ wŜǘŜƴǘƛƻƴ 
and Disposition Schedule for hard copies and may be deleted if the hard copy is on file.  

 
H. E-Mail Attachments: Attachments should be retained or disposed of according to the content of 

the attachment itself, not the e-mail which transmits the attachment.  
 

  



 
 

140 |  P a g e  Adoption Date:  April 10th 2018              

 
 

INTERNET USE  

The Internet is an important tool that enables District employees to access a vast amount of 
information and improve customer service. The efficient utilization of the Internet for 
communication and research will improve the quality of the service the District provides to its 
ŎǳǎǘƻƳŜǊǎΦ LƴǘŜǊƴŜǘ ŀŎŎŜǎǎ ǘƘǊƻǳƎƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƴŜǘǿƻǊƪ ƛǎ ŀ ǇǊƛǾƛƭŜƎŜ granted to employees to 
enhance their abilities and knowledge, increase their productivity, and provide quick access to 
information.  
Please remember, when you are conducting business on the Internet, you are representing the 
District and you are using the 5ƛǎǘǊƛŎǘΩǎ ŎƻƳǇǳǘŜǊ ƴŜǘǿƻǊƪΦ .ŜŎŀǳǎŜ ƻŦ ǘƘŜ ŀōƛƭƛǘȅ ƻŦ ŀƴ LƴǘŜǊƴŜǘ ǎƛǘŜ 
to gather information about its contacts, and the potential for viruses to be spread throughout the 
network, it is imperative that all actions and communications be conducted in a safe, courteous, 
and ethical manner. The purpose of this section is to ensure use of the Internet by employees of the 
5ƛǎǘǊƛŎǘ ƛǎ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ 5ƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎΣ ŀƭƭ ŀǇǇƭƛŎŀōƭŜ ƭŀǿǎΣ ŀƴŘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ǳǎŜǊΩǎ Ƨƻō 
responsibilities, and to establish basic guidelines for appropriate use of the Internet.  
 
Guidelines for Internet Use:  

a. Pass Codes or Words: Employees must not use a code, access a file, or retrieve any stored 
communication, other than where authorized. All pass codes are the property of DFPD. 
Employees are not to password-protect programs, documents, databases, zip files, etc., 
without disclosing the password for those programs to the Computer Network 
Administrator. Employee passwords are confidential and employees are accountable for all 
usage unŘŜǊ ǘƘŜƛǊ ǇŀǎǎǿƻǊŘ ƻŦ ǘƘŜ 5Ct5Ωǎ ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳΦ  

b. Non-Removal: DFPD employees may not remove from the premises any hardware, 
software, files, or data without prior management authorization.  

c. Downloading: Downloading documents/software from the Internet must be job-related and 
constitute a reasonable use of DFPD resources. Executable files may not be downloaded 
without prior management authorization.  

d. No Sexually Explicit Sites: DFPDΩǎ LƴǘŜǊƴŜǘ ǎȅǎǘŜƳ Ƴǳǎǘ ƴƻǘ ōŜ ǳǎŜŘ ǘƻ Ǿƛǎƛǘ ǎŜȄǳŀƭƭȅ ŜȄǇƭƛŎƛǘ 
or otherwise offensive or inappropriate Web sites, or to send, display, download or print 
offensive material, pornographic or sexually explicit pictures, or any other materials which 
would be found offensive by most reasonable people.  

e. Solicitation Prohibited: DFPD Internet systems may not be used to solicit or proselytize for 
outside or personal commercial ventures, religious or political causes, outside organizations, 
or other solicitations that are not job-related or in furtherance of rights secured by the 
National Labor Relation Act.  

f. Copyrighted Material and Trade Secrets: DFPD Internet systems must not be used to send 
(upload) or receive (download) copyrighted materials, trade secrets, proprietary financial 
information, or similar materials without prior management authorization.  

g. Confidentiality and Encryption: Confidential or privileged information should not be sent 
over the Internet, unless with appropriate warnings, safeguards, or encryption. Only District 
approved encryption methods may be used and only by authorized employees.  

h. Representation of District: Employees should make it clear when they are, or are not, 
representing DFPD in their Internet communications.  

i. Internet Site/Identification Originator: Employees should be aware Internet sites accessed 
ŦǊƻƳ ǘƘŜ 5Ct5Ωǎ ŎƻƳǇǳǘŜǊ ƴŜǘǿƻǊƪ Ƴŀȅ ƛŘŜƴǘƛŦȅ 5Ct5 ŀǎ ǘhe originator of each visit. If 
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ŜƳǇƭƻȅŜŜǎ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ άŎƘŀǘ ǎŜǎǎƛƻƴǎέ ƻǊ Ǉƻǎǘ ƳŜǎǎŀƎŜǎ ƻƴ ǘƘŜ LƴǘŜǊƴŜǘΣ ǘƘŜȅ Ƴŀȅ ōŜ 
regarded as representing DFPD. Thus, all communications must be professional, appropriate 
to DFPD, and not adversely reflect on its reputation.  

j. Blocking Internet Sites: DFPD has systems in place to identify sexually explicit or otherwise 
inappropriate Internet sites and may prevent employees from accessing such sites through 
the DFPD system.  

k. Monitoring: The District reserves, and may exercise, the right to review, audit, intercept, 
access and/or disclose messages of material, including attachments created, received or 
sent, webǎƛǘŜǎ ǾƛǎƛǘŜŘ ŀƴŘκƻǊ ŦƛƭŜǎ ŘƻǿƴƭƻŀŘŜŘ ƻǾŜǊ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ LƴǘŜǊƴŜǘ ǎȅǎǘŜƳǎΦ 
Authorized representatives of the District may monitor the use of its systems in its sole 
discretion, at any time, with or without notice to any employee and may by-pass any 
passcode. Such monitoring is capable of tracking and recording Internet web sites visited by 
employees.  

l. All access to the Internet by District employees shall be done in a professional manner and 
in compliance with all applicable local, state, and federal laws, and District policies. The 
Internet shall not be used for any illegal, improper, unprofessional, illicit, or political 
purpose, e.g., intentionally accessing sites which deal with pornographic material. 
Intentional misuse may subject the user to termination of access rights and disciplinary 
action. Supplemental District policies may be developed to address particular needs, but 
ǿƘŜƴ ŘŜǾŜƭƻǇŜŘ ǎƘŀƭƭ ōŜ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘƛǎ ǇƻƭƛŎȅΦ ¦ǎŜǊǎ ǎƘŀƭƭ ƴƻǘ ǳǎŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 
ŜǉǳƛǇƳŜƴǘ ǘƻ ŀǘǘŜƳǇǘ ŀƴȅ ǳƴŀǳǘƘƻǊƛȊŜŘ ǳǎŜΣ ƴƻǊ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ƻǘƘŜǊ ǳǎŜǊǎΩ ƭŜƎƛǘƛƳŀǘŜ ǳǎŜΣ 
of any internal or external computer.  

m. A wide variety of information is available on the Internet. Not all of this information is 
reliable. Individual users should be aware that the content of information available on the 
Internet can be questionable. Users must use caution and discretion when using 
information from the Internet. Only reputable sites should be used for research.  

n. Many of the sites available on the Internet can be breeding grounds for computer viruses. 
Viruses from the Internet are most commonly received through downloaded material. 
Downloading files from Internet sites should be done with caution and only from reputable 
sites. Each computer has been set up with anti-virus software. This software is periodically 
updated. Under no circumstances is this software to be disconnected or disabled. Caution at 
every access point is necessary to eliminate viruses.  

o. Users shall not create, install, or knowingly distribute a computer virus of any kind on any 
District computer, regardless of whether any demonstrable harm results. Users should not 
open email file attachments unless confident the sender is trustworthy.  

p. Employees should not frequently access the Internet for personal reasons during work 
hours. A minimal use of the Internet is permitted for personal reasons, similar to the use of 
the telephone. Employees may access the Internet for personal development and research 
outside their normal work hours in accordance with District policies and procedures.  
The use of live or streaming video sites creates a similar problem to listening to music. 
Limited use of streaming video sites for training purposes is allowed. The District also 
recognizes that employees may have legitimate personal security reasons for accessing 
these sites, such as day care monitoring or home security. Therefore, subject to District 
approval, these sites may be accessed occasionally. Employees may not remain connected 
to these sites for extended periods.  
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q. The Internet must be treated as a formal communications tool like the telephone, radio, and 
video communications. Therefore, each individual user is responsible for complying with 
ǘƘƛǎ ŀƴŘ ŀƭƭ ƻǘƘŜǊ ǊŜƭŜǾŀƴǘ ǇƻƭƛŎƛŜǎ ǿƘŜƴ ǳǎƛƴƎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǊŜǎƻǳǊŎŜǎ ŦƻǊ ŀŎŎŜǎǎƛƴƎ ǘƘŜ 
Internet. Use of these same resources in violation of this policy or applicable District policies 
is grounds for disciplinary action.  

r. No one shall copy, install, or use any software or data files in violation of applicable 
copyrights or license agreements.   

s. The Internet and other information sharing devices are global entities with no control of 
users or content. Therefore, available resources may contain material of a controversial 
nature. The De Beque Fire Protection District is not responsible for information found on 
these sources.  
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SOCIAL MEDIA: INSTANT TECHNOLOGY - SOCIAL NETWORKING SITES / BLOGS  

 

The De Beque Fire Protection District endorses the secure use of social media to enhance 
communication and information exchange; streamline processes; and foster productivity with its 
ŜƳǇƭƻȅŜŜǎΦ ¢Ƙƛǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ IŀƴŘōƻƻƪ ŜǎǘŀōƭƛǎƘŜǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Ǉƻǎƛǘƛƻƴ ƻƴ ǘƘŜ ǳǎŜ ŀƴŘ 
management of social media and provides guidelines on management, administration, and 
oversight. This section is not meant to address one particular form of social media; rather social 
media in general terms as technology will outpace our ability to discover emerging technology and 
create policies governing its use.  
Social media provides a valuable means of assisting the District and its employee in meeting 
community education, community information, fire prevention, and other related organizational 
and community objectives. This section identifies possible uses that may be evaluated and utilized 
as deemed necessary by fire administrative and supervisory employee. This District also recognizes 
the role that social media tools may play in the personal lives of District employee. The personal use 
of social media can have an effect on District employee in their official capacity as firefighters. This 
section is a means to provide guidance of a precautionary nature as well as restrictions and 
prohibitions on the use of social media by District employee. 
 
Definitions:  
Blog: A self-published diary or commentary on a particular topic that may allow visitors to post 
responses, reactions, or comments.  
Social Media: A category of Internet-based resources that enable the user to generate content and 
encourage other user participation. This includes, but is not limited to, social networking sites: 
Facebook, MySpace, Twitter, YouTube, Wikipedia, blogs, and other sites. (There are thousands of 
these types of sites and this is only a short list.)  
Post: Content that an individual shares on a social media site or the act of publishing content on a 
site.  
Profile: Information that a user provides about himself on a social networking site.  
Social Networks: Platforms where users can create profiles, share information, and socialize with 
others using a range of technologies.  
Speech: Expression or communication of thoughts or opinions in spoken words, in writing, by 
expressive conduct, symbolism, photographs, videotape, or related forms of communication. 
 

  



 
 

144 |  P a g e  Adoption Date:  April 10th 2018              

 
 

Procedures for District-Sponsored Social Media:  

A. District social media sites or pages shall be approved by the District Fire Chief.  
B. Social media pages shall clearly indicate they are maintained by the District and shall have 

the District logo and contact information prominently displayed.  
C. Social media content shall adhere to applicable laws, regulations, and policies, including all 

information technology and records management policies of the District.  
D. Social media content is subject to open public records laws.  
E. Relevant records retention schedules apply to social media content.  

F. Content must be managed, stored, and retrieved to comply with open records laws and e-
discovery laws and policies. 

G. Social media pages should state that the opinions expressed by visitors to the page(s) do not 
reflect the opinions of the District.  

H. Social media pages shall clearly indicate that posted comments will be monitored and the 
District reserves the right to remove obscenities, off-topic comments, and personal attacks.  

I. Social media pages shall clearly indicate that any content posted or submitted for posting is 
subject to public disclosure.  

 
Guidelines for District-Sanctioned Use:  

District employees representing De Beque Fire Protection District via social media outlets shall 
follow the following guidelines:  

 

A. Conduct themselves at all times as representatives of the District and, accordingly, shall 
adhere to all District standards of conduct and observe conventionally accepted protocols 
and proper decorum.  

B. Identify themselves as members of the District.  
C. Shall not post, transmit, or otherwise disseminate confidential information, including 

photographs or videos, related to department training, activities, or work-related 
assignments without express written permission.  

D. Do not conduct political activities or private business.  
E.  District employee ǳǎŜ ƻŦ ǇŜǊǎƻƴŀƭƭȅ ƻǿƴŜŘ ŘŜǾƛŎŜǎ ǘƻ ƳŀƴŀƎŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ 

activities or in the course of official duties is prohibited without express written permission.  
F. Employees shall observe and abide by all copyright, trademark, and service mark restrictions 

in posting materials to electronic media.  
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Guidelines for Social Media Personal Use:  

A. District employees are free to express themselves as private citizens on social media sites to 
the degree that their speech does not impair or impede the performance of their DFPD 
duties, impair discipline and harmony among co-workers, or creates conflicts of interest 
between the District and the employee. 

B. As public employees, District employee are cautioned that their speech either on or off duty 
ŀƴŘ ƛƴ ǘƘŜ ŎƻǳǊǎŜ ƻŦ ǘƘŜƛǊ ƻŦŦƛŎƛŀƭ ŘǳǘƛŜǎ ǘƘŀǘ Ƙŀǎ ŀ ƴŜȄǳǎ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ 
duties and responsibilities may not necessarily be protected speech under the First 
Amendment.  

C. Social Media usage may form the basis for discipline if deemed detrimental to the District.  
D. District employee should assume their speech and related activity on social media sites will 

reflect upon the District and their position within the District.  
E. District employees are prohibited from disclosing confidential information of the District.  
F. Employees shall not post, transmit, or otherwise disseminate any information to which they 

have access as a result of their employment without written permission from the District 
Fire Chief or designee.  

G. !ŘƘŜǊŜƴŎŜ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ {ǘŀƴŘŀǊŘǎ ƻŦ /ƻƴŘǳŎǘ is required in the personal use of social 
media. In particular, District employee are prohibited from:  

H. Speech containing obscene or sexually explicit language, images, or acts and statements or 
other forms of speech that ridicule, malign, disparage, or otherwise express bias against any 
race, any religion, or any protected class of individuals.  

I. Divulging information gained by reason of their authority; make any statements, speeches, 
appearances, and endorsements; or publish materials that could reasonably be considered 
to represent the views or positions of this District without express authorization.  

J. District employees should be aware they may be subject to civil litigation for publishing or 
posting false information that harms the reputation of another person, group, or 
organization otherwise known as defamation to include:  

 
a. Publishing or posting private facts and personal information about someone without 

their permission that has not been previously revealed to the public, is not of legitimate 
public concern, and would be offensive to a reasonable person;  

b. ¦ǎƛƴƎ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ ƴŀƳŜΣ ƭƛƪŜƴŜǎǎΣ ƻǊ ƻǘƘŜǊ ǇŜǊǎƻƴŀƭ ŀǘǘǊƛōǳǘŜǎ ǿƛǘƘƻǳǘ ǘƘŀǘ ǇŜǊǎƻƴΩǎ 
permission for an exploitative purpose; or  

c. Publishing the creative work of another, trademarks, or certain confidential business 
information without the permission of the owner.  

 
District employees should be aware that privacy settings and social media sites are constantly in 
flux, and they should never assume personal information posted on such sites is protected.  

District employees should expect any information created, transmitted, downloaded, exchanged, or 
discussed in a public online forum may be accessed by the District at any time without prior notice.  
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Photos / Videos:  

 

Appropriate videos or pictures (tape, film, digital or other format) gathered while on De Beque Fire 
Protection District business (this includes emergency calls, meetings, drills, details, training or 
anything obtained on District property or at District sanctioned events or training) may be shared, 
distributed or posted with District Fire Chief approval.  
Employees found to be violating this policy are subject to disciplinary action, up to and including 
termination, and may also be subject to civil and/or criminal penalties for violations of, among 
other things, applicable securities laws.  

 
Photos/ Video/ Social Medial Violations:  

A. Any employee becoming aware of or having knowledge of a posting or of any website or 
web page in violation of the provisions of this section shall notify his supervisor immediately 
for follow-up action.  

B. Violation of this social media section may result in suspension or termination.  
 
Social Media Disciplinary Action:  

! Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ {ƻŎƛŀƭ aŜŘƛŀ ŀƴŘ {ƻŎƛŀƭ bŜǘǿƻǊƪing policy may result in disciplinary 
action up to termination of employment. 
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HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA)  

 

It is imperative we maintain the confidence of patient information that we receive in the course of 
our work. DFPD prohibits the release of any patient information to anyone outside the organization 
unless required for purposes of treatment, payment, or health care operations. Discussions of 
Protected Health Information (PHI) within the organization should be limited. Acceptable uses of 
PHI within the organization include, but are not limited to, exchange of patient information needed 
for the treatment of the patient, billing, and other essential health care operations, peer review, 
internal audits, and quality assurance activities. For the purpose of overseeing all activities and 
policies related to HIPAA, the District has designated the District Fire Chief as the Privacy Officer.  
All employees of the District (sworn, civilian and contract) are considered to have access to 
Protected Health Information (PHI) and must adhere to the DFPD HIPAA Policy & Procedures. In 
accordance with the Act, the District has developed policies and procedures (DFPD HIPAA Policy & 
Procedure Manual) for the administration of the act. All questions / inquiries should be directed to 
the Privacy Officer.  Only the Privacy Officer can release protected health information. Releasing 
protected health information without authorization will result in disciplinary action up to 
termination.  
New DFPD employees are required to read, understand, and sign an HIPAA Confidentiality of 
Patient Information and Employee Verification.  
DFPD takes its responsibility to safeguard patient information seriously. There are significant legal 
penalties against organizations and individuals that do not adhere to the laws that protect patient 
privacy. 
 
Employees who do not follow policies on patient privacy will be subject to disciplinary action, up to 
and including verbal and written warnings, suspension and/or termination.  
DFPD will not retaliate against an employee who expresses a good concern or complaint about any 
ǇƻƭƛŎȅ ƻǊ ǇǊŀŎǘƛŎŜ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ǎŀŦŜƎǳŀǊŘƛƴƎ ƻŦ ǇŀǘƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ 5Ct5Ωǎ ƭŜƎŀƭ ƻōƭƛƎŀǘƛƻƴǎ ǘƻ 
protect patient privacy. 
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CONFIDENTIALITY OF INFORMATION & PRIVACY 

  
It is the policy of the De Beque Fire Protection District to ensure that operations, activities, and 
business affairs of the District and our clients are kept confidential to the greatest possible extent. If 
during the course of their employment, employees acquire confidential or proprietary information 
about the De Beque Fire Protection District and its clients, such information is to be handled in strict 
confidence and not to be discussed with or distributed to outsiders.   

 
Employees are also responsible for the integral security of such information. 
 

IDENTITY AND PRIVACY PROTECTION  
 

The District shall comply with pertinent Colorado Laws regarding the protection of identity and 
privacy for District officials, officers, staff, agents, current and past employees, and residents and 
employees of the public.  
 

¶ Personnel records of all types including paycheck stubs shall be considered private and 
secured appropriately.  

¶ Phone numbers and personal information shall not be given to anyone unless authorized 
specifically by the District Fire Chief. 

¶ Never give out information over the telephone. 

¶ Respect the privacy of fellow employees. 

¶ Never give out work schedules unless authorized to do so. 
 
We are public figures, consideration of security for personal information should always be 
considered.  As a public governmental entity, employees are encouraged to remain vigilant.  

 
 
  



 
 

149 |  P a g e  Adoption Date:  April 10th 2018              

 
 

DISTRICT CREDIT CARD AND FUEL CARD USE  

 

The District issues credit cards to provide employees with an alternate method of procuring goods 
and services when items are needed, but it is not expedient, practical, or desirable to utilize the 
normal check request or purchase order process. In these instances, streamlining the procurement 
process through the use of credit card payments reduces the overall cost associated with these 
purchases. Fuel cards also help to streamline the purchasing process, particularly in instances when 
District vehicles are used for travel outside the District. The use of fuel cards assists the District with 
the tracking of fuel usage per vehicle and fuel expenses per section.  Employees must maintain the 
security of passwords and not share information.  If your passcode has been compromised, notify 
the District Fire Chief immediately so a new code can be assigned.  The use of Fuel for personal use 
is prohibited.  Any fuel for personal vehicles must have prior District Fire Chief authorization and 
proper documentation.  All fuel receipts shall be turned in for documentation and comparison to 
fuel purchase records.  If you need a fuel code or forget your code, please notify the District Fire 
Chief for re-authorization. 
 
Fire District ID and Station Access cards 

 

De Beque Fire Protection District provides employees with State ID cards which also function as 

station access cards.  Employees shall not lend to anyone else their personal card.  Lost cards need 

to be reported to the District Fire Chief immediately.  A new card will be re-issued.  Upon separation 

from the De Beque Fire Protection District, the employee will surrender all ID cards and keys.   

Fire District Keys 

 

The Fire Protection District may issue certain personnel keys to allow access to Fire District property.  It 

is the responsibility of the employee to maintain control and to know the location of Fire District issued 

keys at all times.  If a key should become lost, stolen or not in the possession of the employee, the 

employee shall report  the incident immediately and no longer than 24 hours after the key is discovered 

lost or not in the employees possession, to the District Fire Chief. 

Should a key become lost, the employee to which the key was issued shall be financially responsible for 

the re-keying of the locksets needed to secure the Fire Station.  The expense shall include all locksets re-

keyed and cutting of new keys for personnel.  Any additional expenses such as travel time will also be at 

ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜȄǇŜƴǎŜΦ    
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PUBLIC RECORDS ACCESS  

 
De Beque Fire Protection District complies with the Colorado Open Records Act and Open Meetings 
Law to accommodate citizen requests to inspect and obtain public records and to prevent the 
disclosure of privileged and confidential records. 
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De Beque Fire Protection District 

 
Receipt of Employee Handbook  

 

I have been given a copy (written or electronic) of the De Beque Fire Protection District Handbook.  
I have also been given instructions on how to access the handbook on-line at the district website at 
www.debequefire.org under member documents.   I know I am responsible for reading and 
understanding the contents of this Handbook. I understand I can ask my immediate supervisor or 
the District Fire Chief for any further information on any subject covered in this Employee 
Handbook.  
I understand that this Employee Handbook provides guidelines for my employment relationship 
with De Beque Fire Protection District. I acknowledge and agree that my employment with the 
District is at-will and that my job may terminate at the will of the District, with or without cause, 
without liability, and with or without notice. I also understand that I may terminate my 
employment at any time, with or without cause. I cannot and should not rely upon any 
statements contained in this Employee Handbook as either creating or attempting to create any 
type of employment contract, and I understand that my employment with the District is for no 
specific term. Nothing in this Handbook should be construed as a contract or a guarantee of future 
employment; this Handbook is simply an information resource to assist me during my period of 
employment with the De Beque Fire Protection District. And I understand the contents of this 
Handbook are summary guidelines for employees and, therefore, are not all inclusive.  
Finally, I understand this Employee Handbook replaces and supersedes previous Policies, Standard 
Administrative Procedures, and/or Employee Handbooks with De Beque Fire Protection District, and 
except for the at-will nature of the employment, any or all of the guidelines mentioned, along with 
any other procedures, practices, benefits, other programs, terms, and conditions of this Handbook 
are subject to review, modification, and/or revocation at any time, with or without prior notice. 
 
 
______________________________________ 
Printed name of Employee 
 
______________________________________  _________________________  
Signature of Employee      Date  
 
Note: The signed, original of this Receipt form is included in your DFPD employee file. 
 

http://www.debequefire.org/
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De Beque Fire Protection District 

Basic Claims Management 

²ƻǊƪŜǊǎΩ /ƻƳǇŜƴǎŀǘƛƻƴ LƴƧǳǊȅκ9ȄǇƻǎǳǊŜ 

9ƳǇƭƻȅŜǊΩǎ LƴƧǳǊȅ aŀƴŀƎŜƳŜƴǘ /ƘŜŎƪƭƛǎǘ 

When a worker reports a work related injury, illness or exposure, take the following steps: 

   Action                                     Date    Time 

First aid, on-site or emergency care provided by: ___________________________________________________________   

Medical provider care provided by: _______________________________ 

Address:____________________________________________________ 

Phone: _____________________________________________________ 

Physician:  __________________________________________________ 

Designated Medical Provider?   yes / no   

(injured worker with life or limb threatening injury or exposure to blood or body fluid should be seen immediately at the nearest 

medical facility and follow-ǳǇ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊύ 

  

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ provides information to Designated Medical Provider: 

* Duties/tasks of injured worker 

* Circumstances/nature of injury 

* Return-to-work options 

  

LƴƧǳǊŜŘ ǿƻǊƪŜǊ ŎƻƳǇƭŜǘŜǎ ŜƳǇƭƻȅŜǊΩǎ !ŎŎƛŘŜƴǘκLƴŎƛŘŜƴǘκ9ȄǇƻǎǳǊŜ wŜǇƻǊǘ CƻǊƳ όŀǎ ǇǊƻǾƛŘŜŘ ƛƴ ŜƳǇƭƻȅŜǊΩǎ ǇƻƭƛŎƛŜǎκǇǊƻŎŜŘǳǊŜǎύ    

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ ŎƻƳǇƭŜǘŜǎ CƛǊǎǘ wŜǇƻǊǘ ƻŦ LƴƧǳǊȅ CƻǊƳ ŀƴŘ ǎǳōƳƛǘǎ ǘƻ tƛƴƴŀŎƻƭ !ǎǎǳǊŀƴŎŜ όǾƛŀ ŦŀȄΣ ǇƘƻƴŜ ƻǊ Pinnacol Online, as 

shown on form) within 48 hours 

  

LƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ƴƻǘƛŦƛŜǎ ŜƳǇƭƻȅŜǊΩǎ {ŀŦŜǘȅ hŦŦƛŎŜǊκ/ƻƻǊŘƛƴŀǘƻǊ ƛƳƳŜŘƛŀǘŜƭȅ ŀŦǘŜǊ ǘƘŜ ƛƴƧǳǊȅΤ {ŀŦŜǘȅ hŦŦƛŎŜǊ ǿƛƭƭ conduct 

an accident investigation and complete a written report to Safety Committee/Administration 

  

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ ǇǊƻǾƛŘŜǎ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊ ǿƛǘƘ ǿǊƛǘǘŜƴ 5ŜǎƛƎƴŀǘŜŘ aŜŘƛŎŀƭ tǊƻǾƛŘŜǊ [ŜǘǘŜǊ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ 

injured worker by verifiable means within seven business days of the injury notification date; injured worker can make a 1-time 

change between providers within 90 days of injury and prior to reaching MMI  

  

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ ƳƻƴƛǘƻǊǎ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǿƻǊƪ ǎǘŀǘǳǎ ŀƴŘ Ƴŀƛƴǘŀƛƴǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊ ϧ 5ŜǎƛƎƴŀǘŜŘ 

Medical Provider 

  

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ ƴƻǘƛŦƛŜǎ tƛƴƴŀŎƻƭ !ǎǎǳǊŀƴŎŜ ŎƭŀƛƳǎ ŀŘƧǳǎǘŜǊ ƻŦ ƛƴƧǳǊŜŘ ǿƻǊƪŜǊΩǎ ǿƻǊƪ ǎǘŀǘǳǎ ǘƘǊƻǳƎƘƻǳǘ ŘǳǊŀǘƛƻƴ ƻŦ ŎƭŀƛƳ ŀƴŘ 

when injured worker is cleared to return to full duty by Designated Medical Provider 

  

9ƳǇƭƻȅŜǊΩǎ ŎƭŀƛƳǎ ǊŜǇ ǇǊƻǾƛŘŜǎ eligible injured worker with written Modified Duty Job Offer and Job Description/Task List once 

cleared for modified duty by Designated Medical Provider; send copy of signed Modified Duty Job Offer and Job Description or Task 

[ƛǎǘΣ ǿƛǘƘ ŘƻŎǘƻǊΩǎ ŀǇǇǊƻǾŀƭΣ ǘƻ ŎƭŀƛƳǎ ŀŘƧǳǎǘŜǊ 

  

Name of Injured Worker:  _____________________________________________________________ 

Date / Time of Injury:  ________________________________________________________________ 

9ƳǇƭƻȅŜǊΩǎ /ƭŀƛƳǎ wŜǇΥ   ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

Pinnacol Assurance Claim #:  __________________________________________________________ 

Pinnacol Assurance Claims Adjuster / Phone:  _____________________________________________ 

De Beque Fire Protection District:  P.O. Box 180, De Beque, CO 81630 
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De Beque Fire  Protection District  
FIREFIGHTER PERFORMANCE EVALUATION 

 

      Annual     Semi-Annual   :Other__________ 
 

Employee Name: ___________________________________________ 

 

EVALUATION PERIOD From______________ to_______________ 
 

Rating Scale: 1 to 5  1 = Lowest score, 5 = Highest score 

 

 

N/A Not Applicable 

Employee had no opportunity to perform identified objective 

 

1. Substandard performance: Immediate improvement required 

Employee requires immediate remediation to include counseling, training, and a written 

prescriptive remedy. Documentation must identify the employeeôs awareness that 

performance must improve within 6 months or disciplinary action may follow. 

 

2. Marginal performance: Improvement required 

Employee requires remediation to include counseling and training to raise performance to a  

satisfactory level. Documentation must include the employeeôs awareness that a 

prescriptive remedy may be considered if performance does not improve within 6 months. 

 

3. Satisfactory performance: Improvement encouraged 

Employee performs at a satisfactory level (average). Documentation should include the 

employeeôs awareness that improvement is encouraged. 

 

4. Exemplary performance: No improvement expected 

Employee performs above satisfactory levels (above average) consistently. Documentation 

must include positive, remarkable traits that are exhibited frequently. 

 

5. Exceptional performance: Improvement is unattainable 

Employee performs above and beyond the standard of Exemplary (4). Documentation must 

specifically include how the employee exceeds a rating of 4. 
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Section 1 - BEHAVIORAL TRAITS/WORK ETHICS 
 

1A)  Promotes Team Building (works well with others)   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

1B) Performance under Pressure (maintains composure)   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

1C) Adheres to Orders/Directives (emergency & non-emergency) Rating Score____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

1D) Adaptability (able to accept change)     Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

1E) Promotes positive relations with the public    Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

1F) Self initiative/project completion     Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 
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1G) Quality of work/Consistency     Rating Score_____ 

Justification for this rating: ________________________________________________ 

 

______________________________________________________________________ 
Section 2 - COMPLIANCE ISSUES 
 

2A) Follows Standard Operating Policies & Procedures   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 
 

2B) Follows Standard EMS Protocols (meets benchmarks) Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

2C) Follows District Employee Policy      Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Section 3 - KNOWLEDGE & APPLICATION OF JOB 

RESPONSIBILITIES 
 

3A) Properly identifies, locates, and uses equipment   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

3B) Properly maintains vehicles & equipment    Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 
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3C) Performs fire ground procedures safely & effectively.  Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

3D) Performs EMS procedures safely & effectively   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

3E) Required reports submitted accurately and timely   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

3F) Working knowledge of department computer systems  Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

3G) Completes routine tasks without direct supervision   Rating Score_____ 

Justification for this rating: 

______________________________________________________________________ 

 

______________________________________________________________________ 
 

RECOMMENDATIONS FOR IMPROVEMENT 

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 

EMPLOYEE'S COMMENTS 
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____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 
 

 

EMPLOYEE GOALS: 
 

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 
 

Any reservations or objections the employee may have regarding this evaluation must 

be stated in the area below (additional sheets may be attached, if needed). 

 

Firefighter Signature: ________________________ Date: ___________ 

 

Supervisor Signature: _______________________ Date: ___________ 

 

Fire Chief Signature: ________________________ Date: ___________ 
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Standards: 

1A)   Promotes Team Building 

The employee demonstrates daily a team building positive attitude.  Works cooperatively to solve 

problems.  Promotes the district in a positive manner.  Approaches challenges and issues with positive 

attitude.  The employee works to assist and maintain relationships with fellow employees and does not 

participate in negative conversations about other staff. 

1B) Performance under Pressure 

The employee demonstrates positive behaviors when dealing with stressful incidents.  Demonstrates 

problem-solving abilities and enhances positive methods to manage performance.   

1C) Adheres to Orders/Directives 

The employee follows orders and/or directives as instructed.  The employee notifies a supervisor or fellow 

employees of concerns in a positive manner.  The employee follows through with the assigned order or 

directive and completes the task fully and with quality. 

1D) Adaptability 

Demonstrates the ability to readily change and adapt to changing work environment.  The employee 

shows positive growth in maturity.  

1E) Promotes positive relations with the public 

The employee is not confrontational with the public.  Promotes the Fire Protection District in a positive 

manner.  Employee is able to adequately assert positive scene control. 

1F) Self initiative/project completion:  

This standard evaluates the employee for their completeness of daily work performance.  Inspections 

properly completed and documented.  Workstations cleaned up after use.  Special projects or events are 

completed in the entirety.  The employee demonstrates on a consistent basis the self-initiative to 

complete projects such as cleanings, taking on additional responsibilities without being supervised.   

1G) Quality of work/Consistency:   

The employee is evaluated for their thoroughness and quality of work performed.  Examples of quality of 

work include but are not limited to: properly and completely washing apparatus.  Clean up of interior of 

ambulance, properly disposing of EMS waste.  Consistency is evaluated continually and employee 

demonstrates the quality of work at all times and not just during the evaluation period. 

2A) Follows Standard Operating Policies & Guidelines 

The employee follows the standard operating policies and guidelines established by the De Beque Fire 

Protection District.  The employee does not have to corrected or reminded of policies and has a positive 

attitude in adhering to district policies.  The employee provides positive contributions to policy changes.  

Employee demonstrates a positive attitude with policies that are implemented.  The employee brings to 

the attention concerns and comments about policies and guidelines in a positive manner. 
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2B) Follows Standard EMS Protocols 

Employee meets Mesa County EMS and NW Regional Protocol benchmark criteria.  Patient adheres to 

EMS protocols and notifies supervisor of any issues or deviations. 

2C)  Follows District Employee Policy: 

The employee is evaluated for their consistency for following district employee policies including tobacco 

policy, arriving for work on time and fiscal policies. 

3A)  Properly identifies, locates and uses equipment: 

The employee is able to identify the location and type of equipment used on all apparatus without 

prompting.  The employee also properly uses, cleans and maintains equipment and returns all equipment 

to a state of readiness. 

3B)  Properly maintains vehicles & equipment: 

Employee properly refuels, checks oil, completes monthly inspections, notifies the Fire Chief of 

maintenance issues and completes the required documentation for repairs.  Employee performs 

authorized service as needed.  Water/foam tank maintained as required. 

3C) Performs fire ground procedures safely & effectively: 

Employee follows District SOGôs and NWCG standards including but not limited to LCES, look up, look 

down, look around,  two-in-two out standards, NFPA standards.     

3D) Performs EMS Procedures safely and effectively: 

The employee performs patient treatment according to Mesa County Protocols. Employee demonstrates 

proper cleaning and waste control. 

3E) Required reports submitted accurately and timely: 

The employee accurately finishes ePCR and NFIRS reporting in a timely manner and before end of the 

shift.  The employee regularly logs into High Plains Data Program and corrects and review issues. The 

employee provides accurate and complete information on reports. 

3F) Working knowledge of department computer systems: 

The employee demonstrates the ability to successfully navigate through High Plains, use PowerPoint or 

equivalent program and develop in-station continuing educational sessions.  Also is able to use basic 

Microsoft office program with little to no supervision. 

3G) Completes routine tasks without direct supervision: 

The employee takes the initiative to clean the fire station properly, pick up trash, organize materials and 

tools, conduct weed control, clean aprons, wash windows, ensure that bathroom facilities are clean at all 

times.  
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Date Complaint Filed__________ Time Complaint Filed___________  
 
Name of Complainant______________________________________________________  
 
Address: ________________________________________________________________  
City: __________________________ State: ____________ Zip Code: ____________  
Home Phone: _______________Alternate Phone: _____________________  
Incident Information  
Day_____________________ Date_____________ Time____________ ( ) am ( ) pm  
Location _______________________________________________________________  
Witnesses to This Incident (if known)  
Name ________________________Address_____________________Phone_________  
Name ________________________Address_____________________Phone_________  
Name ________________________Address_____________________Phone_________  
Firefighters Involved in Incident (if known)  
Name ________________________Address_____________________Phone_________  
Name ________________________Address_____________________Phone_________  
Name ________________________Address_____________________Phone_________  
Description of what happened. (Attach additional sheets if necessary)  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
_______________________________________________________________________  
Signature______________________________________________Date__________  
Please return to  
De Beque Fire Protection District: P.O. Box 180 De Beque, CO 81630 
 
If you have questions, concerns or additional comments, please contact the  
De Beque Fire Protection District at 970-283-8632.  

  

De Beque Fire Protection District 

Citizen Complaint Form 
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 Citizen Complaint ς Brief  
  
Date Complaint Filed___________________  
Time Complaint Filed_______________  
Date of Incident _____________________  
Time of Incident_____________________  
Incident reported to: _______________________________ Rank ________________  
Forwarded to District Fire Chief: ____________Date ________Time  
District Fire Chief Signature: _______________________________Date_______  
Complaint Classification (initial)  
Formal Investigation _____  
Supervisory Review _____  
Documentation (initial)  
Complaint Form Completed _____  
Complaint Interview _____  
Employee Interview _____  
Supervisor Comments _____  
Fire Chief /ƻƳƳŜƴǘΩǎ _____  
Investigator Comments _____  
Complaint Findings (initial)  
Sustained _____  
Not Sustained _____  
Exonerated _____  
Unfounded _____  
No further action required _____  
Review for further action _____  
 
 
________________________________________   ____________  
Fire Chief           Date  
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Employee Performance Improvement Plan (PIP) 

Employee 

Name: 
      Review Period: 

From:              To:  

      

Job Title:       
Date of 

Meeting: 
      

Supervisor:       
Follow-Up 

 Meeting Date: 
      

 

 
MAJOR OBJECTIVE 

DESIRED 

PERFORMANCE 

CURRENT 

PERFORMANCE 
ACTION PLAN 

1.                          

2.                          

3.                          

4.                          

5.                          

 

Employee:  List obstacles that might prevent accomplishment of objectives and performance: 

      

 

            

{ǳǇŜǊǾƛǎƻǊΩǎ {ƛƎƴŀǘǳǊŜ 

  

Printed Name 

 

Job Title 

  

            

9ƳǇƭƻȅŜŜΩǎ Signature Printed Name Job Title 
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District Chief 
Effective Date:  July 2014    Pay Grade:   Salary 

Job Group:   Executive Management   FLSA:  Exempt 

Shift Requirements: 40 Hour Work Week   Compensation: Commensurate with experience 

Direct Report:  Board of Directors   Benefits:  Full 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

 
DEFINITION 

 

Plan, direct, manage and oversee the activities and operations of the Fire Department including fire suppression, hazardous materials 

management, fire code compliance, emergency medical services, training and administrative support services; to coordinate 

assigned activities with other departments and outside agencies.  The District Fire Chief is considered a working Chief and is expected 

to perform the duties of fire suppression, and incident management.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives general administrative direction from the Fire District Board. 

 

Exercises direct supervision over firefighters and district employees. 

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other related duties and 

responsibilities may be assigned. 

 

1. Assume full management responsibility for all district services and activities including fire suppression, hazardous materials 

management, fire code compliance, emergency medical services, training and administrative support services; recommend 

and administer policies and procedures. 

 

2. Manage the development and implementation of departmental goals, objectives, policies and priorities for each assigned 

service area. 

 

3. Establish, within District policy, appropriate service and staffing levels; monitor and evaluate the efficiency and effectiveness 

of service delivery methods and procedures; allocate resources accordingly. 

 

4. Plan, direct and coordinate, through subordinate level staff, assign projects and programmatic areas of responsibility; review 

and evaluate work methods and procedures; meet with key staff to identify and resolve problems. 

 

5. Assess and monitor workload, administrative and support systems, and internal reporting relationships; identify opportunities 

for improvement; direct and implement changes. 

 

6. Respond to major fire alarms and major EMS incidents and direct fire suppression/EMS activities as necessary. 

 

7. Select, train, motivate and evaluate assigned personnel; provide or coordinate staff training; work with employees to correct 

deficiencies; implement discipline and termination procedures as per district policies. 

 

8. Assist the accountant in the development and administration of the department budget; approve the forecast of funds 

needed for staffing, equipment, materials and supplies; approve expenditures and implement budgetary adjustments as 

appropriate and necessary.   

 

9. Explain, justify and defend department programs, policies and activities; negotiate and resolve sensitive and controversial 

issues. 
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10. Represent the Fire District to other departments, elected officials and outside agencies; coordinate assigned activities with 

those of other departments and outside agencies and organizations. 

 

11. Attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of fire safety. 

 

12. Respond to and resolve difficult and sensitive citizen inquiries and complaints. 

 

13.  Work effectively with the Board of Directors in developing budgets, operating procedures and enhancing board communications. 

 

QUALIFICATIONS 

 

Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression, prevention and investigation. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

Associated services. 

Operational characteristics of fire apparatus and equipment. 

Principles and practices of supervision, training and performance evaluation. 

Principles and practices of program development and administration. 

Principles and practices of budget preparation and administration. 

Pertinent Federal, State and local laws, codes and regulations. 

 

Ability to: 

 

Manage and direct the operations and activities of a fire district. 

Develop and administer departmental goals, objectives and procedures. 

Analyze and assess programs, policies, and operational needs and make appropriate adjustments. 

Identify and respond to sensitive community and organizational issues, concerns, and needs. 

Plan, organize, direct and coordinate the work of lower level staff 

Delegate authority and responsibility. 

Select, supervise, train and evaluate staff. 

Analyze problems, identify alternative solutions, project consequences of proposed actions and implement 

recommendations in support of goals. 

Plan, direct and review fire operations, safety code compliance, and emergency medical services. 

Interpret and make decisions in accordance with laws, regulations and policies. 

Research, analyze and evaluate new service delivery methods and techniques. 

Prepare clear and concise administrative reports. 

Prepare and administer budgets. 

Interpret and apply applicable Federal, State, and local policies, laws and regulations. 

Work irregular hours as necessary for the smooth operation of the department. 

Communicate clearly and concisely, both orally and in writing. 

Establish and maintain effective working relationships with those contacted in the course of work. 

 

Experience and Training Guidelines 

Minimum Requirements: 

 

Experience: 

 

Seven years of increasingly responsible fire suppression or EMS services including three years of management and administrative 

responsibility. 
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 Training: 

 

Equivalent to a Bachelors degree from an accredited college or university with major course work in fire science, 

public administration or a related field or; 

 

Other combinations of experience and education that meet the minimum requirements may be substituted. 

 

General Requirements: 

 

Possession of, or ability to obtain, a valid Colorado driver's license. 

 

¶ High School Diploma or equivalent 

¶ Current certified State of Colorado EMT IV or higher. 

¶ Must complete Mesa County Protocol and FTO training within one year.  

¶ Current certified State of Colorado Structural Firefighter II or higher 

¶ National Incident Management System Qualified to ICT 4 or equivalent (NIMS 100, 200, 300, 400, 800) 

¶ Current Hazmat Operations Certification 

¶ Current NWCG Incident Qualification card to Engine Crew Boss Level 

¶ Ability to operate associated computer programs and systems not inclusive of ePCR data records, NFIRS reporting software, 
Microsoft office programs. 

 

WORKING CONDITIONS 

 

Environmental Conditions: 

Office environment; occasional EMS and firefighting environment. 

 

Physical Conditions: 

 

The job is characterized by: 

 

Periods of sedentary work with occasional physical exertion:  Exerting up to 30-74 pounds of force occasionally and/or a 

negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  

Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and 

all other sedentary criteria are met. 

 

The following physical ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ŀǊŜ ǇŜǊŦƻǊƳŜŘ ƻƴ ŀ Řŀƛƭȅ 

basis: 

 

While performing the duties of this job, the employee is required to sit for prolonged periods. The employee is regularly required 

to see, hear, talk, stand, twist and use repetitive motions in the conduct of work. The employee is also required to perform heavy 

lifting at times.  The employee may be required to climb ladders, wear SCBA, drag hose, move patients and perform essential job 

functions associated with the delivery of emergency services.  

 

This position will involve periods of high physical, mental and/or emotional stress. 

 

Board President Signature:________________________________________________  Date: July 8th 2014 

Legal Refs:  

 NFPA 1001, NFPA 1041, NFPA 1021 

 

Adopted: July 8th 2014    Revised:_____________________________________ 
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Lieutenant/ Captain 
 

Effective Date:  April 2018    Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: 48/96     Compensation: Commensurate with experience 

Direct Report:  Fire Chief    Benefits: Full 

 

 

Class specifications are intended to present a descriptive list of the range of duties performed by employees 

in the class.  Specifications are not intended to reflect all duties performed within the job. 

DEFINITION 

Considered a front-line supervisor and responsible for carrying out the directives of the District Fire Chief.  

Responsible for maintaining fire and EMS skills in a state of readiness at all times.  Be familiar with county 

9a{ ǇǊƻǘƻŎƻƭǎΣ 5ƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎ ŀƴŘ {hDΩǎΦ  tǊƻǾƛŘŜǎ ǎƪƛƭƭŜŘ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ŀƭƭ ŜƳŜǊƎŜƴŎƛŜǎ 

involving fire and EMS, hazardous materials and alarms.  Participate in community education programs.  This 

position involves working various shift schedules including working holidays.  

 

SUPERVISION RECEIVED AND EXERCISED 

Receives supervision from the District Fire Chief. 

ESSENTIAL JOB FUNCTIONS 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties, and skills. They 

are intended to be accurate summaries of what the job classification involves and what is required to 

perform it. Employees are responsible for all other duties as assigned. 

 

Responds to alarms as a supervisor of a fire or EMS crew, connects and lays fire hose lines; enters burning 

areas and structures with charged hose lines, operates and climbs fire ladders, participates in the rescue of 

persons trapped in burning buildings; provides medical care to the level of state certification; opens up 

structural impediments which interfere with firefighting operations utilizing various manual and power 

equipment; ventilates buildings to relieve some heat and gases.  Responsible for the supervision of 

personnel to that assigned crew or shift.  Directs personnel in both emergency and non-emergent activities.  

Assigns job duties and projects as needed.  

 

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other 

governmental agencies.  May be required to camp several days on wildland fire assignments. 
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Participates in a wide range of emergency and rescue activities, including emergency medical services, 

extrication, heavy rescue and others. 

 

Participates or provides regular training activities and exercises; supervises assigned fire inspections and fire 

prevention activities. 

 

Supervises building, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and 

equipment; performs minor construction work; performs general housekeeping duties in the fire station.  

Directs personnel in the daily cleaning of all Fire District facilities and apparatus.  

 

Responds to emergency calls as supervisor of a crew; drives an emergency rescue vehicle and fire apparatus; 

operates emergency equipment; relays patient information by radio to destination hospital and gives 

emergency treatment and medication under medical control and Mesa County Protocols and Regional 

Protocols. 

 

Assists in the investigation of fire and the preservation of evidence when a fire is of a suspicious origin; 

prepares reports and may testify in court as to the findings.  

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  

Other related duties and responsibilities may be assigned. 

ω Report to work at assigned time, ready for call response at the time of check in and remains at the 
station. 

ω Maintains confidential information in relation to HIPPA.  Ensures that assigned shift personnel are 
conforming to HIPPA standards for confidentiality. 

¶ Participates actively in shift pass down of information.  
ω Conducts annual personnel evaluations for assigned personnel and in cooperation with the District 

Fire Chief        provides constructive feedback. 
ω Supervises fire preplans and fire inspections.  Ensures that assigned inspections and preplans are 

completed in a timely manner. 
ω Supervises crew activities and responsible for assigning duties as needed for assigned personnel. 
ω Assigns or directs training activities for assigned shift. 
ω Responds promptly to fire alarms and extinguishes fire. 
ω Responsible for initial incident command or the delegation of command as appropriate. 
ω Directs the activities of shift personnel on emergencies.  
ω Participates in the transition of command and assigned incident command position. 
ω Responds promptly to calls for emergency medical services, and provides medical treatment and 

transport. 
ω Performs salvage operations such as throwing salvage covers, sweeping water and removing debris. 
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ω Responds to and renders assistance in emergency cases. 
ω Cleans and inspects equipment and apparatus after returning from calls.  Ensures those regular station 

duties are completed by assigned personnel to include but not limited to, daily apparatus readiness 
inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 

ω Inspects and supervises equipment and apparatus and notifies a superior officer of any defects and 
completes proper accurate documentation. 

ω Makes minor repairs to equipment and apparatus, performs routine preventative maintenance tasks, 
and keeps records of such action. 

ω Ensures that assigned personnel keeps fire station, equipment, and grounds in a clean and orderly 
condition. 

ω Responsible for supervising and that assigned grounds maintenance is properly completed and in a 
timely manner. 

ω Actively participates in training activities and instruction sessions. 
ω Acquires and retains a thorough knowledge of the District, including streets, buildings, water supply, 

unusual  
      hazards and related items. 

ω Performs various public information or education tasks. 
ω Enters inspection, training and (on occasion) fire and emergency medical service calls into the records  
    management systems. 

ω Performs all work duties and activities in accordance with District policies and procedures. 
ω Responsible for the safe conduct of assigned personnel, including wearing of PPE and standard safe 

practices. 
ω Performs as a participating member of a team and promotes teamwork among employees.   
ω Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety policy 

and 
practices and adheres to responsibilities concerning safety prevention, reporting and monitoring as 

ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘ safe compliance program. 

 

Other Duties and Responsibilities: 

 

ω May respond to emergency calls for specialized services such as hazardous materials, confined spaces 
rescue, 

extrication and technical rescues that include high angle, below grade, swift water, ice rescue, trench 

and collapse rescues. 

ω Deals with social service related areas of emergency response by assisting victims and relatives of 
victims of 

    traumatic events.  

 

 

QUALIFICATIONS 
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Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical 

services. 

Operational characteristics of fire apparatus and equipment. 

Standard Operating Policy and procedures. 

Basic understanding of NFPA and NWCG codes and standards 

Pertinent Federal, State and local laws, codes and regulations. 

 

Ability to: 

 

ω Identify and respond to sensitive community and organizational issues, concerns and needs. 
ω Analyze problems, identify alternative solutions, project consequences of proposed actions and 

implement 
recommendations in support of goals. 

ω Interpret and make decisions in accordance with laws, regulations and policies. 
ω Prepare clear and concise fire and emergency medical reports. 
ω Prepare clean and concise personnel reports. 
ω Work irregular hours as necessary for the smooth operation of the department. 
ω Communicate clearly and concisely, both orally and in writing. 
ω Establish and maintain effective working relationships with those contacted in the course of work. 
ω Able to direct medical care to the appropriate level, guide, and direct EMT personnel during patient 

treatment. 
ω Conduct medical continuing education classes as assigned. 
ω Ability to physically perform the essential job function of firefighter/EMS and meet District physical 
ω Standards for front-line Firefighter and meets NWCG arduous standards. 

 

 

General Requirements and maintain such requirements  

 

ω High School Diploma or equivalent 
ω Current and maintain certified State of Colorado EMT or Higher. 
ω Current and maintain Basic Cardiac Life Support (BCLS) 
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ω Current and maintain certified State of Colorado Structural Firefighter II 
ω Current and maintain Hazmat Operations Certification or higher 
ω Current and maintain NWCG Incident Qualification card to Firefighter I or higher (S130/190) 
ω NIMS ς IS-100, IS-200, IS-700,  
ω Current and in good standing on Mesa County Protocol. 
ω Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting 

software. 
ω Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 
ω Complete De Beque Fire Protection District Training Program 
ω Associates Degree or higher preferred. 
ω ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 

 

Other Training which supports the position: 

 

ω Swift Water Rescue 
ω Ice Rescue 
ω Low/High Angle Rescue 
ω Fire Instructor 
ω Fire Officer I 

  

 

WORKING CONDITIONS 

 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 

 

Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or to 

lift, carry, push, pull or otherwise move objects, including the human body.  Required to frequently lift and 

move 30-74 pounds and occasionally lift and move 75-180 pounds. 
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¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ŀǊŜ 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients and 

perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the Fire District. Perform physical exertion for long 

periods of time in hot and cold environmental conditions.  This position will involve periods of high physical, 

mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability test annually. 

 

 

Board President Signature:_______________________________________________  

Date:_______________ 

 

Adopted:_October 11th, 2016_ 

 

Revised:__March 13th 2018__ 
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Full-Time Firefighter Paramedic 
 

Effective Date:  September 2014   Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: 48/96     Compensation: Commensurate with experience 

Direct Report:  Fire Chief/Assigned supervisor  Benefits:  Full 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

 

 

DEFINITION 

 

Considered a front-line firefighter.  Responsible for maintaining fire and EMS skills in a state of readiness at all times.  

.Ŝ ŦŀƳƛƭƛŀǊ ǿƛǘƘ Ŏƻǳƴǘȅ 9a{ ǇǊƻǘƻŎƻƭǎΣ ŘƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎ ŀƴŘ {hDΩǎΦ  tǊƻǾƛŘŜǎ ǎƪƛƭƭŜŘ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ŀƭƭ 

emergencies involving fire and EMS, hazardous materials and alarms.  Participate in community education programs.  

This position involves working various shift schedules including working holidays.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives supervision from the District Fire Chief or designated supervisor. 

 

ESSENTIAL JOB FUNCTIONS 

 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties and skills. 

They are intended to be accurate summaries of what the job classification involves and what is required 

to perform it. Employees are responsible for all other duties as assigned. 
 

Responds to alarms as a member of a fire apparatus crew, connects and lays fire hose lines; enters burning areas and 

structures with charged hose lines, operates and climbs fire ladders, participates in the rescue of persons trapped in 

burning buildings; provides medical care to the level of Paramedic State of Colorado; opens up structural impediments 

which interfere with firefighting operations utilizing various manual and power equipment; ventilates buildings to 

relieve some heat and gases. 

 

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other governmental 

agencies.  May be required to camp several days on wildland fire assignments. 

 

Participates in a wide range of emergency and rescue activities, including emergency medical services, extrication, 

heavy rescue and others. 

 

Participates in regular training activities and exercises; assists in making fire inspections and fire prevention activities. 

 

Participates in fire station, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and equipment; 

performs minor construction work; performs general housekeeping duties in the fire station. 
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Responds to emergency calls as part of a crew; drives an emergency rescue vehicle and fire apparatus; operates 

emergency equipment; relays patient information by radio to destination hospital and gives emergency treatment and 

medication under medical control and Mesa County Protocols and Regional Protocols. 

 

Assists in the investigation of fire and the preservation of evidence when a fire is of a suspicious origin; prepares reports 

and may testify in court as to the findings.  

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

 

¶ Report to work at assigned time, ready for call response at the time of check-in and remains at 
the station. 

¶ Maintains confidential information in relation to HIPPA. 
¶ Responds promptly to fire alarms and extinguishes the fire. 
¶ Responds promptly to calls for emergency medical services, and provides medical treatment and 

transport. 
¶ Performs salvage operations such as throwing salvage covers, sweeping water and removing 

debris. 
¶ Responds to and renders assistance in emergency cases. 
¶ Cleans and inspects equipment and apparatus after returning from calls. 
¶ Performs regular station duties as assign to include but not limited to, daily apparatus readiness 

inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 
¶ Inspects equipment and apparatus and notifies a superior officer of any defects and completes 

proper documentation. 
¶ Makes minor repairs to equipment and apparatus, performs routine preventative maintenance 

tasks, and keeps records of such action. 
¶ Keeps fire station, equipment and grounds in a clean and orderly condition. 
¶ Actively participates in training activities and instruction sessions. 
¶ Acquires and retains a thorough knowledge of the District, including streets, buildings, water 

supply, unusual hazards and related items. 
¶ Performs various public information or education tasks. 
¶ Enters inspection, training and (on occasion) fire and emergency medical service calls into the 

records management systems. 
¶ Performs all work duties and activities in accordance with District policies and procedures. 
¶ Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety 

policy and practices and adheres to responsibilities concerning safety prevention, reporting and 
ƳƻƴƛǘƻǊƛƴƎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘ ǎŀŦŜ ŎƻƳǇƭƛŀƴŎŜ 
program. 

Other Duties and Responsibilities: 

¶ May respond to emergency calls for specialized services such as hazardous materials, confined 
spaces rescue, extrication and technical rescues that include high angle, below grade, swift 
water, ice rescue, trench and collapse rescues. 

¶ Deals with social service related areas of emergency response by assisting victims and relatives 
of victims of traumatic events.  

 

QUALIFICATIONS 
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Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

associated services to the ALS level. 

Operational characteristics of fire apparatus and equipment. 

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/Paramedic. 

 

Ability to: 

 

¶ Identify and respond to sensitive community and organizational issues, concerns and needs. 

¶ Analyze problems, identify alternative solutions, project consequences of proposed actions and implement 
 recommendations in support of goals. 

¶ Interpret and make decisions in accordance with laws, regulations and policies. 

¶ Prepare clear and concise fire and emergency medical reports. 

¶ Work irregular hours as necessary for the smooth operation of the department. 

¶ Communicate clearly and concisely, both orally and in writing. 

¶ Establish and maintain effective working relationships with those contacted in the course of work. 

¶ Able to direct medical care to the appropriate level, guide, and direct EMT personnel during patient treatment. 

¶ Conduct medical continuing education classes as assigned. 

¶ Ability to physically perform the essential job function of firefighter/Paramedic and meet district physical 
 Standards for front-line Firefighter-Paramedic. 

 

General Requirements 

 

¶ High School Diploma or equivalent 

¶ Current certified State of Colorado Paramedic. 

¶ Current Basic Cardiac Life Support (BCLS) 

¶ Current Advanced Life Support (ACLS) 

¶ Current Pediatric Advance Life Support (PALS) 

¶ Current certified State of Colorado Structural Firefighter I or higher 

¶ Current Hazmat Operations Certification or higher 

¶ Current NWCG Incident Qualification card to Firefighter II or higher (S130/190) 

¶ NIMS ς IS-100, IS-200, IS-700,  

¶ Must complete Mesa County Protocol and FTO training within one year. 

¶ Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software. 

¶ Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 

¶ Complete De Beque Fire Protection District Training Program 

¶ Associates Degree or higher preferred. 

¶ ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 
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Other Training which supports the position: 

 

¶ Swift Water Rescue 

¶ Ice Rescue 

¶ Low/High Angle Rescue 
 

WORKING CONDITIONS 

 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 

 

Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or 

to lift, carry, push, pull or otherwise move objects, including the human body.  Required frequently lift 

and move 30-74 pounds and occasionally lift and move 75-180 pounds. 

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀnd are 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients 

and perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the fire district. Perform physical exertion for 

long periods of time in hot and cold environmental conditions.  This position will involve periods of high 

physical, mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability 

test annually. 

 

 

Board President  

 

Signature:_______________________________________________  Date: August 12th, 2014 

 

Adopted: August 12th, 2014    Revised:______________________________ 
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Full-Time Firefighter EMT 
 

Effective Date:  September 2014   Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: Variable    Compensation: Commensurate with experience 

Direct Report:  Fire Chief/Assigned supervisor  Benefits:  Full 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

 

DEFINITION 

 

Considered a front-line firefighter.  Responsible for maintaining fire and EMS skills in a state of readiness at all times.  

Be familiar with county EMS protocols and district policies aƴŘ {hDΩǎΦ  tǊƻǾƛŘŜǎ ǎƪƛƭƭŜŘ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ŀƭƭ 

emergencies involving fire and EMS, hazardous materials and alarms.  Participate in community education programs.  

This position involves working various shift schedules including working holidays.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives supervision from the District Fire Chief or designated supervisor. 

 

ESSENTIAL JOB FUNCTIONS 

 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties and skills. 

They are intended to be accurate summaries of what the job classification involves and what is required 

to perform it. Employees are responsible for all other duties as assigned. 
 

Responds to alarms as a member of a fire apparatus crew, connects and lays fire hose lines; enters burning areas and 

structures with charged hose lines, operates and climbs fire ladders, participates in the rescue of persons trapped in 

burning buildings; provides medical care to the level of Emergency Medical Technician State of Colorado; opens up 

structural impediments which interfere with firefighting operations utilizing various manual and power equipment; 

ventilates buildings to relieve some heat and gases. 

 

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other governmental 

agencies.  May be required to camp several days on wildland fire assignments. 

 

Participates in a wide range of emergency and rescue activities, including emergency medical services, extrication, 

heavy rescue and others. 

 

Participates in regular training activities and exercises; assists in making fire inspections and fire prevention activities. 

 

Participates in the fire station, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and 

equipment; performs minor construction work; performs general housekeeping duties in the fire station. 

 

Responds to emergency calls as part of a crew; drives an emergency rescue vehicle and fire apparatus; operates 

emergency equipment; relays patient information by radio to destination hospital and gives emergency treatment and 

medication under medical control and Mesa County Protocols and Regional Protocols. 
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Assists in the investigation of fire and the preservation of evidence when a fire is of a suspicious origin; prepares reports 

and may testify in court as to the findings.  

 

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

 

¶ Report to work at assigned time, ready for call response at the time of check-in and remains at 
the station. 

¶ Maintains confidential information in relation to HIPPA. 
¶ Responds promptly to fire alarms and extinguishes the fire. 
¶ Responds promptly to calls for emergency medical services, and provides medical treatment and 

transport. 
¶ Performs salvage operations such as throwing salvage covers, sweeping water and removing 

debris. 
¶ Responds to and renders assistance in emergency cases. 
¶ Cleans and inspects equipment and apparatus after returning from calls. 
¶ Performs regular station duties as assign to include but not limited to, daily apparatus readiness 

inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 
¶ Inspects equipment and apparatus and notifies a superior officer of any defects and completes 

proper documentation. 
¶ Makes minor repairs to equipment and apparatus, performs routine preventative maintenance 

tasks, and keeps records of such action. 
¶ Keeps fire station, equipment and grounds in a clean and orderly condition. 
¶ Actively participates in training activities and instruction sessions. 
¶ Acquires and retains a thorough knowledge of the District, including streets, buildings, water 

supply, unusual hazards and related items. 
¶ Performs various public information or education tasks. 
¶ Enters inspection, training and (on occasion) fire and emergency medical service calls into the 

records management systems. 
¶ Performs all work duties and activities in accordance with District policies and procedures. 
¶ Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety 

policy and practices and adheres to responsibilities concerning safety prevention, reporting and 
ƳƻƴƛǘƻǊƛƴƎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘŜ Řƛstrict safe compliance 
program. 
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Other Duties and Responsibilities: 

¶ May respond to emergency calls for specialized services such as hazardous materials, confined 
spaces rescue, extrication and technical rescues that include high angle, below grade, swift 
water, Ice Rescue, trench and collapse rescues. 

¶ Deals with social service related areas of emergency response by assisting victims and relatives 
of victims of traumatic events.  

 

QUALIFICATIONS 

 

Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

associated services. 

Operational characteristics of fire apparatus and equipment. 

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/EMT. 

 

Ability to: 

 

¶ Identify and respond to sensitive community and organizational issues, concerns and needs. 

¶ Analyze problems, identify alternative solutions, project consequences of proposed actions and implement 
 recommendations in support of goals. 

¶ Interpret and make decisions in accordance with laws, regulations and policies. 

¶ Prepare clear and concise fire and emergency medical reports. 

¶ Work irregular hours as necessary for the smooth operation of the department. 

¶ Communicate clearly and concisely, both orally and in writing. 

¶ Establish and maintain effective working relationships with those contacted in the course of work. 

¶ Ability to physically perform the essential job function of firefighter/EMT and meet district physical standards 
 for front-line Firefighter-EMT.  

 

General Requirements 

 

¶ High School Diploma or equivalent 

¶ Current certified State of Colorado EMT. 

¶ Current Basic Cardiac Life Support (BCLS) 

¶ Be able to obtain IV certification within one year of hire. 

¶ Current certified State of Colorado Structural Firefighter I or higher 

¶ Current Hazmat Operations Certification or higher 

¶ Current NWCG Incident Qualification card to Firefighter II or higher (S130/190) 

¶ NIMS ς IS-100, IS-200, IS-700,  

¶ Must complete Mesa County Protocol and FTO training within one year. 

¶ Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software. 

¶ Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 

¶ Complete De Beque Fire Protection District Training Program 

¶ Associates Degree or higher preferred. 

¶ ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 
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Other Training which supports the position: 

¶ Swift Water Rescue 

¶ Ice Rescue 

¶ Low/High Angle Rescue 
 

WORKING CONDITIONS 

 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 

 

Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or 

to lift, carry, push, pull or otherwise move objects, including the human body.  Required frequently lift 

and move 30-74 pounds and occasionally lift and move 75-180 pounds. 

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ŀǊŜ 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients 

and perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the fire district. Perform physical exertion for 

long periods of time in hot and cold environmental conditions.  This position will involve periods of high 

physical, mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability 

test annually. 

 

 

Board President  

 

Signature:_____________________________________________      Date: August 12th, 2014 

 

Adopted: August 12th, 2014    Revised:______________________________ 
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Part-time Firefighter Paramedic 
Effective Date:  July 2014    Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: Variable    Compensation: Commensurate with experience 

Direct Report:  Fire Chief/Assigned supervisor  Benefits:  None 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

 

DEFINITION 

 

Considered a front-line firefighter.  Responsible for maintaining fire and EMS skills in a state of readiness at all times.  

.Ŝ ŦŀƳƛƭƛŀǊ ǿƛǘƘ Ŏƻǳƴǘȅ 9a{ ǇǊƻǘƻŎƻƭǎΣ ŘƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎ ŀƴŘ {hDΩǎΦ  tǊƻǾƛŘŜǎ ǎƪƛƭƭŜŘ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ŀƭƭ 

emergencies involving fire and EMS, hazardous materials and alarms.  Participate in community education programs.  

This position involves working various shift schedules including working holidays.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives supervision from the District Fire Chief or designated supervisor. 

 

ESSENTIAL JOB FUNCTIONS 

 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties and skills. 

They are intended to be accurate summaries of what the job classification involves and what is required 

to perform it. Employees are responsible for all other duties as assigned. 
 

Responds to alarms as a member of a fire apparatus crew, connects and lays fire hose lines; enters burning areas and 

structures with charged hose lines, operates and climbs fire ladders, participates in the rescue of persons trapped in 

burning buildings; provides medical care to the level of Paramedic State of Colorado; opens up structural impediments 

which interfere with firefighting operations utilizing various manual and power equipment; ventilates buildings to 

relieve some heat and gases. 

 

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other governmental 

agencies.  May be required to camp several days on wildland fire assignments. 

 

Participates in a wide range of emergency and rescue activities, including emergency medical services, extrication, 

heavy rescue and others. 

 

Participates in regular training activities and exercises; assists in making fire inspections and fire prevention activities. 

 

Participates in the fire station, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and 

equipment; performs minor construction work; performs general housekeeping duties in the fire station. 

 

Responds to emergency calls as part of a crew; drives an emergency rescue vehicle and fire apparatus; operates 

emergency equipment; relays patient information by radio to destination hospital and gives emergency treatment and 

medication under medical control and Mesa County Protocols and Regional Protocols. 
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Assists in the investigation of fire and the preservation of evidence when a fire is of a suspicious origin; prepares reports 

and may testify in court as to the findings.  

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

 

¶ Report to work at assigned time, ready for call response at the time of check-in and remains at 
the station. 

¶ Maintains confidential information in relation to HIPPA. 
¶ Responds promptly to fire alarms and extinguishes the fire. 
¶ Responds promptly to calls for emergency medical services, and provides medical treatment and 

transport. 
¶ Performs salvage operations such as throwing salvage covers, sweeping water and removing 

debris. 
¶ Responds to and renders assistance in emergency cases. 
¶ Cleans and inspects equipment and apparatus after returning from calls. 
¶ Performs regular station duties as assign to include but not limited to, daily apparatus readiness 

inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 
¶ Inspects equipment and apparatus and notifies a superior officer of any defects and completes 

proper documentation. 
¶ Makes minor repairs to equipment and apparatus, performs routine preventative maintenance 

tasks, and keeps records of such action. 
¶ Keeps fire station, equipment and grounds in a clean and orderly condition. 
¶ Actively participates in training activities and instruction sessions. 
¶ Acquires and retains a thorough knowledge of the District, including streets, buildings, water 

supply, unusual hazards and related items. 
¶ Performs various public information or education tasks. 
¶ Enters inspection, training and (on occasion) fire and emergency medical service calls into the 

records management systems. 
¶ Performs all work duties and activities in accordance with District policies and procedures. 
¶ Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety 

policy and practices and adheres to responsibilities concerning safety prevention, reporting and 
ƳƻƴƛǘƻǊƛƴƎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘ ǎŀŦŜ ŎƻƳǇƭƛŀƴŎŜ 
program. 
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Other Duties and Responsibilities: 

¶ May respond to emergency calls for specialized services such as hazardous materials, confined 
spaces rescue, extrication and technical rescues that include high angle, below grade, swift 
water, ice rescue, trench and collapse rescues. 

¶ Deals with social service related areas of emergency response by assisting victims and relatives 
of victims of traumatic events.  

 

QUALIFICATIONS 

 

Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

associated services to the ALS level. 

Operational characteristics of fire apparatus and equipment. 

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/Paramedic. 

 

Ability to: 

 

¶ Identify and respond to sensitive community and organizational issues, concerns and needs. 

¶ Analyze problems, identify alternative solutions, project consequences of proposed actions and implement 
 recommendations in support of goals. 

¶ Interpret and make decisions in accordance with laws, regulations and policies. 

¶ Prepare clear and concise fire and emergency medical reports. 

¶ Work irregular hours as necessary for the smooth operation of the department. 

¶ Communicate clearly and concisely, both orally and in writing. 

¶ Establish and maintain effective working relationships with those contacted in the course of work. 

¶ Able to direct medical care to the appropriate level, guide, and direct EMT personnel during patient treatment. 

¶ Conduct medical continuing education classes as assigned. 

¶ Ability to physically perform the essential job function of firefighter/Paramedic and meet district physical 
 Standards for front-line Firefighter-Paramedic. 

 

 

General Requirements 

 

¶ High School Diploma or equivalent 

¶ Current certified State of Colorado Paramedic. 

¶ Current Basic Cardiac Life Support (BCLS) 

¶ Current Advanced Life Support (ACLS) 

¶ Current Pediatric Advance Life Support (PALS) 

¶ Current certified State of Colorado Structural Firefighter I or higher 

¶ Current Hazmat Operations Certification or higher 

¶ Current NWCG Incident Qualification card to Firefighter II or higher (S130/190) 

¶ NIMS ς IS-100, IS-200, IS-700,  

¶ Must complete Mesa County Protocol and FTO training within one year. 

¶ Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software. 

¶ Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 

¶ Complete De Beque Fire Protection District Training Program 
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¶ Associates Degree or higher preferred. 

¶ ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 
 

Other Training which supports the position: 

 

¶ Swift Water Rescue 

¶ Ice Rescue 

¶ Low/High Angle Rescue 

 
WORKING CONDITIONS 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 

 

Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or 

to lift, carry, push, pull or otherwise move objects, including the human body.  Required frequently lift 

and move 30-74 pounds and occasionally lift and move 75-180 pounds. 

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ are 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients 

and perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the fire district. Perform physical exertion for 

long periods of time in hot and cold environmental conditions.  This position will involve periods of high 

physical, mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability 

test annually. 

 

 

Board President 

  

Signature:_______________________________________________  Date: August 12th, 2014 

 

Adopted: August 12th, 2014           Revised:______________________________ 
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Part-Time Firefighter EMT 
 

Effective Date:  July 2014    Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: Variable    Compensation: Commensurate with experience 

Direct Report:  Fire Chief/Assigned supervisor  Benefits:  None 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

 

DEFINITION 

 

Considered a front-line firefighter.  Responsible for maintaining fire and EMS skills in a state of readiness at all times.  

Be familiar with county EMS protocols and district policies aƴŘ {hDΩǎΦ  tǊƻǾƛŘŜǎ ǎƪƛƭƭŜŘ ŀƴŘ ǇǊƻŦŜǎǎƛƻƴŀƭ ǊŜǎǇƻƴǎŜ ǘƻ ŀƭƭ 

emergencies involving fire and EMS, hazardous materials and alarms.  Participate in community education programs.  

This position involves working various shift schedules including working holidays.  

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives supervision from the District Fire Chief or designated supervisor. 

 

ESSENTIAL JOB FUNCTIONS 

 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties and skills. 

They are intended to be accurate summaries of what the job classification involves and what is required 

to perform it. Employees are responsible for all other duties as assigned. 
 

Responds to alarms as a member of a fire apparatus crew, connects and lays fire hose lines; enters burning areas and 

structures with charged hose lines, operates and climbs fire ladders, participates in the rescue of persons trapped in 

burning buildings; provides medical care to the level of Emergency Medical Technician State of Colorado; opens up 

structural impediments which interfere with firefighting operations utilizing various manual and power equipment; 

ventilates buildings to relieve some heat and gases. 

 

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other governmental 

agencies.  May be required to camp several days on wildland fire assignments. 

 

Participates in a wide range of emergency and rescue activities, including emergency medical services, extrication, 

heavy rescue and others. 

 

Participates in regular training activities and exercises; assists in making fire inspections and fire prevention activities. 

 

Participates in the fire station, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and 

equipment; performs minor construction work; performs general housekeeping duties in the fire station. 

 

Responds to emergency calls as part of a crew; drives an emergency rescue vehicle and fire apparatus; operates 

emergency equipment; relays patient information by radio to destination hospital and gives emergency treatment and 

medication under medical control and Mesa County Protocols and Regional Protocols. 
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Assists in the investigation of fire and the preservation of evidence when a fire is of a suspicious origin; prepares reports 

and may testify in court as to the findings.  

 

PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

 

¶ Report to work at assigned time, ready for call response at the time of check-in and remains at 
the station. 

¶ Maintains confidential information in relation to HIPPA. 
¶ Responds promptly to fire alarms and extinguishes the fire. 
¶ Responds promptly to calls for emergency medical services, and provides medical treatment and 

transport. 
¶ Performs salvage operations such as throwing salvage covers, sweeping water and removing 

debris. 
¶ Responds to and renders assistance in emergency cases. 
¶ Cleans and inspects equipment and apparatus after returning from calls. 
¶ Performs regular station duties as assign to include but not limited to, daily apparatus readiness 

inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 
¶ Inspects equipment and apparatus and notifies a superior officer of any defects and completes 

proper documentation. 
¶ Makes minor repairs to equipment and apparatus, performs routine preventative maintenance 

tasks, and keeps records of such action. 
¶ Keeps fire station, equipment and grounds in a clean and orderly condition. 
¶ Actively participates in training activities and instruction sessions. 
¶ Acquires and retains a thorough knowledge of the District, including streets, buildings, water 

supply, unusual hazards and related items. 
¶ Performs various public information or education tasks. 
¶ Enters inspection, training and (on occasion) fire and emergency medical service calls into the 

records management systems. 
¶ Performs all work duties and activities in accordance with District policies and procedures. 
¶ Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety 

policy and practices and adheres to responsibilities concerning safety prevention, reporting and 
ƳƻƴƛǘƻǊƛƴƎ ŀǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘe district safe compliance 
program. 
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Other Duties and Responsibilities: 

¶ May respond to emergency calls for specialized services such as hazardous materials, confined 
spaces rescue, extrication and technical rescues that include high angle, below grade, swift 
water, Ice Rescue, trench and collapse rescues. 

¶ Deals with social service related areas of emergency response by assisting victims and relatives 
of victims of traumatic events.  

 

QUALIFICATIONS 

 

Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

associated services. 

Operational characteristics of fire apparatus and equipment. 

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/EMT. 

 

Ability to: 

 

¶ Identify and respond to sensitive community and organizational issues, concerns and needs. 

¶ Analyze problems, identify alternative solutions, project consequences of proposed actions and implement 
 recommendations in support of goals. 

¶ Interpret and make decisions in accordance with laws, regulations and policies. 

¶ Prepare clear and concise fire and emergency medical reports. 

¶ Work irregular hours as necessary for the smooth operation of the department. 

¶ Communicate clearly and concisely, both orally and in writing. 

¶ Establish and maintain effective working relationships with those contacted in the course of work. 

¶ Ability to physically perform the essential job function of firefighter/EMT and meet district physical standards 
 for front-line Firefighter-EMT.  

 

General Requirements 

 

¶ High School Diploma or equivalent 

¶ Current certified State of Colorado EMT. 

¶ Current Basic Cardiac Life Support (BCLS) 

¶ Be able to obtain IV certification within one year of hire. 

¶ Current certified State of Colorado Structural Firefighter I or higher 

¶ Current Hazmat Operations Certification or higher 

¶ Current NWCG Incident Qualification card to Firefighter II or higher (S130/190) 

¶ NIMS ς IS-100, IS-200, IS-700,  

¶ Must complete Mesa County Protocol and FTO training within one year. 

¶ Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software. 

¶ Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 

¶ Complete De Beque Fire Protection District Training Program 

¶ Associates Degree or higher preferred. 

¶ ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 
 

Other Training which supports the position: 
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¶ Swift Water Rescue 

¶ Ice Rescue 

¶ Low/High Angle Rescue 
 

WORKING CONDITIONS 

 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 

 

Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or 

to lift, carry, push, pull or otherwise move objects, including the human body.  Required frequently lift 

and move 30-74 pounds and occasionally lift and move 75-180 pounds. 

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ŀǊŜ 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients 

and perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the fire district. Perform physical exertion for 

long periods of time in hot and cold environmental conditions.  This position will involve periods of high 

physical, mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability 

test annually. 

 

 

Board President 

 

 Signature:_______________________________________________  Date: August 12th, 2014 

 

Adopted: August 12th, 2014    Revised:______________________________ 
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Reserve Firefighter EMS 
 

Effective Date:  October 2014    Pay Grade:   Hourly  

Job Group:   Support     FLSA:  Non-Exempt 

Shift Requirements: Variable    Compensation: Commensurate with experience 

Direct Report:  Fire Chief/Assigned supervisor  Benefits:  None 

 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 
 

DEFINITION 

 

Considered an entry position into the fire district with minimal skills and qualification to assist on scene.  The Reserve 

Firefighter is a defensible firefighter and designed for initial training purposes.  Responsible for maintaining fire and 

9a{ ǎƪƛƭƭǎ ƛƴ ŀ ǎǘŀǘŜ ƻŦ ǊŜŀŘƛƴŜǎǎ ŀǘ ŀƭƭ ǘƛƳŜǎΦ  .Ŝ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ŘƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎ ŀƴŘ {hDΩs.  Provides skilled and 

professional response to all emergencies involving fire and EMS, hazardous materials and alarms.  Participate in 

community education programs.    

 

SUPERVISION RECEIVED AND EXERCISED 

 

Receives supervision from the District Fire Chief or designated supervisor. 

 

ESSENTIAL JOB FUNCTIONS 

 

Essential Job Functions are not intended to be an exhaustive list of all responsibilities, duties and skills. 

They are intended to be accurate summaries of what the job classification involves and what is required 

to perform it. Employees are responsible for all other duties as assigned. 
 

Responds to alarms as a member of a crew, connects and lays fire hose lines and assists firefighters as directed.  

Operates and climbs fire ladders.  This position is a defensive firefighter position until the firefighter receives 

certification to NFPA 1001 standards and is state certified.  Provides medical care to the appropriate level of training; 

opens up structural impediments which interfere with firefighting operations utilizing various manual and power 

equipment as trained; ventilates buildings to relieve some heat and gasses. 

 

Participates in wildland fire responses; climb steep terrain, prepares fire line, cooperates with other governmental 

agencies.  May be required to camp several days on wildland fire assignments. 

 

Participates in a wide range of emergency and rescue activities, including emergency medical services, extrication, 

heavy rescue and others. 

 

Participates in regular training activities and exercises. 

 

Participates in the fire station, grounds and equipment maintenance; inspects, cleans and repairs fire hoses and 

equipment; performs minor construction work; performs general housekeeping duties in fire station. 
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Responds to emergency calls as part of a crew; drives district equipment as directed by supervisor and as qualified for; 

operates emergency equipment; assists district personnel in the emergency treatment of patients as directed. 

 

 PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

 

¶ Report to work at assigned time, ready for call response at the time of check-in and remains at 
the station. 

¶ Maintains confidential information in relation to HIPPA. 
¶ Responds promptly to fire alarms and assists district personnel with extinguishing fire. 
¶ Responds promptly to calls for emergency medical services as directed. 
¶ Performs salvage operations such as throwing salvage covers, sweeping water and removing 

debris. 
¶ Responds to and renders assistance in emergency cases. 
¶ Cleans and inspects equipment and apparatus after returning from calls. 
¶ Performs regular station duties as assign to include but not limited to, daily apparatus readiness 

inspections, PPE cleaning, and inspections, fire and EMS equipment inspections. 
¶ Inspects equipment and apparatus and notifies a superior officer of any defects and completes 

proper documentation. 
¶ Keeps fire station, equipment and grounds in a clean and orderly condition. 
¶ Actively participates in training activities. 
¶ Acquires and retains a thorough knowledge of the District, including streets, buildings, water 

supply, unusual hazards and related items. 
¶ Performs all work duties and activities in accordance with District policies and procedures. 
¶ Works in a safe manner and reports unsafe activity and conditions. Follows District-wide safety 

policy and practices and adheres to responsibilities concerning safety prevention, reporting and 
monitoring as outlined in the 5ƛǎǘǊƛŎǘΩǎ IŀƴŘōƻƻƪΦ  tŀǊǘƛŎƛǇŀǘŜǎ ƛƴ ǘƘŜ ŘƛǎǘǊƛŎǘ ǎŀŦŜ ŎƻƳǇƭƛŀƴŎŜ 
program. 
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Other Duties and Responsibilities: 

¶ May respond to emergency calls as an assistant for specialized services such as hazardous 
materials, confined spaces rescue, extrication and technical rescues that include high angle, 
below grade, swift water, Ice Rescue, trench and collapse rescues. 

¶ Deals with social service related areas of emergency response by assisting victims and relatives 
of victims of traumatic events.  

 

QUALIFICATIONS 

 

Knowledge of: 

 

Operations, services and activities of a special district fire department. 

Principles and practices of fire suppression. 

Emergency service operations including fire suppression, hazardous materials response, emergency medical and  

associated services. 

Operational characteristics of fire apparatus and equipment. 

Pertinent Federal, State and local laws, codes and regulations. 

 

Ability to: 

 

¶ Work irregular hours as necessary for the smooth operation of the department. 

¶ Communicate clearly and concisely, both orally and in writing. 

¶ Establish and maintain effective working relationships with those contacted in the course of work. 

¶ Ability to physically perform the essential job function of Reserve firefighter and meet district physical  
Standards.  

 

General Requirements 

 

¶ High School Diploma or equivalent 

¶ Current EMR certification desired. 

¶ Current Basic Cardiac Life Support (BCLS) 

¶ Current NWCG Incident Qualification card to Firefighter II or higher (S130/190) 

¶ NIMS IS-700,  

¶ Be able to comply with a required physicals, drug testing and vaccinations required by DFPD. 

¶ Complete De Beque Fire Protection District Training Program 

¶ ±ŀƭƛŘ /ƻƭƻǊŀŘƻ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜΦ 
 

WORKING CONDITIONS 

 

Environmental Conditions: 

 

EMS, firefighting environment, and office working conditions. 
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Physical and Mental Requirements: 

 

The job is characterized by: 

 

Periods of work with physical exertion:  Lifting and carrying heavy loads for long periods of time and /or 

to lift, carry, push, pull or otherwise move objects, including the human body.  Required frequently lift 

and move 30-74 pounds and occasionally lift and move 75-180 pounds. 

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǇƘȅǎƛŎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ǾŜǊȅ ƻǊ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ƛƴ ŀŎŎƻƳǇƭƛǎƘƛƴƎ ǘƘŜ ƧƻōΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ŀǊŜ 

performed on a daily basis: 

 

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the 

conduct of work. The employee is also required to climb ladders, wear SCBA, drag hose, move patients 

and perform essential job functions associated with the delivery of emergency services or other physical 

conditions as assigned that is essential to the function of the fire district. Perform physical exertion for 

long periods of time in hot and cold environmental conditions.  This position will involve periods of high 

physical, mental and/or emotional stress.  Be required to pass the De Beque Fire District physical ability 

test annually. 

 

 

Board President 

 

 Signature:_______________________________________________  Date: August 12th, 2014 

 

Adopted: August 12th, 2014    Revised:______________________________ 
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District Secretary 
 

Effective Date:  September 2014    Pay Grade:   Hourly 

Job Group:   Administrative Support   FLSA:  Non-Exempt 

Shift Requirements: Part-time    Compensation: Commensurate with experience 

Direct Report:  Fire Board, Fire Chief   Benefits:  None 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended 

to reflect all duties performed within the job. 

DEFINITION 

Performs responsible secretarial duties in support of the Fire District.  Work is performed in a complex setting, deals on a continuing 

basis with sensitive or controversial matters, and has continual public contact. 

Exercises initiative, sound judgment, and discretion in the performance of duties.  Assignments are in the form of general outline or 

desired results, with methods and routines expected to be developed and implemented as appropriate.  Work is performed under 

the general supervision of the District Fire Chief and District Board of Directors.  

SUPERVISION RECEIVED AND EXERCISED 

Receives general administrative direction from the Fire District Board and District Fire Chief. 

ESSENTIAL FUNCTIONS OF THE JOB:--The following are examples of primary duties assigned to positions in this classification.  Other 

related duties and responsibilities may be assigned. 

1. Types correspondence, reports, manuals and other documents requiring familiarity with technical terminology; designs and 

prepares brochures and newsletters, certificates, cards for various fire department functions. 

2. Helps to coordinate the annual district employee dinner party. 

3. Responsible for processing monthly payroll, state and federal reports.  Works closely with district accountant to maintain 

payroll account. 

4. Responsible for processing, storing and documenting district expenditures according to accepted district policies and auditor 

practices.  

5. Maintains records of budget expenditures; assists in preparation of budget documents in accordance with prescribed 

procedures; complete budget transactions as directed; works with district personnel on budgets.  Prepares travel expense 

requests. 

6. Work effectively with the Board of Directors and District Fire Chief in developing budgets, operating procedures and 

enhancing board communications. 

7. Works with legal counsel in setting up and administration of fire district elections. 

8. Responsible for the receipt of mail and distribution of mail to appropriate departments. 

9. Responsible for maintaining personnel files pertaining to payroll. 

 

10. Assembles District Board packets and distributes suck packets to Board Members and District Chief. 

11. Prepares and maintains accurate board meeting minutes. 

12. Ensures the security of confidential personnel materials. 
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13. Responsible for the timely assembly of meeting agenda and posting of meeting notices and agenda items. 

QUALIFICATIONS 

Knowledge of: 

¶ Knowledge of standard office practices and procedures, equipment, and its application to the area of assignment. 

¶ Ability to maintain records, to assemble and organize data and to prepare reports from such records. 

¶ Knowledge of Fire District policies, procedures, rules and regulations, and services.   

¶ Ability to communicate policies and procedures. 

¶ Ability to work under pressure to meet deadlines. 

¶ Ability to prioritize, organizes, and performs work independently. 

¶ Ability to communicate effectively, both orally and in writing. 

¶ Ability to establish and maintain effective working relationship with employees and the public. 

¶ Ability to deal with public relations problems courteously and tactfully. 

¶ Knowledge of pertinent Federal, State and local laws, codes and regulations pertaining to the position. 

Experience and Training Guidelines 

Minimum Requirements: 

¶ Possession of, or ability to obtain, a valid Colorado driver's license. 

¶ High School Diploma or equivalent 

¶ Experience in performing responsible secretarial work; or equivalent combination of acceptable education and experience  
providing the knowledge, abilities, and skills cited above. 

  




