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Changg Date Posted By | Pg. # Change Description

No. Entered

1 5/9/2016 M. Harvey 81 Vacation hrs. update pg. 81
2 4/9/2017 M. Harvey Over all update

3 3/16/2018 M. Harvey 12 Spirit of Cooperation
4 3/16/2018 M. Harvey 15 Employee expectations
5 3/16/2018 M. Harvey 27 Physical Conditioning
6 3/16/2018 M. Harvey 70 General Operations
7 3/16/2018 M. Harvey 71 Station Dorm Rooms
8 3/16/2018 M. Harvey 74 Daily Work Schedule
9 3/16/2018 M. Harvey 75 Apparatus Cleaning
10 |3/16/2018 M. Harvey 76 Snow Removal/Parking
11 | 3/16/2018 M. Harvey 168 Lieutenant/Captain
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Introduction

Welcome to the De Bequeire Protection District

This Employee Handbook is designed and intended to be a resource to acquaint employees with both
the Fire Protection Districand to provide information and guidance in your work here at the De Beque
Fire Protection District Please read through the hanaltk carefully. Tlsihandbook is not all inclusive

but intended to provideemployeeswith a summary of théire Protection Distri@©@d 3JdzA RSt Ay Sa @
have guestions concerning the ments of this handbook please ask your immediate supervisor or the
DistrictFireChief. Understanding the contents of the handbook will enhance your employment here at
the De Bequd-ire Protection DistrictCopies of this manual are available twe tie Protection District
website atwww.debequefire.orguinder the employee documents, by pdf on cd or upon regreegiaper
copy will be printed for you. odr signature on the acknowledgent page signifies that yduave

receiveda copy of the handbook and you understand delccontained in the handbook. Assistance is
available through your supervisor or the District Fire Chief in understanding the policies.

Occasionallyhe need will arise to change the guidelines described in this Handl@okstructive
suggestions are welcomed so that wayrimprove not only this manublt the Fire Protection District
as a whole. Suggestions should be submitted through the proper channels in writtenToerDe
BequeFire Protection Distriateserves the right to interpret them or to change them without prior
notice. Current, adopted manuals will supersede all poeg poliges. It is the responsibility of the
employee to be up to date on all policieshope that you will have a long and sucdabsareer with the
De Bequé-ire Protection District

Michael Harvey

District Fire Chief
March 132018
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At Will

EMPLOYMENT AT THE DE BEQUE FIRE PROTECTION DISTRICTUNIASS OTHERWISE
EXPRESSLY STATED IN A WRITTEN AGREEMENT OF EMPLOYMENT SIGNED BY THE FIRE PROTE
DISTRICT BOARD PRESIDENT.-WNLIARELATIONSHIP, THE EMPLOYEES HAVE THE RIGHT TO END
THHER WORK RELATIONSHIP WITH THE FIRE PROTECTION DISTRICT, WITH OR WITHOUT ADVAN(
NOTICE FOR ANY REASON, AS DOES THE FIRE PROTECTION DISTRICT. THE LANGUAGE USED I
HANDBOOK AND ANY VERBAL STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO
CONSTITUTE AKCTRACT 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 T
INTO AN AGREEMENT OPEMWMENT.

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 haveale#ii@rd
sentenceswe 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 Stardmunistrative Policies (SAP)

the FireDistrict employees are expected to follow. Employees should also reference the Standard
Operating Guidelines that outlineMS and fir@perations and is a separate document from the
Employee Handbook.

The acceptedate of this handbook or policies contained within the handbook supersedes any prior
policies or handbooks.
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About the De Bequéire Protection District

The De BequEire Protection Distrioft (i it Protection Distriét 2 NJ a5 Ct 5¢ 0767 a
square miles. ThEire Protection Distriolvas formed in January 2008. THiee Protection District

is located in two counties, Garfield Coyrind Mesa County. 63% of thée Protection Distrids
located within Garfield County.

The majorityof 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 Bequgire Protection Distrialoes not receive incomfrom the sale of cannabis and
is 95%dependenton the assessed value of gas and oil production.

In 2014 the De Bequd-ire Protection Districhdopted theSrategicPlan. This plan provides a road
map into the future for the De Bequére ProtectiorDistrict In 2016 the Fire District moved into a
new fire facility The15,000squarefoot new fire station facility made possible by2 million
dollarenergy impact grant from DOLA. The Fire Department held its first recorded meeting in
December of 1922. Since that time thze Protection Distridhasenjoyeda long and rich history

of service to the communityWe look forward to your participatian 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 Distagrovide the highest level of quality and
service to protectife and propertyto our community

Vision Statement

It is the vision of thée Beque Fire Protection District to proiimely, professional responsé¢o
emergency servicecidents. We will be accountable to those we serve, each other and any other
agencies we interact with and through dedicatioomprehensiveraining, teamwork and gracious
professionalism we will accomplish our vision.

Core Values

Our core value isrechored in Service. Our defining values include:

Service

Duty

Honor
Compassion
Integrity
Stewardship
Professionalism

[ et en i e B B e B a
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Customer Service
The expectation of the De Beq&é@e Protection Distrids to provide exceptional customer service.
This service expectation starts with each individual employee oFitfeeProtection Districand
continues from the bottom upto the Board level. Great customer servicaasjust while you are on
calls. Tie De Bequéire Protection Distrids a low call volume department, meaning that you will have
long hours of down time. THere Protection Distrias not just about running calls. In the downtinie
is imperative thaemployees keep busy. The folaing items provide you with some of tlexpectations
of you for exceptional customer service. Being a small department is no excuse for poor skills or service.
This list is noallinclusive.

1 Be aware of your actiong On and df duty. Nothing irritates taypayers more than to see
firefighters standing around visiting with each ettand not working. Be aware.

1 Keep busy Idle hands create internal problems.

1 Attitude- Your attitude is 98% of your success in any job. We are public sekyhaetg to serve
the public. No matter what rank you malye, each individual is important to the operations of
this Fire District You will be frustrated at times. There are apprafgrichannels to convey
messages. Bad language, talking poorly about fetlmployees are not tolerated.

1 Skill Masteryc It is up to you to be prepared and practice your skillee art of mastery takes
time and dedication. Use your down time to practiaaur pump operations, initial attack and
donningand 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 isahpersonnel 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

| understand that | have the responsityilio conduct myself in a manner that reflects proper ethical
behavior and integrity. In so doing, | will help foster a continuing positive public perception of the fire
service. Therefore, | pledge the following...

w ! fgle&a 02y RdzO Ity Yhéa &&nheF that rafictsiposivel\2of mys
department and the fire service in general.

w ! OOSLIi NBalLlRyairoAfAde F2NI yYe | OGA

w {dzLILIR2 NI GKS 02y OSLIi 27F T A NJoSBréoas. |

w ! @2AR aAlddzrdAzya (GKFd ¢2dd R I RSN
service profession.

w .S ONMYziKFdzA FyR K2ySad 4 Fff G4AYS&A FyR NBLER2N
compromise the integrity of the fire service.

w / 2YyRdzOG Y& LISNE2YIf FTFFILANR Ay | YFYyySN GKIF
my duties, or bring discredit to my organization.

w .S NBaLISOGFdA IyR O2yadoklfardza 2F Sl OK YSYdSNRa

w wSO023yAl S GKIG L aSNBS Ay | LRaAldA2y 2F Llzof A
efficient use of publicly owned resources, including uniforms, facilities, vehicles and equipment
and that these are protected from suse and theft.

w 9ESNDAAS LINRPFTSaarazylfAayzr 02YLISGESyO0Ss NBaLISOI
use information, confidential or otherwise, gained by virtue of my position, only to benefit those |
am entrusted to serve.

w | daicil 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.

w bSOSNI LINRLRAS 2 NJspeddSitikdgesl ierefits? advtaficenel, hdndidod >
gifts that may create a conflict of interest, or the appearance thereof.

w bSOSNI Sy3alr3asS Ay FOUABAGASEA Ay@2fOAy3a | fO02K2¢f
mental state or the pedrmance of my duties and compromise safety.

w bSOSNI RAAONARYAYI UGS 2y GKS o0l ara 2F NIFXOS>I NBfA
ancestry, gender, sexual preference, medical condition or handicap.

w bS@ASNI KI NI & aalen felipwi rievhihers lofiih® segvibd oittie Wablic and stop or
report the actions of other firefighters who engage in such behaviors.

w wSalLRyarofte dzasS a20Alf ySig2NylAy3Is St SOGNRYAO
opportunities in a mannethat does not discredit, dishonor or embarrass my organization, the fire
service and the public. | also understand that failure to resolve or report inappropriate use of this
media equates to condoning this behavior.

Developed by the Nation&8ociety of Executive Fire Officers
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Citizen Complaint Procedure

TheDe Bequd-ire Protection Districthall handle all complaints againstésployees seriously and
professionally. This policy establishes the guidelines for the handling of citizen complaints against
DFPEemployess.

POLICY

This policy establishes the process for receipt, investigation, and resolution of complaints received by
Fire Potection Districtemployees concerning the professional or personal conduct, behavior, action, or
inaction of one or moremployees and those complaints that concern tlirére Protection Districas a
whole.

It is imperative that an investigation sonduded on every complaint to ensure the innocent are
exonerated and that th&ire Protection Distrids responsive to improvement opportunities.

Complaints will generally allege a violation dafistrictrule, policy, or procedure. Complaints that
involvean alleged violation of law may cause the involvement of appropriate law enforcement agencies.
All complaints will be heard bynafficer, specifically ahift Captain. When possiblepmplaints should

be transmitted in writing to ensurthe accuracy of eents for investigative purposes.

All complaints will cause the notification of tlestrictFireChief. All complaints wilbe documented on
the approvedFire Protection Distriateporting form.

Complaint Procedure

1. Complaints may be received by any officer, but can only be investigattu IistrictFire
Chief
All formal complaints from citizenrgequire 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. Informationfrom an Officer shall be forwarded to thBistrictFire 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 Disérict Fre Chief shall cause
the natification of theFire Protection DistridBoard andattorney for theFire Protection District

Resolution of Complaint

The result of the complaint investigation shall be communicated to all padidse investigaion. No
record will be maintained in individuamployeerecords for complaints found te unconfirmed.
Complaints that result in disciplinary action shall be documentesiviployeerecords based on current
department practice.Information on complaintsas 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

Bringg KI G &2dz YSSR F2NJ 82dzNJ aKAFGE® 52 yz2i LILY 2y
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 eqpiment and apparatus are cleaand 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.
52y Qi 2dzad aAd Ay (GKS RIFI&@NR2YOD

Running calls is only part of what we, 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 peoplendbknow how to communicate
positivelywith fellow workers. If you need help with this let your supervisor know.

52y Qi G 1 SQsuii. KSNJ LIS2 LX S
Use appropriate language. Inappropriat&gs and suggestions should be avoided.

Use LCES on all incidents
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De Bequd-ire Protection DistrioDrganizational Chart 2015

Fire Protection
District Board

District Fire/EMS

EMS Training/QA

Fire Training

Apparatus
Managment

Resident
Firefighter

Program

Shift A 48/96
Lieutenant

16| P age Adoption Date:April 13" 2018

Shift B 48/96 Shift C 48/96
Lieutenant Lieutenant

Officer




Employment Practices

BoardEmployeePolicy

The Board of Directors has determined that the "incompatibility of offices" doctrine prohibits a Director
from also being a De Beqére Protection Districtmployee. Accordingly, a De Bedtiee Protection
Districtemployee or volunteer must resign frobe Bequéd-ire Protection Distriagmmediately upon
becoming a member of the De Begtige Protection DistridBoard of DirectorsA De Bequéire

Protection Districemployee who fails or refuses to resign will be terminatédBoard member's
application for employment or service with the De Bedftiee Protection Distriaill not be considered,

and the Board member will not be employed by or allowed to serve, De Beigr®rotection District

for the period that he or she serves as a Board member

17| P age Adoption Date:April 10" 2018




EQJAL EMPLOYMENT OPPORTUNITY-HARANSSMENT

The De Bequeéire Protection Distrigbrovides equal employment opportunities (EEO) to all employees
and applicants for employment without regard tace, color, religion, gender, sexual orientation,
gender iekntity or expression, national origin, ag@ or over genetic information, disability, or veteran
status In addition to federal law requirementBe Bequé-ire Protection Distriatomplies 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 s¢énce, compensation and training.

De Bequd-ire Protection Districgxpressly prohibits any form of workpladiescrimination or

harassment based on race, color, religion, gender, sexual orientation, gender identity or expression,
national origin, agd0 orover, genetic information, disability, or veteran status. Improper interference
with the ability ofDe BequeFire Protection Distri@a SYLJX 28 SSa G2 LISNF 2 NY

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, wineeded, 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 Bequ&re Protetion Districtto comply with all federal and state laws
concerning the employment of persons wilisabilities Furthermore, it is the company policy not to
discriminate against qualified individuals with disabilities in regard to application procediniag, h
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 oaasing 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 wellleing of themselves or others in the workplace when the#tr
cannot be eliminated by reasonable accommodation will not be hired.

De Bequd-ire Protection Distriatvill reasonably accommodate qualified individuals with a disability so
that they can perform the essential functions of a job unless doing so causescathreat to those
individuals or others in the workplacdfthe threat cannot be eliminated by reasonable accommodation
or if the accommodation creates an undue hardshiphie De Bequé-ire Protection Districthe

individual will not be hiredCantact the District Fire Chiefith any questions or requests for
accommodation.

All employees are required to comply with tRé@e Protection Distri€? 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
SYLX 28SSQa AYYS§staation.S SYLX 2@YSy

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 mentampairment 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.

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

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, genitourinamyne, circulatory,

hemic, lymphatic, skin and endocrine. Also covered are any mental or psychological disorders,
adzOK |a AydSttSOldzrftf RAAFOATAGE OF2NINSNI @
emotional or mental illness and specificieimg disabilities.

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 episodicyaemission 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 @sorder, 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.

Direct threat: A significant risk to the hedif safety or welbeing of individuals with disabilities

or others when this risk cannot be eliminated by reasonable accommodation.

Qualified individual:An individual who, with or without reasonable accommodation, can

perform the essential functions of ¢hemployment position that such individual holds or

desires.

Reasonable accommodatiomay nclude any changes to the work environment and may

include making existing facilities readily accessible to and usable by individuals with disabilities,
job restrucuring, parttime 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 provisiomalifeed readers

or interpreters, and other similar accommodations for individuals with disabilifié® 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 hardshipAn 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 finacial 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 faclity.

o The overall financial resources of the employer; the size, number, &mklocation of
facilities.

o The type of operations of the company, including the composition, structume
functions of the workforcethe administrative or fiscal relationsip of the particular
facility involved in making the accommodation to the employer.

1 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 apa modified.
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Harassment

DFPDprohibitsunlawful harassmenénd inappropriate conducHarassment is unwelcome conduct

that is based on race, color, religion, sex (including pregnancy), national origin, age (40 or older),
disability or genetic inform#on. 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 intimidatingehostil

or abusive.

This applies to the conduct of DFBmployeein District facilities; at Distriesponsored functions or
events; at District vendor, supplier or customer facilities; and at @hgr time or location while
acting as an employee or representative of the District. Furthermore, the District has established
appropriate procedures to ensure that n@mployee (vendors, suppliers, customers, etc.) doing
business on District premiseseaalso 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 edpwihs, 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:

1 submission to such conduct msade either explicitly or implicitly a term or condition of an
AYVRAGARIZ £t Qa SYLX 28YSyddT

1 submission to or rejection of such conduct by an individuasisd as the basis for
employment decisions affecting suttdividual; or

f such conduct has the purpose$rIF F SO0 2F dzy NBl a2yl of & AydaSNFS!

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

Examples of sexual harassmentlude: unwelcome or unsolicited sexual advances; lajspg
sexually suggestive material; unwelcome sexual flirtations, advances or propositions; suggestive
comments; verbal abuse of a sexual nature; sexwminted jokes; crude or vulgar language or
gestures; graphic or verbal commentaries about an iRdtal £ Qa4 02 R&@T RAAaLX | @&

20a40SyS YFGSNAIfAT LKeaAOlt O2ydl Ot adzOK | a LI

physical assault of a sexual nature.
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Discrimination antHarassment Reporting:

A.

Complaints ofliscrimination harassmenbr any violation of the&equal Employment
Opportunity / AnttHarassmenPolicyare to be brought to the attention of management by
any one of the following options:

T ¢KS SYLX 28S5SSQa AYYSRAIFIGS adzZLJSNIIAA2NIT 2NJ
1 TheDistrictFire Chief.
1 If the compaint is directly against thBistrictFire Chief, the employee or applicant also

has the option of notifying the President of the Board.

Employes are not required to directly confront persons who are the source of the
harassment or closely associatediwthat 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 ords reason to believe that an employee is being subjected to
unlawful harassment, is obligated to report the incident promptly to BistrictFire Chief

for investigation.

All employees are expected to cooptFan harassment investigatiorifsasked. Failre to do

S0 may result in disciplinary action.

Any complaint of harassment will be taken seriously and thoroughly investigated. Upon
receipt of a harassment complaint, tf@re Protection Distriawvill immediately initiate an
investigation DFPDmay, atits discretion, utilize a neutral thirdarty investigator to address
harassment allegation®FPDwill make every effort to ensure that those named in a
complaint will not be part of the investigative team or efforts.

Investigation and handling of the eplaint of alleged harassment shall be handled as a
highly sensitivemployeematter. All communications regarding this subject shall be kept in
confidence to the greatest extent possible, understanding that the investigative process
may require some addinal discussion.

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 includermmags, suspensions, demotion, or
termination.

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 paipates 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 temination of employment.

TheFire Protection Distridirusts that all employees dFPDwill continue to act responsibly

to establish a working environment free discrimination ancharassment
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Non-Retaliation / False Reports:

The De BequEireProtection Districtecognizes that making false accusations or discrimination in
bad faith can have serious outcomes for those wrongly accused. The DeBexieotection
Districtprohibits employees from deliberately making false statements or makocibscrimination
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 goodHfaomplaint of discrimination, or who participates in any
related investigation
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PHYSICAL EXAMINATIONS

All current or prospective employees of the De Be§ue Protection Distrigtas well as any other
employees that may be required to work in BPLH atmosphere or in any type of emergency
response capacity amrequired to havephysical examinations prior to employment to ensure

employees are physically capable of fulfilling the essential functions of the position to which they

will be assigned. b, annual physical examination/testiage required for current employees
whose positions require working imaDLHatmosphere.

Physical ExaminatioBuidelines for Applicants and New Hires:

A. Potential employees will receive a Conditional Offer of Emplegt and will be required to
undergo a physical examinatiocnK N2 dzZ3K G KS 5Aa0NAOGQa RSa

B. Inthe eventthe potential employee does not pass the physical examination/testing, the
Conditional Offer of Employmemay be withdrawn. Edccase will be evaluated
individually.

C. New employees are required to compldtee health form questionnaire forrp-existing
conditionsand shouldbe completed at the time of the physical. This form Wwélretained
Ay GKS SEmplifyesie SIS Qandition that existed prior to employment has been
resolved, potential employees should discuss their situation with the distppbinted

LKE&aAOALFY FYR KFE@S GKEG AYF2NYEGA2Y Fyy2idl|d

Guidelines for Recurring Péigals for Operationd&mployee
A. Operational employees and any other employees whose positions require worlkang in
IDLH #mosphereor respondngto emergency incidentwill be required to undergo an

ATyl

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 wil be relieved of their dutiesTheFire Protection Distrianay elect to allow the
employee aime frame in order to meet the physical requirements.

C.LT IYy20KSNJ LRaAGA2Y Aa dzyt @FrAtlrofSsT FyR
work-related injury or illnesghe employeemay be assigned to the vacant positidBach
case will be evaluated on an individual basis.

D. Arbitration: In the event the employee disagrees with the opinion of Eme Protection
DistrictPhysician, the employee can seek a second medical opinioplvysiian of hiher
choice. The employee shall assume responsibility for payment of this examination. The

i K
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examination results. If there is no agreement, a third medigahion will be obtained from
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Medical Examination (IME) cost of this third medical opinion will be shared equally by the

Fire Protection Districaind employee. Thehree physicians will confer and the consensus
medical opinion will be determined.

25| Page Adoption Date:April 10" 2018

[N

LJ



Fitness Assessments for Operational Employees:

The De BequEire Protection Distriatecognizes the importance of physical fithess. A physical
evaluationmay be providedo all Operationakmployee such evaluation shall serve as a non

punitive, nonO2 YLISG A G A @S Y S & dzNB Y S yliThigiFornhatioN \BilvagsStNtie a

employeein providing individualized information to assieem in makingnake informed decisions
towards comprehensive fithess

Annual Arduous Figsstest

1 All front line operationaémployeeare required to maintain a fitness level to arduous
level compliant with NWCG standards.

1 Appropriate Level of Testingcmployees may oylcomplete the level of testing (pack,
field, and walR 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 testingynless theyhave 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

1 Employees whose positions require that they pass the WCT but caasstit 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 thigiess limitations.

For any level of the WCa permanent and temporargmployeeg K2 R2 y 20 TFAf

Ll2aAdAzyaég | yR 2y BmehdSabldsadpl¥medtdryNiBhay BeK G S NJ
retested as many times as management deems appropriate.

1 Employesshall 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.

1 Not following the accepted standards for the WCT (length, tiwegght), may result in
disciplinary action including termination.

Physical Conditioning

Shift personnel will work on physical conditioning each day of their shifhod8 shift will equal two

work outs. Personnel shall spend a minimum of 30 minutesipg 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
conditoningg Af f ©0S R2O0dzYSYGSR Ay ¢ NBSG {2fdziA2yao
prohibited. Personnel shall report all conditioning related injuries immediately. The Fire District will
investigate fully all worout related injuries to determine validian of the injury.
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EMPLOYMENT OF RELATIVES / RELATIONSHIPS

To prevent potential problems with supervision, safety, security, and morale that may ariséhgom
employment of relatives.

Definition:

For this purposeielativest NS RSFAY SR Fa 'y SYLX28SSQa alLlRdzaS:
same household, or anyone within the following relationships, either with the employee or the

SYLX 28SSQa alLl2dzaSY LI NBydGs adSLILI NBydsEr, 42y 3 R dz
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 witbesvision, safety,
security, and morale.

B. Relatives may not regularly work for the same immediate supervisor, regularly directly supervise
their DFPBemployed relatives, or be in a position to influence the ckafisommand.

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

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

Duringan employs S fi2si few weeks of employmenthey will participate in an orientation program
conducted by the Fire Chief and variemployees of the FireDistrict. During this prograrthe new
employee wilreceive important information regarding the performancejugrements oftheir position;
basicFire Protection Distrigbolicies, affirmative action plans, compensation, and besefibgrams,

plus other information necessary to acquaihe employeewith your job and the~ire Protection

District The new employewvill 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 timethey will be required to present th&ire Protection B3trict with information
establishingheir identity andtheir 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 BEmePBrotection Districand

our policies and benefits. Please ask any questions you may have during this program so that you will
understand all the guidelines thaitill affect your employment relationship with us.
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TASK BOOKS

Firefighter Orientation TasBook:

All newemployees 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
Districtemployeereceives a task book, they arexpected 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 firefighi Sposition with the District will receive the orientation

task book. The orientation task book is intended to ensure proficiency in all phases of firefightihg

and move up skills. Candidates must demonstrate mastery of the tasks and skills listethsktheok

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 rardnd meet County EMS skill requiremeriEach task book will assist you by
ASNDAY3 Fa I aNRFR YIFL¥ (G2 3FdzARS @2dz GKNRdIzZAK (K
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 theical 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 PrograiVithin one year of the employees date of hire, shall complete and b
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
gualified fa. 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 withhintained 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 recertification in the system.

Quialified Task Book Evaluators are cleared through the DisiiécCRief. 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
SgSyi o Wdza i a32Ay3¢ 2y | OFftt R2Sa y20 ljdadtATFe
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Hiring Practices

JOBPOSTING

The De BequeEire Protection Distridbelieves 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 qualifieVacancies are normally posted on the District ¥iteb

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 ywerall 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, dfirect appointment by theDistrict Fire ChiefEmployees should reference the
current job description for the posted positido ensure they meet minimal qualifications before
applying. Internal announcements for promotional positions will be distributed via emailémalbyee
and remain open for a specified period of time. Interested internal applicants who meet the minimum
gualifications for a given position are required to complete a letter of interest with supporting
documentation, submit it to thd®istrict Fire Chidby 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 Testif@peratonal positions including Engineer, CaptairLieutenant will
undergo an internal testing and selection process.

C. Oral Interview Proces3he interview proess ranges from a simple thrpanel interviev to the
possibility of a sevepanel oral board with may occur multiple times.

D. Direct Appointment by Fire Chi¢ffthere is only one qualified applicant, the Fire Chief reserves the
NAIKG G2 O2yRdzO0 || / KASTQAa LYGSNDASEO®
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Guidelines for Promotion and Selection:

A.9f AFAOATAGE FT2NILINRPY2(GA2Yy gAff 06S RSGSNNAYSH

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

B. In screening, testing, @hselecting candidates for promotion, management may consider
attendance, work history, performance appraisal records, performance improvement plans,
disciplinary actions, education, attitude, compatibility, responsibility, and anygtated
qualificatians.

C. Internal applicants are required to provide a letter of interest with supporting certifications
when applying for reclassification, promotion, or assessment tesfihgDistrict Fire Chiefvill
notifyemployeel & G2 GKS &dl Gdza 2F GKS SYLX 28SSQa

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 successfulisp the examination/testing process will be placed on an
eligibility list, with placement based updhe 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 basdteatate of hire.

F. If an employee on an eligibility list is offered a promotion, anossguently refuses the
promotion, he/she may remain on the eligibility list. If the employee refuses the promotional

2L NlIdzyAte | aSO2yR GAYS: GKIFIG SyYLX2eSSQa

The start date in the new position will be their new ar@rsary date for purposes of evaluation and
annual pay adjustment.
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EMPLOYEHERAINING AND MEDICAL FILES

The District maintainemployeeg training, and medical files on employees. These contain
documentation regarding all aspects of tenure with DFPID siscperformance appraisalmployee
action, beneficiary designation, disciplinary warning notices, training documents, medical/physical
exams, and letters of commendation. You may review ymaployee training, and/or medical file, by
contacting DistritAdministration to schedula time.

To ensure youemployee training, and medical files are #p-date at all times, notifghe Fire
Protection DistrictAdministration of any changes in your name, telephone number, home address,
marital statusthe number of dependents, beneficiary designations, scholastic achievements,
emergency contact information, and so foils soon as possible

CHANGE OF ADDRESS

Employees shall, upon changing their mailing address, ritéyProtection Districhdministraton
within 48 hours.

OUTSIDE EMPLOYMENT

Outside employment includes the practice of any trade, business, or profession, including self
employment, and all other neDFPD employmencluding any volunteering with another fire or EMS
related agencyWhenemployees engage in outside work activities, they are required to notify the
District Fire Chigh writing for review. The Fire Chief will review the notification and approve or
disapprove it. If it is disapprovethe employeewill have the opportunityto provide additional
information in person. The decision of tbestrict Fire Chigf 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 employmentmusthi AYGSNFSNB 6AGK 'y SYLX 28SSQa
certified employeesemployed in another capacity must follow pnespital protocols for Mesa County
Employees are not allowed to schedule shift trades or cause any overtime situatinairto obtain
work outside theFire 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 néddsnployees will be subject to
mandatory callbacksPersonal vehicles with emergency lights are prohibited except for parked warning
lighting.

Personal Vehicl8afety:

All employees must obey all traffic laws while responding to the station or snemprivately owned
vehicle (POV). Buckle uftlis the expectation of the De Beq&ére Protection Distridhat district

employees observe traffic safety laws while on duty and off duty. At no time shall any district employee
use his or her positioto influence law enforcement from not writing a citation. Attempting to use a
position in theFire Protection Distridb influence other agencies will be grounds for termination.

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

1. The FLSA cydkal4 day pay periodA yearly schedule of paydays will be publishedhay
administration. The regular work scheddibe all shift employees is a 8#bur workweek based
upon a 6day work cycle as illustrated below. This equates t8@8zhour year; (54ours X 52
weeks= 808hours) There will be a total of 26 payroll times per year.

2. The FLSA work schedule is ho8irs based on a 1day cycle.
3. Employees assigned to a-hbur work schedulare not be affected by this.

4. Paydays shall be on every other Friday and paper check will be availdbl®at De Bequé&ire
Protection Districbffers direct deposit on the saenday as paper check is available.

Definitions

Shift ¢ One 24 hour period of time starting at 086s.and ending the next day at 0800 Hrs.
Tour¢ Two consecutive shifts lasting 48 hours and starting at 08:00

AWOIL=- When an individual is absent frowork without notice, or approved leave, or have left
work without authorization.

Reserve Firefighteg Must have CO State FF | or higher, CO StateEbfThigher, Wildland
Incident qualificatio card to FFIl and complete-diktrict required vaccinationghysical
testing, arduous wildland testingnd completed task 2 2 { ® tFAR | GaGALISYRE
annually and paid only fahe actual time while oran incident Reserves are encouraged to be
at the station while on duty.

Lieutenant- Runs acompany¢ De Beque Fire considers this position a trainee position for
promotion to a Captain position.

Captain- Runs a compangnd is qualified as a fire officer.
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Minimum Staffing levels:

The purpose of this policy is to provide the provisions faffisg 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 ensefg a cr
of qualifiedemployeesto address all emergency responses, both inFire Districtas well as during
mutual and automatic aid responses.

Minimum StaffingStation 81 will be staffed with a minimum otfhployees, whenever possible
0 One lieutenant/Acting Lieutenanbr Captain
0 One Firefighter EMT/Reserve Firefighter EMT
1 Every possible effort wile made to attempt ALS coverage.

It shall be understood thatot all situations that arise concerning minimum staffing can be addressed in
SOGTheDistrict Fire Chiefan authorize excepti@to this SOG based on District need, special or
unusual circumstances.

1 Shift Holdover- Employeanust holdover at the end of their shift until properly relieved.
Holdover time will be considered trade time. Thistrict will pay thaperson reporting for duty
late only fa those hours actually workedndthe employeemay be subject to disciplinary
action.

1 Allowable Hoursg Employeeshould reference DFPD work/rest ratio policy.

Qvertime

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 poliapandaory does not apply if the hours worked are a

T
1

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 Didineployes are rested and to mitigate
fatigue. This policy meets Mesa County EMS protocol for work/rest.

POLICY:
On coming shifemployee

Employesare required to have a minimum of five hours sleep time from any emergency response
agency prior to starting a shift at De Bedtiee Protection District Studies have shown that excessive
long periods of work time with little to no rest increases patieare incidents as well as accident. The
DistrictFire Chief shall have the responsibility to grant exceptions to this rule when the District
experienceemployeeshortages. This should be the exception to the rule and not the standard.
Employees havthe 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 BequEire Protection District

2/1 work rest ratio:

An enployeeon shift should follow the 2/1 work rest ratio. For every two (2) hours wosagloyee

should receive 1 hour of rest in the evening. This rule shall apply to those firefigtaeese actively
engaged in fire suppression efforts suchaasildland fire wereemployeeswill be doing active physical
labor for longer periods of time. Whenever possibieployeeshould not work 10 hours on a fire line

and then run an EMS call without a rest period in between. shifesupervisor oDistrictFireChief 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 continuoysheakployee

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

Travel (out of district):

Employesthat have been performing physical work such as on a fire line for 10 hours or more shall not
travel from an incident that is greet than 50 miles from the district to the station until the 2/1 work

rest ratio has been completed. Many fire and Edngployeehave been killed ithe line of duty due to
fatigue-related highway incidentsEmployesresponding on EMS incidents after wimgx a continuous
incident should receive the 2/1 work rest ratio before operating any ambulan&MSequipment.
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Fire Assignment:

Due to the nature and size of the De Bediee Protection Districemployees at times may be required
to be assigned ta fire for extended number of dayEmployes may not exceed 14 days continuous on
a fire assignment and report back to routine work schedule.

WSLI2NIOAY3 G2 | FANB RIAf&@ FNRBY GKS SYLX28S5SSQa
employee reéurning from an extended fire assignmestiould receive adequate rest prior to returning to
normal station duties. Check with tiiEstrictFire Chief fom number of days of rest.
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VIOLENCE / THREATS OF VIOLENCE

To provide the employees ttie De Bege Fire Protection Districh work environment that is safe,
secure, and free of harassment, intimidation, threats, or violendelence 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 violenc&Conduct against persons or perty 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. Threasor acts of violence not ocering 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 viglee 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 membef 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 toleranpelicy 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 b w#h in the samemanner.

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 suBhS @A 0Sa NBYIFAY Ay GKS SYLX 2@

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, 0injure another individual. Weapons, if caudiand 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 threatsiofence,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 br investigation and handling.

H. At the sole discretion of thBistrict Fire Chiethe District may require aemployee to submit to

a psychological fitness for duty evaluatimhenever 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 psychogical condition or impairment, or the employee presents a direct threat
to the employe or another personAn objective basis is one that is not merely speculative but
derives from direct observation, credible thipdrty report, or other reliable evidenc& he cost

of such evaluation shall be at the expense of fiire 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. After contacting 9-1, the employee shall immediately contact an
officer on duty, who shall contathe DistrictFire Chiefis soon as possible

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

C. It shall be the responsibility of tHaistrict Fire Chietb direct the investigation into the
allegation and determine any appropriate and necessary action.

SAFETY POLICY STATEMENT

It is the intent of De BequEire Protection Distridib provide the safest possible working conditions for
its employees. Itis 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 toféihe rsdes. It is

SI OK S Y tpansilSliy @ Zorrect / report unsafe conditioimmediately. De BequEire

Protection Districtecognizes 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 expediemhanner and to require a shared unqualified commitment from each member.

39| Page Adoption Date:April 10" 2018




2hwYOwQ{ /hat9b{!¢Lhb kx 59{LDb!¢95 a95L/

It is our intent to do everything possible to limit the potential for woekated injuries. However,
despite our best effortanjuries may still occur. In order to assure that the best possible care is
available for injuries that you may sustain whaéwork, we have identified the following medical
providers who we believe are particularly qualified in treating occupationfalies and illnesses.

lff 5Ct5 SYLX2eSSa NS AyadiNSER IyR LINPOARSR o
event of workrelated injury or illness. De Beqlire Protection Distri€ea LKA f 2a 2 LIKeEé A a
injured/ill employeesto work as son as they are physically capable of carrying out the duties of the

220 YR IINB NBfSIFIaASR (2 NBOdzNYy o6& 5Ct5Qa RSaa

During the 2014 Colorado Legislative Session, state lawmakers passed House Bill 1383, which
increases from two to four #number of medical providers an employer or their insurer must
RSaA3IyIFHGS FT2NJ GKS SYLX 28SNDNa Ay2dz2NBR ¢2NJ] SN&

Effective immediately, all employees must obtain treatment for walated injuries and illnesses
from one of the following medal providers

St. Mary's Occupational Health
2686 Patterson Rd.

Grand Junction, CG1506
(970) 2982001

Grand River Health Clinic West
201 Sipprelle Dr.

Parachute, CG31635

(970) 2855731

Plateau Valley Medical Clinic
11011 Hwy 65, Unit B

Mesa, CO81643

(970) 2685075

Plateau Valley Medical Clinic
58128 Hwy 330

Collbran, CO81624

(970) 4873568

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 followup care.

If you choose to use a phigan 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 limibhreatening emergency, you will be taken to the nearest hospital or
emergency care facility. Follewp care, if needed, will be provided by tlesignatedmedical
providers.

AllFire Protection DistridEmployesare required to sign and acknowledge the Designated
Medical Provideform.

Guidelines for Workers Compensation:

A. Workers Compensation provides three types of benefits:

1. CompensationWhen 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
OKI NBESR (2 ®&®Bavésbdlkf 28 SSQa

2. MedicalPaymen® t F@YSyida F2NJ YSRAOIE FGdSyuAazy>
fees, etc. which are necessitated because of wetlkted 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. ltis the responsibility of both employees and management to comply vatiupational

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 tgorovide support and encouragement in the recovery process.
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Procedures for Workers Compensation:

All injuries must be reported at the time of injuiy the shift supervisar This willbe reported to the
District Fire Chief The employee must coordite with theDistrict Fire Chieto arrange to see the

G5SaA3ayFGSR aSRAOIfT t N2POARSNE @ LT GKS SyYLX 2eSS

approval of theDistrict Fire Chigfthe 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 S®Ma& | 2 & LJA [i

in Grand Junction, or the nearest appropriate medical facility.

Immediately notify the responsible supervisor.
The responsiblehift supervisoshall immediately notify th®istrict Fire Chief

o0k w
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Injuries will also be documented in the High Plains program for tracking.
Accident Investigation forswill be completed.

© o N

and Administration.

10.{ dz0 4 SljdzSy G G2 GKS 5Aa0NAOCG FAEAYy3I (KS
shall send forms directly to the employee for completion and submissiorder ¢o
process payments as necessary.

C. For employee death or serious injury: Immediately notify Enstrict Fire Chiefto
investigate and document the accident.
D. If an employee leaves work due to a waetated iliness or injury, the timeff shall be

AYyAGALFEfte OKFNASR F3aFAyad GKS SyYLX 2eSSQa t
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 Assstan

E.¢KS SYLX2eSS YvYle G(Gr1S GKS GAYS 2FF gA (K2 dzi
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leave bank. Likewise, any donated PTO Leave hours that were used shall be drackt¢al
the donor. The employee may use PTO to supplement lost work time benefits to reach
MnE: 2F GKS SYLX 28SSQa y2NXIf LI e&o

F. While on leave for a workelated iliness or injury, the District will continue to pay the
District portion of the premiums foDistrictprovided 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,

a determination shall & made by the District regarding continued employment.

G. Under some circumstances, DFPD may require an injured or ill employee to be seen by a

If transportis notneeded, G 6 SY R (2 (KS SYLX 288SQa yS

All injuries will be reported and documented6nA yS 2 NJ O2YLJX SGS (KS

Any other recessary paperwork, such as for FMLA, shall be completed by the employee

SR
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O
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DistictRSaA3dy I SR YSRAOIfT LINPJGARSNI A& + O2yRA(AZ2

behalf of the employee. Buch requirement is made artde 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
RSYASR StAIAOAfAGE F2NI22NISNEQ /2YLISyal da

H. Itis 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 thedDNX O Qa RS&aA 3yl G SR
availability of modified duty work shall be evaluated by bistrict Fire Chiedn an
individual case basis. Every effort shall be made to return the employee to thajpre
position.

I. Inthe eventthatan employee2 N] SNEQ / 2YLISyal GA2y A& | LI
modified duty assignment and chooses not to accept the assignment, the employee shall be
RSYASR O2ylGAydzZ GA2Yy 2F 22Nl SNEQ /2YLISyal Gda
action. The employee witle required to use his owRTO houaccruals and will not be
eligible for leave donations.

J VLY 0SAy3 NBfSIFaSR (G2 NBGdzNYy G2 @g2N] F2ftf
District may require the individual to be seen by the District designated pagdiar a
fitness for duty examination. This shall be at the discretion ofQlstrict Fire Chief

K. If returned to work in full duty capacity, the employee is expected to schedule medical
and/or physical therapy appointments during namrk hours. If theemployee is unable to
do so,the employee must notify his supervisor for authorizatidtendance of doctor,
physical therapy, and related medical appointmedising nonrwork hours is not
considered hours worked and shall be uncompensatéds the reponsibility 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 Bequedrire Protection Distridbas elected to adopt a returto-work / modified duty policy with the

intent to utilize eligible injured workers in a productive capacity while they are recovering from an injury
or iliness. The goal of temporary modified duty is to provide a progress$io 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 & nonwork-related injury or illness merthan 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 theDistrict Fire Chigmmediately upon returning to work.

All employees who are off work due to a ratork related injury or illness more than twenty (20)

OFf SYRIFNJ RIFea Ydzad FdNYyAEAK | gNARGGSY NBfSIFAS
Provider Theexaminationwilo S ' 4 GKS 5A&a0NAOGQa SELSyasSs &
return to work and listing any physical restrictions. This written release must be supplied to the
District Fire Chigmmediately upon returning to work.

All employees who are off wodue to a workrelated injury or iliness must be released to return to
g2N)] o0& (KS 5SLINIYSYyGQa 5SaAirdayl G6SR aSRAONE t
off work. This written release must be supplied to tistrict Fire Chiegfnmediately uporreturning

to work.

Noemployee after receiving medical treatment for a jablated injury or illness, will be allowed to
NEBGdzZNYy G2 GKSANI 220 |aaArdayyYSyild gAiGK2dzi GKS RA

K 2

Medical Provider.¢ K S 5 A afalyNificesl QB T BNJ KI Ay 3 O2y FSNNBR 4A

Medical Provider and after careful review of all recommendations from the Designated Medical
Provider, will determine the worlbad and work environment for the injured worker returning to
duty.

All offers for modified duty work assignments must be in writing and agreed to by the injured
g2 NJ SNJ | y R SdfdtyDffisedaid appiov@d idwiriting by the medical provider. The
modified duty job offer will be reviewed jointly by thgistrict Fire Chiefinjured 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 tha are not within the scope of physical restrictions placed on the injured worker by the
medical provider at that time.

While on modified duty, the injured worker will be held to all existingployeepolicies and will be
responsible for maintaining accefiile performance standards as a condition of continued
employment.
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SAFETY OFFICER OBJECTIVES
The DistricFireChief willdesignatea Safety Officerfor the De Bequé-ire Protection District The Safety

Officer is he primary contact for safetyelated matters. Allemployeeswill receive an orientation tthe

CA NB SsafétyiriNgs dpdnritial employment and are encouraged to bring to the attention of their

supervisor any unsafe conditions or practideésployeswill communicate these concerns the Safety
Officer, who will respond to this concern within 24 hours in writing and will provideDisérict Fire
Chiefa written report of the concern as well.

The primary goals of th&afety Officerwill be to:

A Oversee implementation of the organizaty Q& al FSG& LINPINI YO

Alyydzadtfte NBGASSG (GKS 2NAIYyATIFGIA2yQa al FSide

A Maintain accurate records and annually report the results of workplace accident and injury
trend analysis.

A Recommend actions to reduce the frequency and severity dflants and ilinesses.

A Integrate safety into the dato-day activities of all employees.

A Coordinate the new employee orientation and safety training programs.

A Assist the organization in compliance with government standards concerning safety and
health.

A Assist supervisors wittie accident investigation.

A Conduct periodic safety inspections to identify unsafe conditions and practices and

determine remedies.
A Discuss with and make recommendations to management on matters pertaining to safety.
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Based on the needs of the District atin@ ability of the injured/ill employee, DFPD may provide a
temporary modified duty work assignment to a ftithe employee who is unable to perfortheir
regular duties. Th®istrict Fire Chiefhay deem modified duty appropriate for someone when the
injury or iliness is not workelated 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 aAdhericans with Disabilities Act.

Definition:

Modified Duty Assignment is a temporary, alternate duty position within the scope of the
SYLX 28SSQa LKeaAOlrt tAYAdGFOGA2ya a4 2NRSNBR

Guidelines for Oibuty Injury/lliness

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 wetkted medical conditiomvill
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. Afitnessfor-Rdzi @ OSNI A FA O ( A 2tghdifg M@ Nhcaie Krévid& Y LI 2 &
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 fitnesfor-duty certification froman independent healthcare
provider to be selected and paid by the district;

4, C2NB I NRSR a4a420AF 0SSR R20dzySy il adazy 2

provider.
C. Upon written release by a qualified healthcare provider, the employee shall:
1. Notify theDistrict Fire Chief immediately of thethange in work status.
2. Provide all related documents to the District Fire Chief.
D. The District Safet@fficerwill 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 do@ppointments physical therapy,
and related medical appointments aitle of his modified duty assigned schedule; if
circumstances warrant, exceptions shall only be allowed by the modifigtsupervisor.
Attendance of doctor, physical therapy, and related medical appointments outside of an
SYLX 228SSQa & OK 8 RaizforSiRered Rolid wofket daddEhall 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 hiseablemOLeave
hours to cover hours needed to maintain theiegular pay.

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

I. At the discretion of thistrict Fire Chiefthe District may solicit a second
opinion/evaluation to approvéhe termination of modified duty assignments or
reinstatement to full duty

Guidelines for OfDuty Injury/lliness:

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

B. Employees on modified duty assignments for andafy injury shall use thelPTOLeave for
physicaktherapy and doctor appointments, and if on a-d0ur a week modified duty
assignment, shall also use th@if OLeave to make up any hours needed to total 40.

C. Employees that have an ediuty injury shalll & GKSANJ 26y SELISyasSz L
statement releasing them for work.

D. Any employedhat does not notifythe Fire Protection Distriadf any type ofon or offduty
inNuryG KIF G O2dzZA R I FFSOG GKS SyYLX 28S5SQa oAftAdl
job dutiesshall be subject to disciplinary action or termination.
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CLAIMS MANAGEMENT POLICY

De Bequedrire Protection DistrigtEmployer, realizes that despite our best safety practices and efforts to
prevent them, injuries and exposures to our employe&dyunteers and workers may occur. When a
worker does report a workelated 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

officerwithinnn K2dzZN&E 2F GKS AYyOARSYyGEZ 2NJ I & NI dzA NB

V ¢KS Ay2dz2NBR ¢2NJ] SN aK2dzZ R O2YLX SGS FyR aiiday
form and submit it to their supervisor or commanding officer, who willeevthe incident and

l.j

FT2NBINR GKS T2N¥ G2 (KS oYL z28SNDRa OfFAYa NBL
V ¢KS 9YLi288NRa OfFAvya NBLNBaSydldAdS &aKkz2dzZ R O

to Pinnacol Assurance (via fax, phond”armacol Onlineas shown orthe form) within 2 days of
the incident.

V ¢KS Ay2dz2NBR ¢2NJ] SNDa adzLISNBA&A2NI 2NJ O2YYIlI yRAyYy 3

Coordinator immediately after the injury, who will conduct an accident investigation and complete
a written report followirg the investigation.
V If the injury is life/llimbthreatening, or if the injured worker has been exposed to blood or body

FtdARazX dzZNHSYyG 2NJ SYSNHSyOeé YSRAOIf GNBIGYSyi

Designated Medical Provider or at thearest medical facility. The injured worker should foHow
dzL) g AGK GKS 9YLX 28SNRa 5SaA3dyliSR aSRAOKE t
V  All medical treatment, if necessary, should be provided to the injured worker by one of the

NEZ

9YLJ 28 SNDia SRAGTY [t INPRIA RS NAE @ ¢KS 9YLX 28 SNRA

written notice (attached) to the injured worker within 7 business days of being informed of the

62Nl SNDRE AyedNES AffySaa 2N SELR & dzNBLIE BHSINQ & K
Of FAYa NBLNBASYGlIG(APST (KS 9YLIE288NDRa 58aA3yl

carrier. The injured worker can make a eimae change of Designated Medical Provider within 90
days of the injury/iliness, and prior to being pldcat Maximum Medical Improvement (MMI), as
provided in the Colorado Employee Choice of Physician law.

V ¢KS 9YLX 28SNna OfFAYa NBLINBaSyidal dA@S akzdzZ R
Provider, as requested, includimyties/tasks or job descriptioofthe injured worker,
circumstances/nature ahe injury, and returnto-work options including modified duty tasks.

V ¢KS 9YLIX28SNRna OfFAYa NBLINBaSylGlrGA@S aKz2dzZ R
maintain communication with the injured workend the Designated Medical Provider.

V ¢KS 9YLIX28SNRna OfFAYa NBLINBaSydGlraGA@S aKz2dzZ R
Ayedz2NBER 2Nl SNRa ¢2N)] adlrddaAaz FyR gKSGKSNI

the claim.
V  Iftheinjuredv2 NJ SNJ KIFa 6SSy NBfSFaSR FT2NJ Y2RATASR
t NEPOARSNE GKS 9YLX 28SNRa OfFAYa NBLNBaSydal i

4 K
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9

written Modified Duty Job Offer and Modified Duty Job Description/Task Li§&. T Y LJ 2 @ SN A

Of FAYad NBLNBaSYyidl 6AQPS aK2dz R O22WeR Bpétialisbto ¢ A (
complete the Modified Duty Job Offer, Modified Duty Job Description/Taslahit, etterto
Treating Provider and Return to Work Verification Stagat, pursuant to Rule 6 of the Colorado

K

22N] SNEQ /2YLSyalrdizy 1 06z wdA Sa 2F t N2OSRdANB
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V ¢KS 9YLX 28SNRa OflFAYa NBLNBaSyidl 6AGS akKzdzZ R V]
the injured worker has been cleared to return to full duty or releageMaximum Medical
LYLINROGSYSyYy(d 6aalLyv o0& (GKS 9YLX2&8SNRa 5SaArdaylrds
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Vehicle Accident Reporting and Investigation

Purpose: To provide a standasgstem to report and investigate &lire Protection Districtehicular
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, damageijury would or may have occurred.)

Policy: AlFire Protection Districtehicular accidentshallbe reported to the shift officer and District
Fire Chief immediatelyFailure to report accidents may result in termination.

1 The on duty shift officer Wicomplete the investigation/injury packet and start the initial
investigation.

I While at the accident scene:

o Initiate appropriate medical care.

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

Cooperate with police agencidse avare of comments made.

Do not move your vehicle unless instructed by law enforcement

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

Obtain witness names and contact information.

Notify the District Fire Chiefsasoon as possible.

Remain at the scene unthe police and fire representatives have completed their

investigation.

91 AllFire Protection Districtehicle accidents will be investigated. The process will include the
following:

O O O o0 O oo

Fact Finding Review

Separ#e interviews with the driver, all cre@mployee accident withesses

Notes recorded at each interview

Notification of District Insurance CarrieDistrict Fire Chiefvill notify.

District employees involved in the incident should be isolated from thmege

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

0 The enployeemay be placed on Administrative Leave or directed to take a leave of
absence during the initial investigative process.

0 The enployeeinvolved in the incident shall be taken to the appropriate facility for
follow-up drug and alcohol testing.

o0 The employee involved may be placed on driving suspension pending the outcome
of the investigation. The District Fire Chief will determine onsa &y case basis as
to if a driving suspension is warranted.

0 The Investigation/ Injury packet will be completed.

0 TheSafety Officer will make recommendations to the District Fire Chief on any

findings or recommendations (policy, equipment, and thagy) kased on the

investigation

O O O O O

50| Page Adoption Date:April 10" 2018




Employee Injury Investigation

Purpose: To provide a standard system to report and investigaféralProtection Districtmployee
injuries and near misses (department or personal). (A near miss incident is definetheislant 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: AlFire Protection Districtmployeeinjurieswill 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 offtive Protection Distrids
responsible for any and all expenses for the injury and may be subject to termination.

1 The on duty shift officer will complete the investigation/injury packet and start the initial
investigation.
o Initiate appropriate medical care.
Do not discuss the incidemtith anyone other than fire representatives.
Cooperate with police agencidse aware of comments made.
Obtain witness names and contact information.
Notify the District Fire Chief as soon as possible.
Remain at the scene until the police and fire repmsitives have completed their
investigation.
1 Allemployeeinjurieswill be investigated. The process will include the following:
o0 Fact Finding Review
o Notes recorded at each interview
o Notification of District Insurance Carretorkers comp.¢ DistrictFre 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.
0 The enployeemay be placed on Administrative Leave or directed to take a leave of
absence during the initial investigative process.
0 The enployeeinvolved in the incident shall be taken to the appropriate facility for
follow-up drug and alcohol testing.
0 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.
0 The Investigation/ Injury packet will be completed.
0 TheSafety Officer will make recommendations to the District Fire Chief on any
findings or ecommendations (policy, equipment, and training) based on the
investigations.

O O O O O
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TRAINING POLICY
In an attempt to recognize and define the training ofdtaployee the De Bequé&ire Protection Distrigt

has defined the following training parameters for all firefighter and EMBloyees for all training
seasons:

1. A minimumof 1 hour total per shift (48 hours) iequiredunless otherwise approved by the
District Fire Chief This means training offered bye 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. MandatoryFire Protection Districtrainingcannotbe completed at another venue and is
required to be completed at the De BeqgB&e Protection District

4. District employees will complete aflonthly required training in a timely manner.

5. District employees will complete all required monthly competencies.

6. District empbyees will complete all mandatory squad reviews and skills testing.

Note: Employeethat do not meetMesa County EM&nnualtraining 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 satisfactidhis 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 byRine ProtectiorDistrict that
training will be made upn the employees own time and is not paid time.

In addition, safety training foALLemployees through safety meetinggarget Solutiondraining classes,

and oneto-one discussions are some of the ways we @ammunicate the importance of working safely

to all employees. Inspections of work areas, review and analysis ofrelatkd injuries and illnesses,
and governmerimandated training are all resources for determining the type of training needed. Safety
training for all employees of the District should include:

New employee orientation

Jobspecific training

Hazardspecific training

Annual refreshers

Safety should also be included with regular staff meetings
Annual Drivers Training

ook wNE

All training shalbe dowmentedon the Fire Protection Distri@& G NI Ay Ay 3 NRAGSNI |y
Solutions.

Employees not meeting annual district training requirements or failing to complete required training will
result in disciplinary actions including up to termireti
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TRAVEL AND EXPENSE / TRAINING

This section provides a consistent compensation and documentation practices for all DFPD
employees associated with trainifiglated time off and trainingelated compensation while
participating as either a student or instructor.

Definitions:

Non-Essentl Training:Training not required for a specific position. This training may assist the
SyLit 2888 Ay LINBLINFdGA2Yy F2N G6KS ySEG t SoSt¢
knowledge, skills, or abilities, but does not directly benefit DFPD witigiin turrent position. Post
secondary education is considered in this category.

Mutually Beneficial TrainingTraining not required fothe current position. This is training thére
Protection Districetermines would assist ithe enhancement of anei)f 28 SSQ&a 2206
and ability, and be mutually beneficial for the individual &me Protection District
PositionSpecific TrainingTraining required to perform in a specific position. This definition
excludesParamedi@and EMT refresher courses

Instructor or Train the Trainer ProgramBire Protection Distridnitiated instructor training.
Medical Refresher Training or EMT/Paramedic CourgdsParamedic and EMT refresher classes.

Locally Held TrainingTraining location less than two ®)2 dzZNBR Q RNA @S G A BE T NRY

Extended Travel Tim&8travel time greater than two (2) hours from Station #381.

Non-Essential Training Level 1

A. A Training Request form must be completed per instructions on Target Solutions. The
Training Request form must be submitted to tDestrict Fire Chieto allow adequate time
to make arrangements and secure a seat. It is ultimately the person requesting the

LJZ2

LIS

GNI AyAy3aQa LINBNRIAFGAGS G2 FaadaNB GKFdG GKS
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 kagsc

B. TheFire Protection Distrianay, but is not obligated to, offer a partial sponsorship for
coverage of tuition, lodging, travel expenses, and/or per diem, based on the traelatgd
needs of the District.

C. The District does not provide batik coverage fonon-essential training

D. The District does not treat training time as compensable hours worked if the trami(i)
outside normal hourg2) voluntary,(3) not job-relatedand (4)no other work is
concurrently performed.

E. No overtime will be compensated foon-essential traininginless the District mandates
employee attendance at the training.

F. If aFire Protection Districtehicle is availabland reserved, it may be used for travel to and
from the course location basegan the discretion of the Distridtire Chief.

G. PTO Leave may be used fam-essential training
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Mutually Beneficial Training; Level 2

A. A Training Request Form must be completed per instructions on Target Solutions and
submitted. The Training Requdstm must be submitted to th®istrict Fire Chieto allow
adequate time to make arrangements and secure a seat. It is ultimately the person
NBljdzSadAy3d GKS GNIAyAy3aQa LINBNRIFGAGS G2
timely manner. It is uderstoodthat 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. TimeOff and Compensation:

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

2. All hours spent traveling to and from training/classegside the normal work
schedulewill not be covered with training hours. Accrued leave hours may be used
to cover thistime.

3. When the class is not locally held and the class ends at a time that would force the
employee to drive past 10:0@m, the balance of the scheduled work hours after the
completion of the training will be covered as training.

4. For multiday, nonlocd 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, Level 3

A. A class request must be completed pastructions on the currentraining form request
with appropriate approval signatures. Theainingrequest formlocated in Target Solutions
must be submitted tdahe District Fire Chief tallow adequate time to make arrangements
and secure a seat. It is ultimately the pen requesting théi NJ A yrdrogaieto assiire
that the completed form was submitted in a timely manner. It is understibad the
applicant for the training is responsible for reimbursEPOor funds paid for training if
they cancel or do not successfully compléte class.

B. TrainingTime 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 tifieed® 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 eshift, DFPD expects thetm return to work after or
between classes.

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

4. For training that is not local and begins at or before 8:00am 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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Medical Refresher TraininffConferences) Level 4

A.
B.

Instructor/Train-the-Trainer Programs:

A.

B.

Availabilityof Instructor training programs getermined bythe amount of annual funding
employee participation and cost of labor.

TrainingApproval and Level Identification:

Identification and determination of the appropriate Level of Training under which an evénafal
approval for training participation shall be at the discretiorthad District Fire Chief.
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. DFPD will covehe cost of Paramedic and EMT refresher courses. Every effort should be

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

5. Off-duty training hours will be compensated as hours worked for training/class
attendance time occurring during regularly necheduled work hours. Meal breaks are
not considered compensable hours.

6. Per the Fair Labor Standards Act (FLSA), if the empisgeat to another city for a ore
day training or on a special assignment, the drive time to and from the other city is
O2yAARSNBR LIAR g2N] GAYSZ a Ad Aa O2yR
time that would normally be spent travelingty/eR FNRY (KS SYLX 2@ SS(
worksite can be deducted from the cof-city travel time.

Maintenance of medical certifications the responsibility of the employee.

A Training Request Form must lmmpleted per instructions on Target Solutions. The
Training Request Form must be submitted to the training officer to allow adequate time to
YIE1TS FNNYy3aSYSyida FyR aSOdaNB | aSrkraoeo LG A3
prerogative to assure #it 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.

Time spent in class during rdgtly scheduled duty hours will be covered as training hours.
For locally held training that begins at or before 8:00 am on a shift day or-goiofj shift
morning, drive time will be covered as training hours.

Hours spent in class will be compensatital breaks are not considered compensable
hours.

Travel time will be compensatedrravel time consists of the time the employee leaves the
Fire Station until they reach their destination and does not include stops for personal
reasons.

made to find a course that is local to the De Beque area. When a course is offéraasiz
Id 5Ct5X GKS SELISOGFGAZ2Y A& (GKIFIG 9ac¢akt | NI

course location based upon the discretion of fstrict Fire Chief

In-house training programs delegated or initiated by the Distsititbe evaluated based
upon current and future District needs by tbastrict Fire Chief

The determination of appropriate compensation, tiro#, lodging and travel expenses will
be left to the discretion of thd®istrict Fire Chief

dzO
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Training Lodging:
1. Lodging will be covered for classes not locally held and are-tdaytand/or require travel
later than 10:00 pm.
2. Employees of differermsex 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 demedfor Level2 -4.

B. Travel:lf a District vehicle is available, and reserved, it may be used for travel to and from
the course location. The use of personal velsioleist have prior approval from the District
FireChief. All starting and ending mileage odometer readings must be recardéthe
documentation turned ito administration.

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

receve a certification payncrease 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 thpl@yeein 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
GOGKANR NARS: gAGK FYy20KSN) I 3ISyOe Ay ab éxpectéd? dzy (i &
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IMMIGRATION REFORM CONTROL ACT OF 1986

De Bequé-ire Protection Distriatomplies 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 anyoneisvhoable todemonstate
eligibility to work according to Federal law. Employees must provide qualifying documents for the |
9 process.
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COMPENSATION POLICIES

CLASSIFICATION OF EMPLOYEES

Fulitime EmployeeAn employee normally scheduled to work at least 40 hoursnyeek as Support
and Administratre Employees, or 21itours per 28 day work period as Operations Employees. Full
time employees are currently eligible for District benefits.

Parttime EmployeeAn employee normally scheduled to work at least 20 hourddss than a 40
hour workweekg on average, less than 30 hours per week. fiare employees are currently
ineligible for most District benefits.

Temporary Employedn employee who is hired in a job established for a temporary period or for a
specific asignment. Temporary employees are currently ineligible for District benefits.

Exempt Employeén employee who is not eligible for overtime pay.

Nonexempt EmployeeéNonexempt employees are eligible for paid overtime at one and-lozaké

times their rggular rate of pay for all hours workedéxcess of 40 hours per workweehless

categorized as an Operations Employee. Operations Employees are eligible for paid overtime at one
and onehalf times their regular rate of pay fotldours worked in excesx 216hours per 28&ay

work period.

ReservesAn employee who isonsidered a caual employee, is not paid an hourly wage and only
paid while participating on an incident. Are generalty eligible for most District benefits.

CATEGORIES OF EMPLOYEES

Operations Employeé\n employee who is subject to the 7k provisions of the Fair Labor Standards
Act and is paid overtime based upon a@8/ work period.

Administrative or Support Employe®n employee who is subject to regular provisions of the Fair
Labor Standards Act and is paid overtime based uponfaod®work week. Work schedules may
vary based upon District needs.

Reserve EmployeAn employee wb is hired on a pasftime basis andvorks under standard FLSA
provisions (nor/k).
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WORK HOURS

The normal work hours for Fdlme Operations employees (shift) are from 0800 Hours until 48
hours later at 0800 Hours.

Fulktime Administrative and Support employees are scheduled to wotkot®s per week and
specific schedules are at the discretion of the Distiot Chief. Daily and weekly work schedules
may be changed from time to time at the discretion of the De Bdgjue Protection Districio 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-@4ehour shift per week and will be required to
maintain a minimum of 48 hourscheduled timeper month.
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RECORDING WORK HQUR& Cards)

It is the policy of the De Bequ@re Protection Distridio comply with applicable laws that require
records to be maintained of the hours worked by our employees.

All nonexempt employeeand exempt employeemust record all time workedn approved
district time report formsAll overtime must be approved in advance by istrict Fire ChiefWork
schedules, overtime calculations, and elilifpifor compensatory time varglepending upon
Opeaations, Support, Aministrative work assignmentsEmployees that work additional time that
has not been approved may be subject disciplinary action including termination.

Employees shall record all us&T OLeave hoursluring the same paperiod as theéhours were
taken. All time taken off shall be recorded on the approved leave request form.

Employees are responsible for submitting their timecard on aweekly basis for appreal. After
review and approval by thBistrict Fire Chiethe time card wilbe submited to Payroll for
processing.Only hours recorded will be paid for that time period. Unless an acewyaitror has
occurred, hourly adjustments will be paid the following pay peritids the responsibility of the
employee to properly recarall 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 Eors in Pay

An employee who believes De Bedtiee Protection Distridias failed to properly compensate the
employee for all hours worked or for any paid leave, must report this error tdikgict 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 oweetrate when applicable, missed
hours and other errors resulting in under or over compensation.

The Fire Distrigbrohibits improper deductions from the salary of an exempt employee or the
wages of a noexempt employee. If an employee believes an inperodeduction 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 deductiomas occurred, the employee will be promptly reimbursed for any
improper deduction made.
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REGULAR PAY PERIODS

All DFPD employees are normally patdveekly (every other Friday). Pay cycles are 14 days and
begin every other Sunday at 0800 HauEsnployes receive a statement showing gross pay,
deductions, and net pay. State, Federal, and Social Securippli¢@ble) taxeand employee
contributions to District benefiéplans are automatically deducted.

Automatic deductions such as additional tax wiblding, contributions to voluntary benesiplans,
and individual savings plansay be arranged througpayroll.

C2NJ 0KS SYLX 2 edicetzd€posdid gvall&bié angbyr Paycheck automatically
deposited to your bank account

Employees shaihdicateon 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 paperpaycheckstub onFriday your wages are available. Paycheck
stubswill be placed in your mailbox in an envelope.
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OVERTIME PAY

The District will, at times, requirthe employeeto work overtime when deemed necessary and
approved by your supervisofFhe ron-exemptemployeewill receive payment for overtime in
accordance with the overtime provisions of the Fair Labor Standards Act.

If you are classified as a nexempt employee, you will receive compensation for approved
overtime work as follows:

Fulktime OperationsOver 21éours per 28 day work period.

Fulltime Administration/SupportOver 40 hours in aday workweek.

For purposes of calculating overtime compensation, paid timéRarOxshallnot be considered to

0S bK2dz2NB ¢ 2 N) BrafandrsgpNdremglayde 2 LIS NI

You will normally receiveayment for overtime in the pasheck following the period in which such
overtime is worked, providing that your time record has been properly prepared, approved by the
District Fire Chiefand forwardel 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.

OVERTIMEWILDLAND FIRES

An erationalemployeeordered to respond to a wildland fire incident will be compensated as
outlined in the general provisions of Cooperative Fire Rate Agree(@&RFE)Ihese employees will
be paid at their regular hourly wage for the shift(s) they are assigleidg theincident.

Employee compensation will be based on the hours shown on the crew time report (CTR) that are
approved byColorado Division of Fire Saféty payment. Normally, only hours approved GFS

will be pad. Actual shift times (0860800 will be usé for the purposes of calculating the
appropriate compensable rate (regular versus overtim-PCemployees do not receive hazard

pay.

Ly 620K OFasSas awSad FyR wSOdzZISNI GA2yE GAf ¢
current Natioral Wildfire Coordinating Group Incident Business Management Handioabkhe
Annual Operating Plan (AOP)
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Call Back

Incidents thatmay require additional personnel to supplement the-dunty crewincludes but are not
limited to:

1 Structure Fire

Motor Vehicle Incident with entrapment
Multiple Patient inciderd

Back county rescue

Hazmat inciderd

= =4 =4 =4

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 sarghge for additional employees to respond that are
off duty and available. All employees that respond teduffy calls shall record the time from the page
to the time the officer in charges releases them. Staffing the fire station for second cadilsavitll

into this category. Call blaenay or may not result in oviime andis calculated based upon the -2y

pay cycle.

9YLX 28 SSERNKUIIG GRS EIFYR NB y20 OFftfSR G2 NBaLRyR
Chief, are not authored to collect pay just for responding unless neede@duthorized by the Fire
Chief.
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SALARY ADMINISTRATION PROGRAMS

To attract and retain abovaverage employees, the De Bedtiee Protection Districtndeavors to

pay salaries competitive with those of other simifare Protection Distrist In line with this

objective, the De BequEire Protection Distriatnonitors its wage scales to ensure they are kept in

line with local as well as national econ@neconditions.

The compensation package is reviewed on an annual basis and the DFPD Salary Scale is approved
annually as part of the Fiscal Year bud@tould aCost of Living Increase Adjustment (CCieA)
approved it will normally be effective the firstomplete pay period of the fiscal year, which is
typically the 2dpay dai S 2 F WI y dzl NB @ / h[!Qa FINB IFRRSR (2
increase.

Your total compensation at DFPD consists not only ofvtagesyou are paid but may include

various benefits you are offered, such as group health and life insurance and your retirement plan,
a4 RSAONAROSR AYy da9YLX 28SS . SySTAGag 2F GKAa |
If you are qualified for any step increase, the increase may be givamegmpletion and

submission of all requirements for that position including documentation of certification and
completion of any task books or FTO progrdrailure to complete an FTO program may result in

the loss of the pay increase, disciplinary actiwrtermination The Fire District reserves the right to
freeze any and all pay increases as needed.

Promotion/Reclassification Pay Scale:

Reclassification of an existing posititime establishment of a new position, or promotion into a
positionwillyY2 3G f A1 St & SyO2YLI} aa | yThewrye@N&ledelSs Ay Iy
determined by the Pay Schedule adopted by Hiee Protection Districhnnually.

Questions regarding our salary administration program or your individual salary shoulcebidir

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 followninge (9) holidays:

bS¢ , SINRa HF& oW ydzZd NBE ™
Presidendi Q 5dMeénday of February)

Memorial Day (Final Monday in May)

Independence Day (Julyh$

Labor Day (&Monday of September)

Columbus Day (@Monday in October)

Veterans Day (November &)1

Thanksgiving Day#drhursday of November)
Christma®ay (December 29

Any discretionary work performed on an observed holiday must be approved Wyistect Fire
Chief If theDistrict Fire Chiedigrees 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 thesayperiod

Administrative Employeddolidays

A. Holidays will be recognized on the Federal observadlhy. 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. Employes scheduled to work on an observed holigdil receive the day off with pay
according to their normally scheduled hours, i.e. ten (10) hout shiifreceive ten (10)
hours of pay; four (4) hour shift will receive four (4) hours of pay; etc.

C. Parttime administrative employees generally do natadjfy for holiday pay.

Operational Employeldolidays:
OperationalFTEemployees 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 hourd)atrspecific
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 eligibbe 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 performanaeliation to your job

responsibilities and will also take into account your conduct, demogaand record of attendance.

Newly HirecEmployees:
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 evaluaggetiodicallyin writing.

Annual Performance Evaluations:

All DFP2mployees will receiveperiodicwritten performance evaluatios

In addition toperiodicperformance evaluations, spedalritten performance evaluations may be
conducted by your supeisor at any time to advise you of the existence of performance or
disciplinary problems, typically in a Performance Improvement Plan proe&3}s

Performance Improvement Plans (PIP):

Performance Improvement Plans (PIPs) are intended as a performaachkiig tool to be used by

the supervisor to assist an employee who has a performaalzed problem.

PIPs are warranted when a significant performance event occurs and/or are required in cases where
'y SYLX28SS R2Sa y2i aYdEeforntbceB/auptiodfardy 8¢ 2y
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Employee scheduling policy

Fulltime employeescheduling:

T
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Fulktime employees will normallybe assigned to a 48/96 crew schedule. Employees may be
reassigned crew shift schedules as needed.

Additional overtime shifts shall be pagpproved through théistrict Fire Chief

Reference 48/96 policy

Employes shall submit appropriate form®r requested time off.

Employees are expected to work their designated shifts.

Shift schedule is posted dhe Fire Districtvorkspace email system

Employees are responsible for chegkthe schedule and being aware of any changes in
scheduling.

Part timeemployeescheduling

=A =4 =4

= =4

Parttime paid workmaynot apply toanemployeeconsidered to be 8riding, in the
residency program areserveunless otherwise approved by the District Fire Chief
There is no guaranteed patime shift availability.

Schedleswill be approved by the Distridtire Chief.

Every attempt will be made as to distribute aabie shifts equally temployees dependent
upon staff qualifications and district needs.

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

Scheduling wilbe forward to theDistrictFire Chiefwhen ready for approval.

The shedulingpersonwill review the maximum hours worked for each pairhe employee
every three months (quarterly) to ensure compliance that garte hours worked do not
exceed thresholds for allowed workrte. Maximum time shall be less than 359 hours
guarterly.
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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
misuseshift trades may be prohibited from participatingtime program. Shift trading to work part
time employment is discouraged. Employees are expected to work their designated crew shift.

Guidelines:

A.
B.

nmo

o =

zzrx

Shift trades must not affect the operational effectiveness of the District.

The employee who is coveritige designated trade shift shall be accountable for any
tardiness or failure to report.

9YLX 28SSa OGKFdG aol Ol 2dzié 2F | aAKATFTG GNIR
trades for the remainder of the quarter.

Shift trades may be denied biye District Fire Chief

A shift trade is considered a forgight (48) hour shift.

For purposes of scheduling, a fidity-eight (48) hour shift cabe separated into two

twenty-four (24) hour blocks of coverage.

. Hours of the trade may vary by agreemdetween the two parties and approved by the

District Fire Chief

The District shall not incur any overtime from the result of shift trades

Shift trades shall occur during the same payroll period.

If an employee is unable to ftfill the shift trade they must find a qualified replacement and
obtain permission from the District Fire Chief for the replacement.

Family emergency or illness will be taken into consideration on a case by case basis.
Employees may only have 3 shift trades per quarter.

. The 3shift trades per quarter will apply to the person that initiates the shift trade.

{KATO GNYRS& YIFe y2i 0S I biddadeszind isStRemn inh ©S @
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

RSLI NIYSyiQa ¢2N)] aOKSRdA S G2 S@lrtdaaS Ada S¥T
following positions: Firefighter both ALS and BLS positioldinfie and parttime employee and

reserves.

Procedures

A. The 48 /96 scheduasimplemented beginning January 1, 20&8d shall be periodically
reviewed.

B. The 48 /96 shift schedule is a thrpatoon system in which employeesvk two consecutive
twenty-four-hour shifts for a total of fortyeight hours, and have ninessix consecutive hours off
(4 days).

A typical work period is as follows:
X=work day, and O=day off: XXOOOOXXOOOOX>dmdSo on.

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

D. Inthe event an osshift crew is scheduled to work both Decembei"2hd December 250f the
same year, the shift assigned to work on Decembé&h&® be reassigned to work on December
24th. The shift originally scheduled to work Decembét &l be reassigned to work on
December 23rd.

E. Shift Bid: De Beque Fire does not currentlyéhamy 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 alsence of the shift officer, the regular ftilime 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
appearane, 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 reprted 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 rmrthe 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 @t $algtions.
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 caethe storage of tools, equipment and supplies so as to not block any
access or egress or to impede the response to alarms. Personnel shalliglaad put tools
away when projects are completed.

Fire Station Visitors and Tours

a. Visitors shall be iaccordance 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 dom 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. Tis policy is not all inclusive and questions should be directed to the Fire Chief when
guestions arise. The intent of the policy is to provide rested personnel but not provide for nap time in
order to get out of work projectsThe Fire District personnate expected to b&orking 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 nerelated work projects may result in disciplinary action.

On duty mrsonnel 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 opemind 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. Atthe discretion of the Officer in Charge, an individual exhibiting signs of illness or extreme
fatigue may retire tohe 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 lemnning
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. Orduty personnel are not allowed to sleep duringettlay 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 respons@. email shall be sent to the Fire Chief for
documentation.

In all cases the Officén-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 umtessary 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

Atthe end of shift, personnel shall make ready the room for thecoming 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 emptieen needed. If floors become soiled,
personnel should clean these prior to the-oaming crew arrival.

The use of drugs, alcohol, smoking or tobacco products are prohibited in dorm rooms as well as any
district property including apparatus.

Personnehre 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.
Peronnel 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 orcoming shift.
4. Bedding that is to remain shall be straightenedteawrning by the person leaving the bedding
in place.
5. When individuals who are normembers 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 leavihg station.
c. Reuse the same bedding issued to them if their stay is for more than one night.

N

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 orcoming crew space.

Personnel should refill toilet paper rolls when empty and not leave empty rolls for tio@ming crews.

At the end ofeachshift, toilets and sinksare to be cleaned anttash 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 waitk $his 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 refriger@tat foodshould be
disposed ofmonthly or more frequently as needed
3. Trashremoved 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 alodif 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 pemit. 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 infation. Personnel should be ready
for pass down by no later than 7:50. All personnel are required to participate irdpass
Pass down is the transfer of information from the-géfing crew to the ortoming crew. Pass
down is not intended to inspecthe off goingcrew. 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 passlown personnel should proceed to apparatus checks to enthat all equipment is

ready for response. Apparatus checks should be completed by 09:00. Monthly detailed inspections may
200dzNJ F FGSNJ GKS RIFAf& OKSOla Fid GKS aKAFO adzJlSN
inspection checks angroperly document such inspection checks on the provided form. Falsifying
checks may result in termination.

Down Time

Shift supervisors shall review station areas for projects énatneeded. The intent is trehift

supervisor should be active in tiparticipation 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
Personel 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 (Mog&surday). On Sundays and
after 18:00 Monday thru Saturday, personal projects may be accomplished withwgeaithe project
completed prior to sleep. Employees should keep personal computer projects, phone calls and other
personal related items until &6 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 arecboi 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 supergior, at his or her discretion, majter the daily schedulgorovided that all
assigned tasks are completed before the end of each shift. Exapéiter cleaning and
NbzyyAy3a Oltfta 2y | aKIFINRé RIFIe&x GKS FTNBS (AY
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Cleaning of Apparatus
Personnekhall 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 appatahe
end of the shift. I storm conditions with back to back response.

B. Long extended callsapparatus 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 theroimg crew
and the offgoing crew shall participate in the cleaning tcsare 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. Thetded3 K& LINRP OSaa 2F aAld RAR y20 KI LWLIS
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 responsesfier 22:00 hours at the end of the 48 hour shift, the apparatus may be
washed at the end of shift. Gzoming personnel will assist the @fbing crew in cleaning and
preparing the apparatus. Cooperation of all crews are expected.

Apparatus must be madeady for response. The shift supervisor is responséilslensuring that
apparatus iseadyfor responseand 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 oernight snow storms occur prior to the end of-H8ur shift, the offgoing crew will start snow
removal by removing snow from the entrance sidewalks. The shift supervisor will adjust wake times
accordingly. The eonoming crew will finish snow removalthie parking lot areas.

Exemptions: If the offjoing 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 thparking lot. This includes the east o¥kew 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 imped 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, personn&dy park on the faeast side of the east apron area
(near propane tanks).

Off duty call response: Personnel thaspond to calls when off duty may park clésehe station as
needed with due regard for not blocking hazmat trailers or apparatus doors.

Expenditure Policy

TheDistrict Fire Chigb responsible for the supervision life Protection Districtxpenditures
and District Budget. THeistrict Fire Chiefvorking with accountingndwill present a monthly
expenditure report in an acceptable format to the District Board.

1 Expenditures:District expenditures shall have a purchase requisition form attached to the
invoice with theDistrict Fire Chi€ta & A 3y I (G dzNB | dzi K2 WNayl Ay 3 & dz0
expenditure not signed by thBistrict Fire Chigs not authorized. ThBistrict Fire Chief
may delegate to staff the purchase items on a signed purchase requisition famm.
employeemay not purchase items without the prior approval from strict Fire Chief

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

9 Operational expenditures:TheDistrict Fire Chigk authorized to expend funds to sustain
daily operations, routine apparas maintenance, and supplement replacement of aon
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capital items. Capital expenditures in excess of $1,500 shall only be madEiedter
Protection DistricBoard review and approval accordance with Colorado Law.

91 Delegation: TheDistrict Fire Chiefnay designate a line supervisor or responsible employee
in his/her absence to authorize routine expenditures.

1 Emergency Expendituredn the event of an emergency expenditure, thestrict Fire Chief
shall follow the chain of command and notify the Boarddtient or VicePresident of the
emergency expenditure and the nature of the emergency including the amount of the
expenditure.

f Budget:Fire Protection Districk K £ £ | R2LJ0 Fy | yydzf 06dzR3IS
mill levy.

o The Board shall dgggnate a qualified person to prepare a budget. This is normally
the Fire Protection DistricCPA.
0 Adoption of the budget shall be in a public hearing.

The Board shall publishnotice in both Garfield County and Mesa County

newspapers.

TheDistrict FireChiefshall provide input on budget categories for the Budget.

TheFire Protection DistridBoard shall appropriate such budget through resolution.

The District Fire Chief shall sign all expense requests.

The District Fire Chief shhk responsible fofollowingthe annual budget

o

O O OO
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1 Resource orderingTheDistrict Fire Chieghall be responsible for ordering out of district
resources. ThBistrict Fire Chiefhay directthe on-sceneemployeeto order such
equipment as needed for the preservationliéé safety andoroperty.

These resources include but are not limited to:

1 Aerial firefighting equipment
1 Wildland suppression teams
1 Ground support equipment (dozers, water tenders, fire engines)

When wildland firefighting equipment sesourcesare orderal, 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 ordefire Protection Districtmployees shall
follow established Annual Operating Plans (A®RNn ordering equipmentFire Protection
Districtemployees shall avoid encumbering thiéire Protection Distriainless a life safety
issue exists. All resources ordered shall be approved bpidigct Fire Chiefr designated
staff person.

Local e District mutuadaid resources can be ordered by the Incident commander without
the need of prior approval.
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Employee Benefit Plans

Fulktime classified employees, are eligible for a variety of group bené&titsyhave 3 days from
their date ofhire to enroll in the various plans, and day one is the date of hidwerage is effective
the first of the month aftethe date of hire Employees shouldkamine all benefits information
provided, paper anélectronic, in order to make informed decisiofiiey should sk questions
before making a decision and review and verify the accuratyeofelections before submitting
them.

Once enrolled in any of the group benefit platiee employee wilthen have ertain

responsibilities: to verify the accuracy of enrollment elections and the deductions for these
elections, , to infornthe Fire Protection Distriadbf any changes, and, most importantly, to become
familiar with the plans you have elected, as welaag information regarding the state rules and
procedures governing those plans.

Employeesre allowed to add a new spouse or dependent child within 31 days of a qualifying
event, such as marriage or birth. Day one of thisld§ window is the date of thevent, such as the
date of marriage or birth. When spouse or dependent child is no longer eligilthe employee

must notify administration within 31 days of the ineligibility daiéne employeenust also provide
any supporting documentation regardingasiges within the 3day window (e.g., documents that
OSNATe || yS¢g allrdzaSs || RAG2NDOSTI | ySgé OKAfRZ
benefits with another employer).

Medical, Dental and Vision Insurance:

De Bequd-ire Protection Disict offers medical and dental plan coverage for eligible employees
and their eligible dependents, which includes spouses, sgemeler domestic partners (SGDP),
dependent children, and the dependent children of a SGDP.

Costs:

Annually, theFire ProtectiorDistrictBoard of Directors review current benefits offered to
employeeand the cost share associatedtlveach individual plan. Cesharing plans may vary
from year to year and from position to position. Contact District Administration for cuyrent
available plans and costs.

AFLAC: Eligible employees can obtain AFLAC through the DeMegBeotection District AFLAC is
paid by the employee through payroll deductions. Additional information is available upon request.

Benefis eligibility is based upon the position held and qualifying positions.
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Definitions

Eligible EmployeeAny person employed by the De Bedtiee Protection Districivho meets the
definition of Employee and is employed fgiline. A Employee means an employee whose salary is
paid by the De Bequire Protection DistrictEmployesdo not include persons employed on a
temporary basis.

Eligible Dependent:
A. Current Spouse, including Common Law Spouse.

1. Spouse means a spouserasognized 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 impedent to the marriage.

B. Achildthrough the end of the month in which the child turns age 26. The legal definititreof
child must be applied (e.g., first generation, parehild relationship). As of July 1, 2011, marital
status, student status, finafed support, and residency are no longer factors under the Patient
Protection and Affordable Care Act.

A child includes:

1 a biological or natural child;

1 alegally adopted child;

1 achild legally placed for adoption or foster care;

9 astep child as long as the employee and natural parent are married,;

1 a child of a samgender domestic partner or a partner in a civil union as long as the
employee and parent are in a committed relationship; and

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

A physically or mentallgisabled childwho is 26 years of age or older and is;

a) unmarried;

b) certified by theDigi NAng@dic@l&arrier or thirgparty administrator as being
disabledprior 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 @be major source of financial support or the employee is
directed by a court order to provide coverage.

Exclusions

Exspouses and their children, sargender domestic epartners and their children, civil union-ex
partners and their children, opposigender domestiex-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 nofrelatives in the household. The only exception is when a court determines a
qudified dependent relationship exists and issues an order specifying responsibility for coverage.

QUALIFYING EVENTS
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Required Documents for Benefits

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

2. AND the first page of your most recent tax return; OR 3
document dated within the last 60 days showing current
relationship status, such as a joint household bill or joint
bank/credit account, etcThe documents must be dated an
fAal @2dzNJ A1L12dzaSQa yI YS |

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 evidengd
of the Civil Union.

2. AND the first page of your most recent tax return;

OR a dcument dated within the last 60 days showing
current relationship status, such as a joint household bill ¢
joint bank/credit account, etc. The documents must be
RFGSR yR fAald @2dzNJ LI NIy §

Commonlaw Spouse

1. CommoHdaw affidavit
2. AND a document dated within the last 60 days showing
current relationship status, such as a joint household bill ¢
joint bank/credit account, etc. The documents must be
RFGSR yR fAald @2dzNJ LI NIy §

Children

1.1 O02L® 2F (GKS OKAfRQa o0AN
certificate, naming you or your spouse/SGDP/Civil Union
tFNOIYSNI Fa GKS OKAf RQ&a LI N
OR appropriate custody or allocation of parental

responsibility naming you or your spouse/SGDP or Civil
Union Partne as the responsible party to provide insuranc|
for the child.

*xxx 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 aduttaust 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 numbesroployeeson 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 managingroployees so as to staff shifts adequately.

POLICY

1 All leave time must beaquested and approved through thgistrict Fire Chiefin the
absence ofhe District Fire ChiefShift Lieutenants will process requests for leave.

1 All requests for leave must be submitted to tBéstrict Fire Chie3 weeks in
advance or more before theatie 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 Retjf@msn does not guarantee approval of the
Leave request.

Definitions:

PTO: Applies only to FT&mployee Provides a bank of hours in which the employer pbols's to
be used forsick days, vacation days, and personal days.eRipibyees accrue PTO based uptme
length of time and work status. PTO covers both sick time and vacation leave time.

Unpaid Leave:Applies only to FT&mployee Unpaid leave is time off from work which is provided
without pay. When an employee takes or igagi 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.
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Leave Reason Codes:

PV¢ Paid Vacation Daywhereanemployee has worked a holiday and is owed a vacation day. This
applies only to 40 hours FEmployee

V ¢ Vacation Day UnpaidTaking a holiday vacation day that is not part of the vacation package at
DFPBEapplies to 40 houemployee

PL¢ Personal Leave Paid (PTOj)aking time off for personal reasons.

PUc PersonalLeave UnpaidTaking time off for personal reasogson-paid.

ML ¢ Medical LeaveUp to 5 days PTQsee medical leave.

FSlc Family Sick LeavePTO time used for family sick leave.

MU ¢ Pregnancy Disability Leave Unpaitiaking extended time off afteiivgng birth¢ non-paid.

MEDc Medical Leave Unpaidnon-occupational illness or disability, other than pregnancy, childbirth,
or related medical conditions.

JD¢ Jury Duty PaidThree days of jury duty is allowed to be paid by DFPD.

JDUg Jury Duty UnpaidAdditional days of jury duty taken.

MIL ¢ Military Leave UnpaidAn unpaid leave of absence for required military service.

WCc¢ Workers CompensationA leave of absence because of woekated illness or injury.

BL¢ Bereavement Leave Paid3 Additional paid PTO leave of absence to attend the funeral of an
immediate family member.

ATF Additional Time Off for Funeral unpaidn the instance of the death of an immediate family
member.

ST¢ Shift Trade:Shift trade must be within same pay fp&d and will not create overtime expense.
T-Training

O ¢ Other ¢ Please explain

WCP¢ Work Related Court Leave Paisltandatory Court Appearaneelated to work.
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PTO REQUEBROCEDURES
A. General Leave Time Procedures

1. ¢KS S5Aa0GNROGQa [ b bsedSvhem Btjuezsling leavEahdstiift téadies. Leave
must be processed (i.e., approved or rejected) by the District Fire Chife request forms are
available on the Fire District shared drive or in the operations office in the mailbox.

2. There must b sufficient staffing scheduled on the date of the leave requested in order for the
f SIS (2 06S FLIWNRPGSR® LT | LIWINRPOAYI GKS LISNAE?2
Minimum Level Risk Staffing requirements, the request should be rejected.

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

4. Leave time for classes or trainiMjJSTbe approved by the Fire Chief priorattendance.
Employees must submit the request in writing using the District Leave Request Form. Approved
leave for training isnotcharfe (2 G KS SYLIX 2bat$3athér cangidbredd | £ | y OS
alternate assignment administrative leave with pay.

5. All leavetime requests shall comply with the De Bedtiee Protection DistridRules and
Operation Standards.

PTCOLeave Accrual

Employees will accrue the following amount of general leave to be used for vacations, illness and paid
holidays. There is no waiting ped for new employees to use their PTO once it is accrued.
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PTO Chart

40 hour FulTime Employees Shift Employees

Years of | Biweekly hr. | Annual | Accrual] Per 48| Biweekly Annual Accrual

Service Hours Cap | hr.shift| Accrual Accrual Cap
hours hours

1¢5 3.15 126 126 2.4 5.630 146.4 146.4
years

6¢10 5.54 144 144 3.6 8.446 219.6 219.6
years
1lor 6.69 174 174 4.2 9.853 256.2 256.2
more
Revised

4/11/2017

Based upon 648/96 shifts per year. 26 -Bieekly periods.
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Using PTO:

PTO timés a benefit so that employees can take time away from w&KO time is not considered
hours worked for the purposes of calculating overtinkrO time will not supplement overtime pay
and is to only meet the hours needed for regular payroll for that playee.

PTO timewill not be granted in advance of its accruBequests 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 yean$.youterminate you employment and have accruedib
unusedPTCime, you will be paid for the unused PTO at your toeinrent regular rate of payUsing 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 houthéir 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 capghen PTO is used, the employee will then start to accrue
PTO again.

PTO casbhut:

PTO time is not able to be cashed out unless the employee terminates employment with the De Beque
Fire Protection DistrictUpon separation of employment, the employee will be paid the remaining
amount of PTO owed at the regular pay rate at whickas 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.

85| P age Adoption Date:April 10" 2018




Family and Medical Leave Act (FMLA)
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Statutory Rights Only.This policy is to be read in accordance with the Family Medical Leave Act
6acCal[!é¢ 2NJa! OGév 2F moppox +a FYSYRSRZ |yR [/
to explain those rights and obligations required by the Acts and is not intendeddtecany

additional or contractual rights or obligation#ss 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 dpnly when an employee satisfies

all eligibility requirements of Paragraph 2 below.

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 seyesrs) byTHE DISTRICT

must have worked at least 1,250 hours fbe Districtduring the 12 months before leave is to

be taken, and must be employed at a werike wherethe Districtemploys at least 50

Employees within 75 miles. Unless all of thesedd@ns are satisfied, Employee will not be
eligible for FMLA leave.

FMLA Benefit.Eligible Employees shall be granted a total of 12 weeks of FMLA leave during a
rolling 12month period for one or more of the following:

a. Because of the birth of 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 adaunghter, 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 positia 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) inth¥ &R C2 NOS & ® dv dz- f
SEA3ISyOeé¢ A& RSTAYSR o0& GKS ca[! wS3dz I (17
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 aifpr 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 sectiot(h)(13)(B) of Title
10, United States Code. Qualifying exigency leave may also include parental leave so
OKIFG StA3AofS SyLftz2esSSa vlre aGr1S tSIF@S 47
incapable of selDl NB 6 KSy ySOSaanadil (daRivedsty. ExigehcyY S Y @
leave to spend time with a military member on Rest and Recuperation is limited to
fifteen (15) days.
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preceding the date of leave under consideration for FMLA benefits.

In any casgn which husband and wife are both employed by Employer, the aggregate number
of workweeks of leave to which both may be emttimay be limited to 12 workweeks during

the rolling 12month 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.

Service Member Family Leav&ubject to meetingertification requirements by the health care
provider, an eligible employee who is the spouse, son, daughternpasenext of kin of a
covered servicenember shall be entitled to a total of 26 workweeks of leave during a single 12
month period to cardor the covered service member.

a.

G/ 20SNERSYSBRXE OSSHyay
(2) 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 statuspr 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 (mgladi
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.

GbSEG 2F {AYy 2F I O2dSNBR a8 nkiked@ber idhY o6 S NE

0KS O20SNBR aASNBAOS YSYOSNDAa alLkRdzaSs LI NI
of priority: Blood relatives who have been granted legal custody of the covered service
member by court decree or statutory provisions, brothers arsders, 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. W8uerh designation has been

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

The leave described in this paragraph shall be available during a siAgierit period.

During the single XEnhonth period, an eligible employee shik entitled to a combined

total of 26 workweeks of leave under FMLA benefits and Service Member Family Leave.
tKS Gaxggi& MIBNA2RE o6S3IAya 2y (GKS FANRID
leave to care for a covered service member and ends 12imsaafter that date. If an

eligible employee does not take all of his or her 26 workweeks of leave entitlement to
OFNBE FT2NJ I O20SNBR aSNDNRY (XS YIS SNIZ RENA yi K
part of his or her 26 workweeks of leave entitlementcare 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 hushd and wife may be entitled teervice member
family leave may be limited to 26 workweeks during the singlenbath 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 Figgons, 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 idelsi Service Member Family Leawdess stated
otherwise.

Serious Health Qudition. ! G & SNA2dza KSIFf GK O2yRAGMenyér YSI

physical or mental condition that involves inpatient care in a hospital, hospice, or residential
medical care facility; any period of incapacity requiring absence from wohiool 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 er long
term health condition that is incurable oo serious that if not treated would likely result in a
period of incapacity of more than three calendar days; or prenatal care.

Serious Injuryorllinessd { SNA 2dza Ly 2adz2NE 2NJ LffySaasé Ay
Forces (including a member thfe National Guard or Reserves), means an injury or iliness 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 acive duty in the Armed Forces) and that may render the member medically unfit to perform
0KS RdziASa 2F GUKS YSYOSNRa 2FFAOST 3INI RSI NI
member of the Armed Forces (including a member of the National Gudrggerves) 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 beforethebggihy 3 2F (GKS YSYoSNRa | OGA@DS

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.

Intermittent / Reduced Scheduleln general, FMLA leave shallti@ taken by an Employee
intermittently or on a reduced schedule basis unless the eligible Employethamistrictagree
otherwise. Intermittent and reduced schedule leave is available only for a medical necessity
that can be best accommodated through intermittent or reduced leave schedule. If an
Employee requests intermittent or reduced schedule leave that is foreseeable based on planned
medical treatmentthe Districtmay require such Employee to transfer temporarily to an

available alternativgosition for which the Employee is qualified that has equivalent pay and
benefits, and which better accommodates the recurring periods of leave.

Notice of Need for FMLA Leavén any casgn which the necessity for FMLA leave is
foreseeable, the Empyee shall providé¢he Districtwith at least 30 calendar da§sotice 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 afthe need

for leave. The notice should be in writing and must mideeDistrictaware 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.

Notice of Leave Due to Active Duty of Family Membén.any casgin 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 reasonatbleraaticable.

Certification of Need for LeaveAn 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 Emyse, 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 domestitnea, 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
G2 LISNF2NY (GKS TFdzyOlAizya 2F GKS 9YLX 28 SS(

f. In the case of certificatn 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 foitS 9 YLX 28S5SQa 26y aSNAR2dza KSIf (K
with a serious health condition.

g. Any other information permitted by the FMLA to assist Employer in evaluating the leave
request.

TheDistrictmay require that the Employee use the MediCartification Form provided ByHE
DISTRICTThe Districtmay also require, at its own expense, that the Employee obtain a second
opinion from a health care provider designated or approved B DISTRICT




11.

12.

13.

14.

15.

16.
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Continuation of Health Insurance Benedit 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 positiothe Districtwill pay its normal contribution to
the health insurane premiums of Employees who are on FMLA leaveT Bl DISTRIQ &
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 Employethgives
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 (CABRAnployee
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.

Loss of Insurance Benefitd'he Employee's failure to pay his or her share of the premimans

result in loss of coverage. Should the Employee fail to pay their share of premiums during their
leave periodihe Districty I @ St SOG (2 LI & GKS 9YLX28SSQa &
wages in order to maintain coverage while the EmployeaiEMLA leave. In this evettg

DistrictK F & G KS NAIKG (2 RSRdzOG GKS IY2dzyli I RGIyYy(Q

NEBGdzZNYy G2 62N @ ¢ KA & N 3 e Disirigtis dolel@alTHEK S 9 Y LI 2
DISTRIGTa RAAONB (A 2y o6tgiwr thé Eniplayed dayfrighti@ derRaddtliae y
DistrictLJ- @ (G KS 9YLX 28SSQa LRNIA2Yy 2F (GKS Ay adzNIy

THEDISTRIQB wA 3K (2 wSO02 g habidtrigidayzietoyei®m theNB Y A dzY a
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entitlement has expired, unless the reason that the Employee does not return is due to: (1) the
continuation, reoccurrencefamr 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.

Medical Recertification.Employees onMLA 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 unablto 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 taliernish
Districtg A 0 K LISNA2RAO NBLRNIA ol G f St taniito rBtddtolE o n
62N P LT GKS OA NDdzY &dhange@rtl Emptofee ik gble B Yetulin e S S Q 3
work earlier than the date originally indicated, Employee will be required to nibt#Ef\District
at least two work days prior to the date thEmployee intends to report for work.

Fitness for Duty.Before the Employee may return to work following FMLA leave as a result of
GKS 9YLX 28S5SSQa 26y aASNAR2dza KS|I théd BistriCitf &R A G A 2 y 3
certification issued by health care provider stating that the Employkeas the ability to

perform the essential functions of the job, based on a list of the essential functions specified by
THE DISTRICT

Extension of Leavelf for any reasorthe Districtgrants Employee additional leave after the
Employee has exhausted all FMLA leave, such leave shall be unpaid discretionary leave not
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17.

18.

19.

20.

22.

subject to the rights and obligations of the Family and Medical Leave Act. It shall not tbeguire
Districtto payanypdlli A 2y 2F 9YLX 288SQa KSIfOGK AyadzaNIyo
9YLX 28S5S5SQa NBUdzNYy (2 GKS al YS 2TheDstichagnof Sy i
obligation under this policy or the Act to grant leave in excess of the period specifted by

FMLA.

Use of Paid Leave during FMLAhe & LJt 28 SS Aa NBIdzZANBR (2 SEKI dz

if any, during FMLA leave. FMLA leave is, otherwise, unpaid leave. The total period of absence
considering all PTO and family leave used for reasonered 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.

Forms. Forms are available through the Human Resources Department for requesting FMLA
leave and for fulfilling Medical Certification requirements.

Termination During LeaveEmployees on FMLA leave generally have a right to return to the

same position or amquivalent position with equivalent pay, benefits and other terms and
conditions of employment. However, this does not entitle the restored employdiectaccrual

of any seniority or employment benefits during any period of leave, or any right, bemnefit

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 oraployee, so long as the

lay2 FF¥ 2NJ GSNXYAYlFGA2Y A& y20G 0SOFdzAaS 2F (G4KS 9

Key Employee Exceptior® YLJ 28 SNJ Yl &8 RSy@& NBaldz2NllAzy 27F
leave as described in paragraph 19, and alsd $u@h 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 injyy 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
GYSe 9YLX 2e&SS¢ -eligble dnplojide Ho MJ&NSoRg the Aighésaid 10 percent
ofalltheSYLJX 285Sa SYLX 28SR 08 (GKS SYLX 28SNJ 6A0GKA

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 discrimate against any person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement. An employee may file a complaint with the U.S. Department of Labor or may
bring a private lawsuigainst the DistrictTheFMLA does not affect any federal or state law
prohibiting discrinmation 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 LeaveOnDuty

Any employee who sustaing ajury whileperforming the duties ohis or herposition at the De Beque
Fire Protection Distriatnay be granted leave with pay as outlined in the Workers Compensation policy
and in accordance with state law.

Medical Lea® - Paid

An additional 40 hours of Medical Leave Rii&ybe 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.

1 A serious health conditioexperienced by the employee @r pregnancy related issues.

T tI NByidQa IthebidhbRalchiddS I

T {SNA2dza KSIfdK O2yRAGAZ2Y 27F |y S¥dlge ardl8ena OK
if child is disabled. Physician documentation provided by employee.

T {SNA2dza KSIfiK O2yRAGA2Y 2NJ SYyR 2F fAFS Oz2y
documentation provided bthe employee.

puld

Employees must submit the request tre 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 describedlathave.

employee has exhausted their PTO balancedfijiioyeemayrequest up to 12 weeks ainpaidleave

during a calendar year. If the leave continues beyond 12 weeks, employment status will be reviewed by
the District Fire Chief

1 A serious health condition experienced by the employee.

{ Serious health conditonof &Y LS 28 SSQa OKAf R (KL dof agedor ddérR S NJ
if child is disabled. Physician documentation provided by employee.

T { SNA2dza KSIfiK O2yRAGAZ2Y 2NJ SYyR 2F tAFS O2yR
family member. Physiciarodumentation provided byhe employee.

Prior to return to work the employee shall provide to the Fire Chief a return to work statementhiisom
or herPhysician. ThEire Protection Distriatnay require a district physical prior to retungto work
when the physical is jelelated 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 governfioerfary duty that covers the
same period for which the exempt employee is receiving pay trenemployer.

Nonexempt employees are provided 3 days of pay for jury duty. Shift workers are expected to return
back to work following release from jury duggch day.
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MILITARY LEAVES OF ABSENCE

Any DFPD employee required to attend military trainfimgluding National Guaray military duty

shall be entitled to military leave from his respective duties without loss of employment, position,

or benefits & 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, adgmdictated 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 it the same or similar position.

Guidelines for Military Leaves of Absence:

A.
B.

The employee will return to his regular position upon his return.

AnFTEemployee shall be grantealleaveof 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
fiscd 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 nattbsaster
medical system under the United States Department of Health and Human Services.

Additionally, the employee shall be eligible for a military leave without pay in accordance
with federal and state law.

Upon return to active employment, reinstateent of position and benefits shall be afforded
as required by law.

Procedure:

A.

B.

C.

The employee must notify his immediate supervig@t he will leave employment to
perform military service as far in advance as reasonable under the circumstances

An operdions employee shall also notify the District Fire Choebbtain necessary
coverage.

Upon return to work, the employee is required to submda@umentthat establishes
eligibility for reemploymenper the Uniformed Services Employment and Reemployment
Rights Acbf 1994(USERRA)
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Pregnant Firefighters

The FireDistrict 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 informDigrict Fire Chief of her need for
accommodation with a letter from an attending physician.

WorkplaceAccommodatioafor Nursing Mothers:

When an employee requires an accommodation for nursing, she shall inform the District Fire Chief in
writing, of herneed for accommodationDe Beque Fire Protection District will make a reasonable effort
to provide a privatdocationin close proximity to the work areg&Should the primary accommodation
location not be available, the employee shall notify their immeslgupervisor and an alternative

location will be used.
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POST-SECONDARY EDUCATION ASSISTANCE PROGRAM

After their first full year oDe Bequdrire Protection Distriatmployment,DFPDprovides fulitime
employees assistance in pestcondary educational opportunities at accredited universities and
colleges for degrees related to their field.

Guidelines for Posbecondary Education Assistance:

A. Annually, subject to availability of fusdDFPDmay reimburse up to $1,000 per eligible
employee for classes to obtain a joblated degree. Employees must pay all education costs
up front and seek reimbursement froDFPDoncethe class is completed. Proof of receiving
- FAY I 3 NteRaéhd ¢f gaynterit énustb&dulimBted by Juneahnually for
reimbursement of classes taken during the current fiscal year.

B. An employee who is voluntarily or involuntarily terminated fr@®&PDprior to completion
of a course will not be reimbursed.

C. ThebDistrict Fire Chiedvill 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 andFPDcosts involved, and level of responsibility of tepdoyee and on the
following priority levels:

For postsecondary classes to meet minimum education requirements for the next level promotion
Ay GKS SYL¥bf2on®&hQia Fir&EMSkejated and/or job specific degrees.

1. Postsecondary educationdilinding 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 anployeewho participatesin the PostSecondary Education Assistance Program
shall be eligible to convert accru@¥ OLeave hours to Education Leave.

4. Employees that utilize the Secondary Education Assistance whleneligible to
funding for jobrelated corierences in that calendar year.
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CONTINUING OR CONVERTING YOUR GROUP HEALTH INSURANCE COVERAGE
Consolidated Omnibus Budget Reconciliation ALDBRA)

It is the policy othe De Bequé-ire Protection Distridib comply with the Consolidated Omnibus

Budget Reconciliation Act (COBRA) of 1986 and Health Insurance Portability and Accountability Act
(HIPAA), which requires employers to oféenployees and their eligible dependents the
opportunity for atemporaryex Sy aA 2y 2F KSIf 4K O20SNI3IS Fd (K
under the plan would otherwise cease. For detailed information regarding COBRA, ddistact
Administration
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RETIREMENT PLANS

Fulktime employees of DFPid not participate in the Sodi&ecurity System; patime employees
do. However, deductions are made for all employees each pay period for Medicare. Other
retirement benefits are available as identified below:

Operations:

Uponthe date of hire, all fukime Operations employeed, eligible, are required to participate in
the FPPARetirement System. The contribution rate is seRBPA and votingiembershipand is

subjectto changeDFPD} f 82 O2y UNAROGdziSa | LISNOSyidl3aS I Y2dzyll
account, which is set HyPPA anthe State.

DEFERRED COMPENSATION-RIEAN

TheDe Bequéd-ire Protection Distridias made available an optional 457 Employee Deferred
Compensation plan to all fuime employees through payroll deduction. The purpose of the plan is
to encouragge employees to save on a giax basis and to build a financial reserve for retirement.
For more information, please conta@dministration The employee makes contributions to this
account. 457 deferred compensation plamase governed by rules set by¢ Internal Revenue

Service and employees may contribute up to IRS limits into the 457 deferred ceatpenplan.
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EMPLOYEE ASSISTANCE PROGRAM (EAP)

TheDe Bequédrire Protection Distriatecognizes that a wide range of problemsuch as marital or
family distress, legal concerns, alcoholism, financial concerns, and drug@baosdirectly
F2a20AFG0SR 6A0K 'Yy AYRAGARdzZ £t Qa 2206 TFdzyQUuAzy
performance on the job. Consequently, tbe Bequd-ire Protection Distrigbrovides 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 nBrenBequéd-ire
Protection Districpolicies or from meeting normal job requirements during or after receiving EAP
assistance. Nor will participation in our EAP preventDeeBequd-ire Protection Distridrom

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 contdgtmation may be

obtained fromAdministration

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 stressofs,i ® a | NB Q & evel@adlaliitical InciflentZtreRs
Management (CISM) team made up of certified mental headtiessional.

The CISM team ascribes to comprehensive, integrative principles and core components as described
and taught by the International Critical Incident Stress Foundation (ICISF):

Precrisis preparation

Disaster or largecale incident response

SmallGroulr ST dza A y 3 Qa

Debriefings

Oneon-one support

Family Crisis Intervention

Followup and referral.

=4 =4 =4 =4 -4 -4 -4

Participation in the CISM process is wholly voluntary and completely confidential. The team strives
to minimize the toll of stress oBFPBemployeeand their families while maximizing the personal
rewards of the profession.
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HEALTH & WELLNESS PROGRAM (Physical Fitness)

DFPCENcourages health, wellness, and fithess and provides workout facilfi¢dencourages
employees tautilize the workout equipment

Employees:

All De Beque Fire Protection District personnel are encouragatllize 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 pper program and training.

Non-District People

People not employed or covered by the De Begue Protection Districire not allowed to use
district workout facilities due to the liability of risk associated with a user not covered under the
Fire Proection DistrictWorkers Compensation Program.
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GROOMING REGULATIONS

Grooming shall be consistent with the mission of Be Bequd-ire Protection Districaind 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;gr@timed hairand properattention to
oral hygienethe absence of offensive bodydors, 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.

GeneralGrooming Guidelines for AIFPEmMployees:

The following groomingegulations 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 haican easily be grabbed by patients, caught on machinery orf@reewith 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, daring discredit to the District. Examples of prohibited
markings include those that are considered by the District to be sexistt, nagigar, anti
social, violenor discriminate against any protected class by virtue of including words,
symbols, or pittres 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 thBistrict Fire Chiefwhile on duty, employees ay be
required to cover visible tattoos by long sleeves, turtle neck shirts, long pants, etc.

C. Employes 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 thdadse and will not rise above
the ear canal opening. While on dugynployeemay wear one stud earring per ear not to
exceed 2 mm.

D. Other than ears, no visible body piercing (or piercing holes), to in¢cheleose, eyebrows,
and tongue, are acceptable whiey” R dzigdugesb 2 N& S+ NNAy 3Ia GKI G
performing assigned duties are acceptable while on duty. Piercing holes larger than those to
accommodate a small post earring must be closed or covered withitesd plugs while
at work or on dity.

E. Employees whose appearance violalsPBstandards 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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GroomingGuidelines foEmployes:
A.

o

n
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Hair must be properly cut so as to present a neat appearance at all timesuRdormed
employe&¢ GKS fSy3dkK 2F GKS KFANE a Ad A& 62N
neckline or the top of the collar inréss 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 %2 inches
from any portion of tle head.

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.

Mustaches shall not be of such length that they extend more than the corner dipthe
and/or interfere with the SCBA equipmenBeards or any other facial hair with the
exception of sideburns and mustaches shall not be wdaryshort goatees may be
allowedand shall not interfere with the SCBA equipment

Radical hairstyles of anynki, such adlohawk are not permitted.

The &otic coloring of hair is prohibited.

It is strongly recommended, for safety purposes, suppressioployees donot 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, andas subject to catching

or snagging due to being loose on wrists or fingers. Necklaces or chains normally worn
around the neck are permitted if tlyeare worn inside the clothing.

Popular jewelry styles that may have the potential for creating a safetaid for the

wearer while doing their assigned duties shall not be worn.

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.

Exempt from this policy mttooed wedding rings and tattooed make for firefighters

giving the appearance of natural color and style.

Vs




UNIFORMS

Allemployees shall wear the appropriate uniform when on dutgdhare responsible for obtaining

and maintaining the uniform items required for their assignment. All uniform items shall be
YIEAYGFrAYSR Ay LINRTFSaaraAz2ylf O2yRAGAZ2Y® ! ye | NI
Fire Protection Distriét I FiFexgedel to be kept clean and presentable. Faded, worn or

damaged clothing is not acceptable, including faded lettering or markings on uniform items

requiring such markingNotify your supervisor if replacement uniforms items are needed.

OperationaEmployedJniform Regulations:

A. Allfull-time firefighters will receive an annual total uniform allowance for purchasing,
maintenance, andeplacement of their duty weaas follows. Uniforms items will be ordered in
February, Julyand Novembepf each yeadepending upon budgetPurchase request should
be submitted to the assigned person for ordering and approved byikgict Fire Chief
Uniform allowance budget for FEfployeesrun onacalendar year. Every effort should be
made to mak a single order and keep from individual order items.

B. The following items qualify for uniform allowance purchase:

1 Dress uniform items (name plates, shirts, pants, badges)
9 Station duty adthing (Fshirts, shorts, sweaiants, hats)
9 Station duty bootawvildland boots

C. Items needed for overnight deployment suab bedding, sleeping bags etc.

D. New fulktime firefighters will receive an initial issue of uniforms throAPDand thereafter,
will receive the same annual uniform allowance as othettiwié 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 allowancesor part-time employees are budgeted annubf and will be divided as

needed between all PTEmployees.

Class B uniforms shall be worn between the hours of 08:00 and 18:00.

Department Tshirts maybe worn while performing maintenance duties or any tithat the

employee may be subject to working in a dirty environment.

After 18:00 and evening response3-shirts or polo shirts may be worn.

Brush barrier pants and-ghirt maybe worn on days of expected wildfire response.

As a general rule, if you wile meeting the public wear class B uniforms

Class B uniforms shall beom to any meetings or trainingith the exception of those trainings

that will require evolutions (1410 drills, RBO etc..).

. Class B uniform shall consist of a class B, shedepartment issued badge, namplate onthe

right side above the pocket. Insignia on collar respective to rank or DFPD.

Additional pins or medalwill be authorized on a case by case basis.

Employes may wear sweatshirtsr job shirtsduring cold weather

o

z rxRo-

oz
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OfficePersonnel
A. Officeemployeesare to wear business professional shirts embroidered withapproved
DFPD monogram or logo on the left front with slacks, pants, skirts, or dressy capris.
Administrativeemployees 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.

Shoe must be clean and/or polisheéidappropriate. Shoes must be of clasie design for
safetyand must bevorn 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 accessorieand personal protective equipment issued

B. Any member leaving DFPDsinall turn back to the district all badges, patches, stickers, and

insignias representing the namepé Bequd-ire Protection Distriét ®

C.!LR2Y |y AYRAGARdzZ £t Qa aSLI NI GAZ2Y FNRY GKS

DFPBEissued 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 cplone usage

The purpose of this SOG is to outline the standardsi$e of firedistrict issued cell phones and
deviceso ensure the safety of the EMS/Fire personnel and the citizens traveling the roadways,
and tokeep a professional demeanor while on duty.

The Fire Protection District assumes no liability for the use of persavahed electronic
devices. The use of personal cell phones, laptops, tablets or other electronic devices is at the
ownerQ @sk.

STANDARD

While department issued and personal Phones in the workplace can assist in the mission of the
fire district, theycan also contribute to annprofessional appearance, with the diversity and
multitude of alerting tones, music ring tonestc. Given the proliferation dd St f LIK2y Sa >
and smart phonesach 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 there Districis engaged in service to the public, maiming 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 sl 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 madduring 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 issueduring 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 esk 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 FirEMS vehicles of the SUV type in the gmnergency mode may in
engage in phone comvsation 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) Handsfree device maye used.

6. Personnel shall not engage themselves in personal cellgpbonversation 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 @hicle for handdree 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 situatipcsll phones shall be set to a standard
ring tone during the duration of the event.

Department Issued Cell Phones and electronic devices

¢tKS CANB 5A&0GNAROG NBO23yAl Sa (KréDistrivtliseuedl I y OS
electronic devices inading districtissued 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
responsibé for ensuring that the phone is connected to station®/and not wireless
access.

3. Watching personal movies, playing games or other-nonk activities on the distriet
issued cell phone is prohibited. Using the cell phone for Fire District relatiuiiy
videos or for informational purposes are acceptable. Use Wifi whenever possible.
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4. The Fire District electronic devices provides followingguidelines for their use.
a) District issuedlevices provide no privacy expectations for users.

b) Personnéshall not add any applicatiotdPPSyvithout 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 Lieutenarkll 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 Lieutenanimay at their décretion, take photos of incidents for

documentation, preplans, 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 Chiemigleq a hazmat
incident with leaking produat taking photos without people in them is
considered appropriate. Taking photos of a patients face, personal
identification, vehicle identification or taking photos ofays or any patient

information unles specifically approved by the Fire Chief is not permittede

social media policy.

f) Shift Lieutenants are responsible for the electronic equipnaart the data
contents

g) Each crew shall have with theat all timesthe following items:
1. King Radio andpare batteries
ynn aKli aKAFTAI NIRA2Qa 63INBSy
In-reach communications device
Tablet
Department issued cell phone
Other devices issued as needed.

ook wN

Each Lieutenant is responsible for the maintenance, charging and ensuring that these devices

are readily available faresponse 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 Bequéire Protection Distri@a S E LIS O I ( A e williaktile(on time &nd S Y LI 2 &
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 transfeof 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. Inthe event that employees are unable to report to work or expect to be lagy 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 illnessYhe employeemust notify the supervisoas soon as reasonable and
practical.

C. Allemployeetardies or absencesust be properly documented.

D. In the event thanon-exempthourly employeeghat are more than thirty minutes late
reporting to work, without approval or previous notification, thepguvisor will use
discretion in determining whether or not themployeeshall 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 cutrigiscipline guidelines.

F. Excessive absenteeism and tardiness place an extra burdenwar&ers, as well as the
District as a whole. Therefore, employees who demonstrate problems with absenteeism or
tardiness are subject to disciplinary actiam to andincluding termination.

G. While on dutyemployeesare not allowed to go to their residences, leave for personal
reasons or use District equipment to go homighout permission It is the expectation of
the District thatthe employeeis expected to be at thir assigned station and be ready for
response.

H. Employees are expected to remain at work until properly relieved of duty by qualified
personnelunless otherwise authorized by the District Fire Chisfaving without a qualified
replacement poses a public safety risk. Employees that need to ¢éestviét early shall
request this from the District Fire Chief prior to working the scheduled shift. Leaving your
work shift earlywithout proper notificaton or authorization to leavevill result in
disciplinary action and possible termination.
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Chain of Command

The Chain of Command of the FAD&strictis the order or chain of vested authority and responsibility by
which the business of thEire Distrtt shall be conducted. It serves the function of allowing information

to flow in an orderly manner froramployeeto the District FireChief and to all steps between. The

proper use of the Chain of Command depends upon each member &il®istriciworking within his
assigned sphere of authority and responsibility. The Chain of Command is the vehicle used for all orders,
grievances, requests, etc., andioper use by all members of thére Districtis both necessary and
mandatory.

9 Each shift supervisor is responsible for the operations and direction of resources on their
assigned shift. Any e#hift supervisors shall naupersedahe orders of the orduty
supervisor. Discrepancies in strategies or tactics will be resolved \bédndident is closed and
through After Action Review with the District Fire Chief.

1 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 Chigfadministrative
issues that may occur will need to be directed through the District Fire Chief and distributed to
the proper shift supervisor(s) as required.

9 Shift supervisors shall respect other supervisors and slaak together to enhance teawork.

1 Off duty shift supervisors that have command transferred to them by thduig shift
supervisor shall be responsible for all actions following the transfer.

1 Off-duty shift supervisors may not assume command unless théuby supervisor agrees to
transfer command.

1 Communication between individuals is key to successful scene management.

1 Do not allow egos and attitudes entering into your decision making.

District Board

$

District Fire Chief

s

Shift Supervisor

3

Fire/EMS personnel
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APPROPRIATE CONDUCT (ETHICS, STANDARDS OF CONDUCT AND CONFLICTS OF INTEREST)

Conflict Of Interest:

Pursuant to Colorado lavhe De Bequé-ire Protection Distridbas recognized that purchases to
several vendors for supplies or services are considered to be atmiteonflict of interest. There
are a couple of significant concerns:

1. Satute 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. ¢KS 5Aa0NRAOGQa O2y Tt A Oleefom Hayiry & fBnaial intedst A O @
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 Bequd-ire Protection Distriatannot do business with employees ardinesses owned by
direct familyemployeeof employees.

Ethics:

It is the policy of the De Bequ@re Protection Distriahot to engage in unethical behavior.

Employees of the District shall comply with the laws and the highest standards of publoe servi

ethics and conduct.

To protect the integrity of District information, services, ardployeddda STFF2NLaz A G A
the District that alemployeeshould avoid any activity, practice, secondary employment, volunteer
membership and/or actwhictK & (G KS LR GSYaGAlFf G2 ONBFGS | O2
AYyiSNBald | yR 2y S QbeB&elbiePotecldpistricts A § K G KS
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Standards of Conduct:

All employees of DFPD are expected to operate in a highkgiselplined manner, exhibitga 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.

LG Aa (BKIRIMOBNNCI QINBPKAOAG yeé O2yRdzO0 2NJ 0 SH
efficient operation, discredits the District, is offensive to customers aewotkers, or endangers the

safety of any individuals. Thaistrict Fire Chidfas the ultimate reponsibility 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 Bedftiee Protection Distri¢gtbased on violations of the
DiiNAOGQa {0 YRIFINRA 2F /2yRdzOG 2N 2F Fyé 20G§KSN
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-altlusive.

All DFPCEmployees Shall:
A. FollowDFPDpolicies, procedures, and written directives.
B. Use their training and capabilities to protect themselves and the public at all times, both on
and off duty.
Be concerned and protective of the welfare ofatiployees.
Work competently in their positions to cause all District programs to operate effectively.
Always conduct themselves to reflect credit on the District.
Manage in an effective, considerate manner as supervisors; subordinates will follow
instrudions in a positive, cooperative manner.
. Always conduct themselves in a manner that creates good order within the District.
Stay informed to do their jobs effectively.
Operate safely and use good judgment.
Keep themselves physically and mentally fit.
Observe the work hours of their position.
Obey the law.
. Take care of District equipment and property.
Report at the assigned time and ready for work.

mmoo

ZZIrRCT IO
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All employee® Shall Not:

A.
B.

Engage in any activity that is detrimental to the District.
Engage in a conflict of interest to the District or use their position with the District for
personal gain or influence.

C. Fight.
D.
E. While on duty, use or sell alcoholic beverages, debilitating drugs, or any substance which

Steal.

could impair their physical or mental capacities.

Possess explosive devices or weapons of any kind on District property, such as firearms,
ammunition, fireworks, @ ®> dzyf Sda adzOK RS@GAO0SA NBYLIAY
privately owned vehicle and not visible from the outside of the vehicle.

Engage in any terrorist activity.

Engage in any sexual activity while on duty.

DFPDprohibits employees from supportirg political candidate while eduty and/or in
DFPDuniform, whether outside of the polling places or otherwi€aloraddaw also

prohibits the expenditure of District funds or resources in an effort to influence an election.
As suchDFPDprohibits emploges from using any District equipment or resources in
support of any political activity.

Employees shall not be interviewed by any news media while in uniform or while on duty
unless expressly authorized by tBestrict Fire Chiedind only pertaining to Btrict related
issues.

Shall not be disrespectful of any other agency or department representatigerson

including allied healttareemployeesincluding all nursing staff and physicians.

Sexual Activity Policy

Allemployeeare prohibited from engaging in sexual activity while on De Bé&uageProtection
Districtpremises or while performing any De Bedtiee Protection Distriafuty or activity,
regardlesof whether the sexual activity is consensual
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Citations, Driving Violations, Arrest:

Employeswho receive citations, particularly related to driving, or are arrested for any cause, are to
report the incident tothe District Fire Chigfnmediately. Anyemployeewho is convicted of, or

pleads guilty or no contest to@iminal act that bears on their duties, on or off the job must notify

the District Fire Chiefvithin 48 hours of the conviction or guilty or no contest pléaguilty plea or
conviction of any misdemeanor or felonies of crimes against another pensgmesult in

termination. Failure to comply with these rules may result in disciplinary action up to and including
termination.

5NAGSNRa [AO0OSyaS IyR 5NA@GAYT wSO2NR t 2f Al08
Employeswhose work requires operation of a motor vehicle must present and mgintak @ f A R R NJ ¢

license and a driving record acceptable to De Begjte Protection Distridhsurer. De BequEire

Protection Districmaycheck motor vehicle records femployeerequired to operate De Bequgire

Protection Districvehicles fromtrS (2 GAYS® lyed OKIy3aSa Ay | YSY
license status must be reported to thistrict Fire Chigmmediately. Failure to comply with these

provisions or to provide requested driver's history information may result in disciplangion up to and
including termination. In addition, any individual who is unable to perform his or her job because of
NE@2OFGA2y 2NJ adzallSyaizy 2F KAa 2N KSNJ RNARBSNDa|l f
including termination. Angmployee 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.

(@]
w»

Criteria that may indicate a marginal record are:

1. Threeminor 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. Ore or more major convictions in the last three years

Four or more minor convictions in the last three years

Three or more preventable collisions in the last three years

Any combination of minor convictions and preventable collisions totaling four or mahe in
last three years

PN

=

A major conviction is an offense that carries eight points or more on the Colorado Point System.
1 A minor conviction is an offense that carries less than eight points on the Colorado Point System
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DISCIPLINE

5Ct 5Qa& 3 didef aneRvironraedt thallg@®motes employment continuity, recognizing there
are times when performance and/or conduct may require some form of corrective action. Violation
of the De Bequéd-ire Protection Distrigbolicies and rules may warrant disciplineaigcorrective, and
lawful manner.

Corrective in the sense that the supervisor and employee come to an understanding about the
Ol dzaSa | yRk2NJ NBIlF a2y a T2 Nlthosg deficéndesharésh@ e RSFA O
employeeto a productive and positive employment statiscipline 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 dismissaluLawthat discipline and

the procedure by which it is administered does not violate District policies and procedures,
Employee Handbook, or ttfe Y LIt 2 €dhssit@ianal rights.

DFPDmay, at its sole and absolute discretion, deviate from any order oigdiisary 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
offensel YR G KS SYLX 2855Qa RAAOALI AYIFINE KAAUGUZ2NRBEOD

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) urttile determination ofa further action.

C.lff RAAOALI Ayl NB R2 Odzy Sy lémplaygefile far astlohg abliBeY | A v/
employee works for the District.

D. Disciplinary proceedings and the results thereof are confidential. Contents of a esptior
dismissal notice are public record and subject to disclosure.

E. Employeswho believe they have been unfairly disciplined should discuss it with their
supervisor or proceed to a grievance/appeals process.

The District encourages open, daily commuation between supervisors and employees so the
supervisor can provide leadership to assist the employee to achieve fully satisfactory standards of
conduct and performanceHfective communication and documentation of areas of concern and
opportunities for improvement for the employee as outlined by the supervisodigdiplinary

actions require appropriatdocumentation
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Verbal Reprimand:

A situation requiring documehti A 2y F2NJ OKIF y3IAy3 SYLX 2eSS5Qa oS
considered a significant issue.
A. Documentation will describe the problem or incident, summarize the course of action taken,
and specify potential for further action.

K I

B. Documentation is sigrieby the employee and supervisor apldced intol KS SYLJX 2@ S§Qa

employeefile.
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 WrittenReprimand:

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 supervisobDastdct Fire Chief
prior to meeting with the employee.
B. The dbcumentation describes the problem, previous or related conversations or actions,
and behavior required to correct the problem.
C. Documentation is signed by the employee, supervisodDistrict Fire Chiefand phced
intod KS S Y Lemployeeffe &
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 performaaaeemed significant/severe. If disciplinary suspension is
appropriate based on disciplinary meetings and findings, the following may occur:

A. The sipervisor shall meet witlthe District Fire Chieb inform them of the nature and
specifics of the offensefpblem.

B. TheDistrict Fire Chieghall then issue a letter of intended disciplinethe 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, superviandDidrict Fire Chieghall
attend.

C. If after the disciplinary meeting, supervisor, abtrict Fire Chiedleem 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.¢KS SyLX28S8SSQa NARIKG G2 NB
2F 0KS tSGGSNRa NBOSALWE |
action being imposed.

ALRYR AY G6NRUGA
Y R ioft&dsscipghinar® i (1 K
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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 evdcurricularDFPactivities.

Demotion:
CKAAEZ Aa F2N) OANDdzraidl yoSa oKSy Iy SYLX 28SSQ
determined to not be in the best interest of the District.

A. TheDistrict Fire Chiefnay reassign the employee to a [am of lower rank and pay, if
available.

B. Prior to such actiorthe District Fire Chieghall 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 spedifs of the new position and the expected start date.

2. ¢CKS SYLX 28S5SQa NRIKG G2 NBALRYR AY GNAGA
2T GKS fSGGSNNRaA NBOSALWZ FyR GKS FFO0 (K

being imposed.
3. Informing the employee that if he fails to respond within the time limit, he waives the
right to respond.

Dismissal:

¢tKAa Aa (GKS Y2a80G aSNR2daAa | OGAz2zy GF1SYy 6KSy
severe, or if the employee has been unable to achieve a satisfactory performance level.

A. TheDistrict Fire Chiegk responsible foany dismissal action.

B. Certain wlations/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 interesb&Pbr the employee, all
facts, conversations, and actions sifw be thoroughly documented and submitted with the
appropriate termination paperwork for processing.

D. The employee may be placed on administrative leave while the dismiss#hésprocess.
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Predismissal Notice:

A. TheDRPDnotifies the employee in witing to explain the offense or problem, including
ALISOAFAOA YR AYGSYRSR GAYAYy3 2F (GKS RAA&AYA
right to respond in writing to th&®FC within three business days of receiving the notice,
that failure to respondvithin 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
NEBGdz2NYySRZ gAff 0S emjloyei®R Ay GKS SYLX 28SSQa

Predismissal Hearing:

A. An employee receiving a pdismissal 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 tBEC will schedule a time for the hearing.
The employee, supervisor, and tBastrict Fire Chieghall be present at the hearing.

Consideration of Employee Response:

A. If an employee responds to the Letter of Intended Discipline offRsenissal Notice within
three business days, tHaistrict Fie Chiefwill 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 Chiedlects to sustain or modify the intendedsdiplinary action, the
employee will be notified and a copy of the disciplinary letter will be placed in the
S Y LJX 2 énplByadile.

C. If the District Fire Chiedecides not to carry out the intended discipline, the employee will
be notified in writing. Neither the original letter of intended discipline nor letter of
Y2UAFTAOFGA2Y 2NJ RSOAaA2y gAftft 0SS LI OSR Ay

Employee NorResponse:

A. If an employee does not respond to the letter of intended discipline or thedmissal
notice within three business days, tigstrict Fire Chiedvill proceed with the intended
disciplinary action.

B.! O2Lk 2F (GKS f SiGSN émdofeefite Kith lad indiCe8dR that go G K S
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 #renination, to file an appeal for further

review by theDistrictBoard. TheDistrict Fire Chieghall, within three (3) calendar days, notify the
President of the~ire Protection DistridBoard who shall schedule a hearing within fifteen (15)
calendar dag from the filing of the notice of appeal. TReesident of the Boardhall ensure all
parties are allowed sufficient notice to prepare for the hearing.

A. TheFire Protection DistridBoard will be impaneled to sit as a Hearing Board. All meetings
concernng such will be held in accordance wa#6-402, C.R.&nd will ensure compliance
with the Open Meeting Laws and satisfy minimum due process

B. Both the appellant and th®istrict Fire Chiefvill present their stance on the issue. Both
sides may appear personally, produce evidence, call witnesses, and have representation.

C. TheDistrict Fire Chieghall submit to theé=ire Protection DistridBoarda recommendation
regarding the appeal and shatiate in the Minutes his reasons for the recommendation.

D. For purposes of the hearing, tik@re Protection DistridBoardshall be empowered to call
witnesses, investigate, ask questions, review any relevant information, and take sworn
testimony. TheFireProtection DistricBoardmay utilize theFire Protection Distri@ & f S3 | €
counsel as deemed necessary.

E. After hearing all relevant facts, tHére Protection DistridBoard will render a decision to
uphold the dismissal decision, modify the action, aaiad the action.

F. Written findings and decisions of th&re Protection DistridBoardshall be provided to the
District Fire Chiefvithin seven (7) calendar days following the hearing. District Fire
Chiefshall furnish a copy of the decision to thegloyee. The findings and decisions of the
Fire Protection DistridBoardshall be final and binding, and there shall be no further
administrative appeal.

G. The proceedings will be recorded and preserved for a minimu@®dhays after the decision
is rendeed. 24-6-402(2 d.5) () (E}executive session.

H. The employee may choose to open the executive session to the public. Sectéa(

Administrative Hearings:

TheFire Protection DistridBoardof the Fire Protection Distridhas the option to refer any
employeematter that would otherwise be brought before it to an independent hearing board, in
the discretion of the DistridtireBoard, from time to time, to heaemployeematters or disputes,
and to make recommendations fone Fire Protection District 2 F NRQ& O2y  AARSNJI (A 2

Retaliation:

TheDe Bequd-ire Protection Distriaioes 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 thBe Bequd-=ire Protection Distridrom taking disciplinary

and/or legal action against any individual, up to and including termination, in circumstances (such
as those involving problems of overall performance, condaititude, or demeanor) where thd®e
BequeFire Protection Distrialeems disciplinary action appropriate
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COMPLAINT / GRIEVANCE / APPEALS PROCEDURE

To ensure effective working relations, it is important tlaaty workplace issudse resolved before
serious problems develofn any work environmentvork relations problems will develop from
time to time. Should a situation persist that you believe is detrimental to you or tdédeque
Fire Protection Distrigtyou should follovthe procedure described here for reporting your
complaint to management's attention.

This policy applies to dllFPCemployeesvho may have grievanceregarding a decision or an issue
other than those specifically excluded below:

1.
2.

w

No o h

Policies or resolutins as adopted by thBe Bequd-ire Protection DistridBoard:;

Any exercise by thBe Bequdrire Protection DistridBoard that falls within its legislative or
guastjudicial authority;

Any matter which, under the law, théire Protection DistridBoard is without authority to
act;

Disciplinary actions at the lelef written reprimand or below

Position classification, job description, or content/structure of the salary plan;

Terms and conditions of any employee bersgitogram;

Meets standardr 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 exceptiaisafiplinary
action at the level of Written Reprimand or below.

Complaints of Harassment and Discrimination:

All employees have the right to file a complaint regardingaeament or any other form of
discrimination. The procedure for filing a complaatiout analleged 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

'y SYLX 28S5SQa& AYYSRALIGS & dzLIBsNigd KiaChibkRfter A 0 & K|

attempting an oral resolution.

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 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.

Any supervisor or manager involvedtire process shall be responsible for handling the
issue as an important business matter, making every effort to arrive at a prompt, equitable
solution.

Employees are assured of freedom from reprisal for using the complaint or appeal
procedure.

An employe involved in the complaint or appeal process shall be allowed to confer with
the District Fire Chiefegarding the issue duririgire Protection Distridime. The supervisor
shall grant permission for sudiut shall determine the best time for such a cer@nce so as

y20G G2 OFdAS AYyiSNFSNBYyOS 6AGK GKS SYLX 28&5S

In the event any employee has a complaint directly against the Fire Chief, the employee
should direct their concerns to thgoard President & G KS @& & dzLJSNIDA & 2 NE
steps of the policy. Likewise, in the event of an appeal of a dismissal decision by an
employee who directly reports to thBistrict Fire Chiethe employee may take it directly to
the Fire District Board of Directopmursuant to theAppeal for Decision of 8missalSection
above. ThéireDistrict Boardshall reviewthe decisiorand 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 brsherimmediate 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, solutionsunsolved prokems in writing and return to the
employee within seven (7) calendar days of receipt of the complaint or appéal supervisor shall
alsonotify the District Fire Chieto discuss the issue. Tistrict Fire Chieshall be made aware
immediately of alemployeeissues.

Step Two.

If the employee still does not feel the complaint or appeal has been satisfactorily resolved after
Step One, her shehas the option of taking the problem to thaistrict Fire Chiefor further
consideration. All documentatn from the complaint or appeal process must be provided to the
District Fire Chiefior review. TheDistrict Fire Chiefvill 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:
TheDe Bequd-ire Protection Distrialoes 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 De Bequd-ire Protection District
deems disciplinary action appropriate.
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USE OF TOBACCO PRODUCTS

DFPDencourages 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 neusers alike and in compliance with S&a&nd Local laws and in

consideration of the health and safety of employees, visitors, and the pdiilis applies to all
employeesas well as to visitors on District premises.

Definitions:

Tobacco usés defined herein as smoking and using chewing tobacco.

Electronic Cigarettes (Eigarettes)are defined as batterpowered devices that provide inhaled
doses of nicotine by way of a vaporized solution.

Guidelines for Tobacco Products:

A.

B.

Tobacco use andf the use of ECigarettes are prohibited in all District faciliti@s District
property, andin FireDistrictvehicles.

Tobacco use and/or the use ofHgarettes are not allowed on any emergency or-non
emergency scenes to which the District is dispatt 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.

Tobacco use and/or the use ofHgarettes are strictly prohibited during any public contact.
These guidelines will not supersede any local or state laws, or any existing or future
regulations established for fire, health, or safety reasons.

Any employee using tobacco and/ofigarettes is requested to be considerate of the rights
and health conerns 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 alemployeesf the District, as well as to outside visitors, vendors, suppliers, etc.,
attempting to solicit or distribute literature on District premisdsmployees may not solicit or
distribute literature during work hours while in work aregSupervisors are rgensiblein
determiningif 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 appebv
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TERMINATION OF EMPLOYMENT

Termination of employment occurs whemployees are permanenty separated from employment

at DFPDor any of the following reasons: retirement, voluntary resignation, involuntary
termination, or reduction in force. Employees desiring to terminate their employment relationship
with the De Bequedrire Protection Districare urged to submit &tter of resignation to theDistrict

Fire Chiefat 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 benétled and to include such monies in your final paycheck. Employees
gK2 LIy G2 NBUGANB FNB dzZNHESR (2 LINPOARS (KS
allow ample time for the processing of appropriate pension forms to ensure that angment
benefits to which an employee may be entitled commence in a timely manner.

Definitions:

Retirementis when an employee chooses to voluntarily separate fldfbecause they are
eligible for a retirement program including the eligibility to driram FPPAetirement program.
Voluntary Resignation/Terminations when an individual chooses to terminate employment with
DFPDwithout initiating entry into a retirement program.

Involuntary Terminationis whenDFPDnitiates the termination of an emplee due to
unsatisfactory performance or misconduct.

Reduction in Forces an administrative action initiated by ttéreDistrict to reduce staffing levels.

TerminationGuidelines:

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 intentiommligating
employees will receive agxit Letter fromthe District Fire Chiedddressing the termination
of benefits.

B. An employee who voluntarily terminates employment widirPBshould submit a letter of
resignationto the District Fire Chieft least two weeks prior to the intended termination
date. Final payment of wageBTOpay 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 termitead bythe De Bequé-ire Protection Distriaiue to
unsatisfactory performance, misconduct, oreauction inforce will have, in the majority of
situations, received a PsBismissal Notice from thBistrictFire Chief. Information in this
notice includeghe right to respond in writing to th®istrict Fire Chiefvithin three (3)
business days of receiving the noticeeethe Dismissal Section abovavoluntarily
terminated employees must be paid all wages duoeludingaccruedPTOLeave, if
applicable, in accordance with state law.

D. All Districtissued equipment must be returned upon terminatiohhe enployeemust
either return the items undamaged or have the applicable dollar amount deducted from
their final paycheck according tbe provisions of the U.S. Department of Labor guidelines
for Exempt and NofExempt employees.

Administrative procedures for terminating employees include:
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Schedule an Exit interview withe District Fire Chief

2. On the last day of work, gitbe District Fire Chieéll equipment/property/uniforms
issued and have hifher sign your final timesheet. The timesheet must be submitted to
Payroll.DFPDwill assist the employee in submitting the required paperwork iRRPA

E. The intent is to make the best possible outcome from a bad situationDigtact Fire Chief
and the terminated employee will review the reason for terminatidnvoluntarily
terminated employees must be paid all wages due, accRiEGleave, if applicale 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 ir@duction in force additional factors may be
considered.
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FPPA DROP:
Foremployeesin the SWDB Plan, the SWHB and MP Plan or the SWBBS Plan, a member

must meet one of the following criteria:

T
T
T
T

be eligible for normal retirement (at least 25 years of service and age 55), or
be vested (84 years of service and ag8é), 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 DRGfannotexceed more than 5 years. Thae Protection Distriowill
assist theemployee wishing to entethe DROP plathrough FPPA
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Drug-Free Workplace Policy

Purpose and Goal

De Bequedrire Protection Distrias committed to protecting the safety, health amekll-beingof 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 dreg workplace program that balances our

respect for individuals with the need to m&amn an alcohol and drufyee environment.

f This organization encourages employees to voluntarily seek help with drug and alcohol
problems.

Covered Workers

Any individual who condustbusiness for the organizati@applying for a position or is conducting
business on the organization's property is covered by our-thegyworkplace policy. Our policy
includes, but is not limited to executive managementfuile employees, pd-time employees
reservesand resident personnel

Applicability

Our drugfree 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, paidiisy, while on organization
property and at districsponsored events.

Prohibited Behavior

It is a violation of our drufree workplace policy to use, possess, sell, trade, and/or offesdtar
alcohol, illegal drugsntoxicants 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 o$@sarijuana 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 Bae Fire Protection District prohibits use by employees and will treat its use the
same as any other use of marijuana. Testing positive for marijuana willrlselly in immediate

discharge. The De Beque Fire Protection District considers the emplogmessociation 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 DrugConvictions

Any employee who is convicted of a criminal drug violation in the workplace must notiBistrect Fire
Chiefin writing within five calendar days of the conviction. The organization will take appropriate action
within 30 days of notification. Federalmipacting agencies will be notified when appropriate.

Searches

By eneringthe organization's propertindividualsconsent to searches and inspections. If an individual
is suspected of violating the drdgee workplace policy, he or she may be asked tawsto a search or
inspection at any time. Searches can be conducted of pockets and clothing, lockers, wallets, purses,
briefcasesand lunchboxes, desks and wstitions and vehicles and equipment District premises
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Drug Testing

To ensure the accurg@nd 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 foplg 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 drugtesting information will be maintained in separate confidential records.

Each employee, as a condition of employment, will be required to participate iarpptoyment,
random, postaccident, reasonable suspicion, reteigrduty and followup testing uporselection or
request of management.

The substaces that will be tested for arBmphetamines, Cannabinoids (THC), Cocaine, Opiates,
Phencyclidine (PCP), BarbiturgtBenzodiazepines and Methadone and alcohol.

Testing for the presence of the metabolitesdsugs will be conducted by the analysis of urine.
Any employee who tests positiwehile on dutywill be terminated immediately.

An employee will be subject to the same consequences of a positive test if he/she refuses the screening
or the testas definedbelow.

Allemployees shall be subject to a drug and alcohol testing program that fulfills the requirements of
Code of Federal Regulations Title 49, Part 3B2sts shall be conducted under the following
circumstances:

1. Each suclemployeeshall be tested before the first timiae employeeperformsany safety
sensitive function for De Bequ&re Protection District Such functions including driving; waiting
to be dispatched; inspecting and servicing equipment; supervising, performingistiag 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. Peenployment and appoiment 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. Employesinvolved in accidents shall make themselagailable for testing
unless they need immediate medical attention and shall not use alcohol for eight hours after
any accident or until after a posiccident alcohol test, whichever occurs first.

3. Tests shall be conducted on a random basis at unannalticess 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 BequEire Protection Districalcohol or drug prohibitions. Reasonable
suspicion must be based on specific, contemporarseasbservations concerning tienployee a
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 memiher has violated th&®e Beque
Fire Protection Distri€@ @ ug or alcohol prohibition returns to performing safetgnsitive
duties. No merher may be assigned to a safetgnsitive position until a return to duty drug
test is administered with a negativesult.

6. Employeswho violateDe Bequd-ire Protection Distri€ drug or alcohol prohibition and/ho
participate in a treatment program for drug or alcohol ukeougha substance abuse
professional shall be subject to unannounced folamtesting as dected by the substance
abuse professional in accordance with law. Such fellpwesting shall be conducted just
before, during or jusafter the performance of safetgensitive functions.

Testing procedures and facilities used for tests shall conforthé Code of Federal Regulations, Title
49, Section 40

Anyemployeewho refuses to submit to a drug or alcohol test required by this manual shall not perfor
or continue to perform safetgensitive duties and will be subject to discipline up to and dinty
termination. A1 employeewill be deemed to have refused to submit to testing if he or she is
unavailablefails to provide samples sufficient for testing absent any medical necesdiyls to
cooperatewith a test in any way that hinders or preuwsrthe completion of the test Certified positive
tests for alcohol or drugs shall subjelse employeeto disciplinary action up to and including
termination.
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Consequences

One of the goals of our drefgee workplace program is to encouragmployees 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 drag workplace policy, the offer of employment
canbe withdrawn. The applicant may not reapply.

If an employee violates the policy, he or shaybe terminated from employment.

Assistance

De Bequed-ire Protection Distriatecognizeshe value of treatment programs in addressihg effects

of alcohol anddrug abuse. We also realize that early intervention and support improve the success of

rehabilitation. To support our employees, our drfrge workplace policy:

1 Encourages employees to seek help if they are concerned that they or their familyeady
assistance in addressingug and/or alcohohbuse

Treatment forhealth conditions arising from alcohol or drug abusay be covered by the employee
benefits plan. However, the ultimate financial responsibility for recommended treatment belongsto th
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 ¢hdrugfree workplace policy that the employee committed before
seeking assistance.

Confidentiality

All information received by the organization through the dftge workplace program iaconfidential
communication. Access to this information is limitedhose who have a legitimate need to know in
compliance with relevant laws and management policies.

Shared Responsibility

A safe and productive drdgee workplace is achieved through cooperation and shared responsibility.
Both employees and managemerdve 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 eror off-duty use of alcohol or other drugfReporting to work impairedill
result in disciplinary actions including termination.

In addition, employees are encouraged to:

1 Be concerned about working in a safe environment.
1 Support fellow workers in seeking help.
1 Report dangerous behavior to their supervisor.

It is the superisor's responsibility to:

Inform employees of the drufyee workplace policy.

Observe employee performance.

Investigate reports of dangerous practices.

Document negative changes and problems in performance.
Counsel employees as to expected performancerangment.
Clearly state consequences of policy violations.

=A =4 =4 -4 -4 A

Communication

Communicating our drufree workplace policy to both supervisors and employees is critical to our
success. To ensure all employees are aware of their role in supporting ouirgewgorkplace program:

1 All employees will receive a written copy of the policy.
1 The policy will be reviewed in orientation sessions with new employees.
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Driving Under the Influence (DUI)

The De BequEire Protection Distrigblaces a high value on the protection of the public. Driving
under the influence of any drugs alcoholplaces the public at risk. &lnployees shall report
sucharrestsin writing to theDistrict Fire Chiegfnmediately. The following guidelines drepply;
but the final determination of whether the violation of the drfigee workplace policy merits
disciplinary action or termination rests in the sole discretion of the Fire Chief.

First Offense:

1 Upon notification the District Fire Chieshallplace the employee on unpaid #ibur leave.

. The employee shall be restricted from driving any district vehicles until resolution of the
case.

T In addition,employees shall be required, at the employees own expense, complete a drug
andalcoholtreatment program and provide such documentation to thiee Protection
District

1 Shall submit talrug and alcohdlesting.

Second Offense:

1 If the employee is ticketed for DUI under a second offense the employee will be
immediately terminated.
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AUTHORIZED USE OF DEPD 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
NBadNROGaA  kSolel to @APDIVreysiseéfic idtdrgovernmental or mutual aid
arrangements exist.

Equipment UsedGuidelines:

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 DERIPloyeeand approwal from
the District Fire Chief

B. Equipment owned or undahe control of DFPDs not to be sold, given, transferred, loaned,
borrowed, or utilized by outside organizations or individuaitess approved by the District
Fire BoarcandDistrict 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 cur@RR Training
ProgramGuidelines. Prior approval must be completed before usage. It is underBx6B®
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, chair 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 (enail) 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 uHeis addresses access, use, and disclosure of
electronic mail and Internet messages and material created, sent or received by DFPD employees
dzaAy3a KS S5A3AGNAOGQAa O2YLIziSNI a2aidiSYx AyOf dzRA
personal equipment,&., home computers, laptops, cell phones, or when printing information from
DFPD emails to distribute hard copies to nedfistrict individuals.

E-mail Disciplinary Action:

Violation ofthe e-mail usagegpolicymay result in disciplinary action up to teination of
employment.

E-mail Acceptable Use:

Use of the electronic mail system is reserved primarily for conducting business for the district.

G! OOSLIiF ot S dza &ploykeivheheldt Indh@neierf abees3irgy tie DFPD computer
system, whetler 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 Accepble Use:

The electronic mail system District property. All messages and attachments composed, sent, or
receivedby electronic mail or DFPD Internet system aubject to review by th®FPD.Employees
should not consider any-mail or Internet messags or material as privater transmit any
information that the employee does not wattd be reviewed

Guidelines:

A. Offensive or Harassing Use Prohibitddse 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
a2YS2yS$Q4a | Brieatian Sdlidgion, adlidhalzbrifyin, 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, seding obscene -enails over the Internet with the intent to annoy, abuse,
threaten, or harass another person.

B. Violent Jokes are prohibited.

C. Solicitation Prohibited:DFPelectronic mail system may not be used to solicit or
proselytize for outside or persahcommercial ventures, religious or political causes,
outside organizations, or other solicitations that are not-jetatedor in furtherance of
rights secured by the National Labor Relation Act.

D. Chain Letters9 YLJ 28 SS4a Ydzald y20f 38R NST2NB I NR d

E. Viruses9 YLJ 288554 YlI& y2i dzaS 5Ct5Qa St SOUNRYA
or otherwise destructive program. Employees should not opemadls or attachments
unless they are confident of the identity of the sender.
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F. Copyrighted Material and Trade SecreiBhe 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 EncryptionConfidential or privileged information should not be sent
via email, unless with appropriate warnings, safeguards or encryption. Only District
approved encryption methods may be used and only by authorized employees.

H. Repesentation of DistricttEmployees 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 privatadertaed

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
LISNXYAGEa (2 dzaS (KS SYLX 2k &&Qdendule thése@iityfotithegeNI + O
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 includihgii G F OKYSy G1ad ONBFG§SRE NBOSAGSR 2 N
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 eiloyee and may bpass anypasgode.

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 ngtdzk NI y 1SS O2y FARSYGAlIft Ad&d 5Sa&LIAQ

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. Engptogee
responsible for maintaining the confidentiality of material on the systems. Without prior
management authorization, employees are not permitted to retrieve or reathd messages not

sent to them. The contents of electronic mail or Internet messaygesaterials 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

Ydzad 0S8 YIN]I SR a4/ 2y FARBYGKRUHAKAYI GKSREd0 2§ DA RE

accessed by third parties or by DFPD management.

Any member of the District who has received an interradal communication labeled

G/ 2y FARSY(GALI ¢ YI & NBLX & RA N, Gendacopy &, diplicge ita Sy R
or make a hard copy of the internalmeail to send to external-enail addresses or individuals. This
communication may contain confidential and/or proprietary information and may not be disclosed

to anyone other than thentended 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 reta@iiein instances of

litigation, beginning with the moment DFPD is notified of such litigation. The retentiomaiile

must be based on content, not on media type, a fizifPD approved retention schedule, or storage
limitations. Email should be retained for the same duration as &amiecords included on an

approved retention schedule. Employees have the same responsibilitiesiail enessages as they

do for any other public record and must distinguish between records aneteword information.

EMail Retention Guidelines:

A.

Temporary Communications / Public Recoiemail communications are usually temporary,
non-vital messages and should be discarded routinely. However, depending on its content, e
mail may be considereapublic record.

BackUp: Email is a communication tw, nota storage mechanism. Retention is the

responsibility of the message sender.

Legal Proceeding&mail and all other electronic or paper documents pertaining to threatening
or actual legal proceedings must be retained until litigation is concluded.

Retention of NonRecord eMails: 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 emails include:

1. Personal messages; correspondence netdted to business (lunch invitations, staff birth
announcements, etc.).

2. Transitory messages that do not set policy, establish guidelines or procedures, document
DFPDbusiness, 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 nerecords include:

a.
b. Tickler or follow up correspondence copies
C.
d

@

File copies of correspondence

Identical duplicate copies in the same file

Superseded manuals and directives maintained outside the office responsible for
retaining them

Blank forms.

Catalogs, trade journals, and other publicatimagquiring no action
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E. Retention of Record enails: Public record includes any written information related to
O2yRdzOGAY 3 (KS Lzt AO0Qa odzaAySaa GKIFG A& LINBLI
electronic records and-mails. It does not include preliminary drafts, notes, or interagency or
intra-agency memoranda not retained by DFPD in the ordinary course of busiressisEhat
may constitute a public record include the following:

Policies and directives

Correspondence or memos related to official business (not duplicates)
Agendas and mines of meetings

Documents that initiate, authorize, or complete a business transaction; and
Final reports or recommendations.

SR

F. Responsibility for RetentionThe email sender is responsible for ensuring proper retention of
e-mails sent within DFPD. Aliher copies are duplicates and may be deleted. The recipient is
responsible for retention if a recordmail was sent by an outside agency, a member of the
public, or anyone outside DFPD.

(Vo))

G. Retention Period for Recordriails These will be maintained pex 5 Q&4 wS 02 NRa wSi
and Disposition Schedule for hard copies and may be deleted if the hard copy is on file.

H. EMail Attachments:Attachments should be retained or disposed of according to the content of
the attachment itself, not the @nail which transmits the attachment.
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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
OdzaG2YSNE® LYGSNYySiG | O0Saa O KgaghtdeRKempldyéestd A a G NA
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 tieA & 0 NA OlG Qa O2 Y LJzi SNJ ySiig2N] @ . SOI
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 irea @adirteous,

and ethical manner. The purpose of this section is to ensure use of the Internet by employees of the
S5Aa0NAROG Aa O2yaAraidSyid sAGK 5AA0GNRAOG LRt AOASAE
responsibilities, and to establish basiddglines for appropriate use of the Internet.

Guidelines for Internet Use:

a. Pass Codes or WordEmployees 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.
Empgoyees are not to passwotiprotect 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 uRSNJ GKSANI LI aa62NR 2F GKS 5Ct5Qa 02 Y Ll

b. Non-Removal:.DFPBemployees may not remove from the premises any hardware,
software, files, or data without prior management authorization.

c. Downloading:Downloading documents/softwarfrom the Internet mst be jobrelated and
constitute a reasonable use of DFPD resources. Executable files may not be downloaded
without prior management authorization.

d. No Sexually Explicit SiteRBFPM & Ly SNy S aeadSy Ydzad y2aG o
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 bund offensive by most reasonable people.

e. Solicitation Prohibited:DFPOnternet systems may not be used to solicit or proselytize for
outside or personal commercial ventures, religious or political causes, outside organizations,
or other solicitations tht are not jobrelatedor in furtherance of rights secured by the
National Labor Relation Act

f. Copyrighted Material and Trade Secre@FPDOnternet systems must not be used to send
(upload) or receive (download) copyrighted materials, trade secrets rigtajpy financial
information, or similar materials without prior management authorization.

g. Confidentiality and EncryptionConfidential 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 DistrictEmployees should make it clear when they are, or are not,
representing DFPD in their Internet communications.

i. Internet Site/ldentification Originator:Employees should be aware Internet sites accessed
FNRBY (KS 5Ct5Q4a 02 YLzl S Nheywyinatopdldachvisitdlf A RSy U
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regarded as representing DFPD. Thus, all communications must be professional, appropriate
to DFPD, and not adversely reflect on its regtian.

Blocking Internet SitesDFPDhas systems in place to identify sexually explicit or otherwise
inappropriate Internet sites and may prevent employees from accessing such sites through
the DFPD system.

Monitoring: The District reserves, and may esige, the right to review, audit, intercept,

access and/or disclose messages of material, including attachroesgtted, received or

sent, welld A 1S4 GA&AAGSR I yRk2NJ FA{Sa R2gyf 2 RSR
Authorized representatives of the Digtt may monitor the use of its systems in its sole
discretion, at any time, with or without notice to any eioyee and may bpass any

pas€ode. Such monitoring is capable of tracking and recording Internet web sites visited by
employees.

All access tohe 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, atiqadli

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 particeéds, but

KSYy RSOSt2LISR akKlfft 6S Ay | OO0O2NRIYyOS 4A0K
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of any internal or external computer.

. A wide variety of infanation 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 fromthe Internet. Only reputable sites should be used for research.

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 filesrbm Internet sites should be done with caution and only from reputable
sites. Each computer has been set up with -&irtis 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.

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 atichments unless confident the sender is trustworthy.

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. Employeemay 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 seaming 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
approvd, these sites may be accessed occasionally. Employees may not remain connected
to these sites for extended periods.
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g. The Internet must be treated as a formal communications tool like the telephone, radio, and
video communications. Therefore, each indiatluser is responsible for complying with
GKA&Z YR ff 20KSNJ NBtS@Fyld LRfAOASAE 6KSY |dz
Internet. Use of these same resources in violation of this policy or applicable District policies
is grounds for discipling 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. Therefor@yvailable resources may contain material of a controversial
nature. TheDe Bequd-ire Protection Distrids not responsible for information found on
these sources.
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SOCIAL MEDIA: INSTANT TECHNOLOGY - SOCIAL NETWORKING SITES / BLOGS

The De BequEireProtection Districendorses the secure use of social media to enhance
communication and information exchange; streamline processes; and foster productivity with its
SYLX 28SSad ¢KAA aSOUAz2y 2F GKS I IyRo221 Saidlo
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 dscemerging technology and
create policies governing its use.

Social media provides a valuable means of assisting the District adptseyeein meeting

community education, community information, fire prevention, and other related organizational
and @mmunity objectives. This section identifies possible uses that may be evaluated and utilized
as deemed necessary by fire administrative and supervismgloyee This District also recognizes
the role that social media tools may play in the personal lofd3istrictemployee The personal use

of social media can have an effect on Disteictployeein their official capacity as firefighters. This
section is a means to provide guidance of a precautionary nature as well as restrictions and
prohibitions on tle use of social media by Distrerhployee

Definitions:

Blog A selfpublished diary or commentary on a particular topic that may allow visitors to post
responses, reactions, or comments.

Social MediaA category of Internebased resources that enabllee 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 andithis only a short list.)

Post Contentthat 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 NetworksPlatforms where usrs can create profiles, share information, and socialize with
others using a range of technologies.

SpeechExpression or communication of thoughts or opinions in spoken words, in writing, by
expressive conduct, symbolism, photographs, videotapeeglated forms of communication.
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Procedures for DistricEponsored Social Media:

A.
B.

nmo

District social media sites or pages shall be approved bipisteict Fire Chief

Social media pages shall clearly indicate they are maintained by the District antesieall

the District logo and contact information prominently displayed.

Social media content shall adhere to applicable laws, regulations, and policies, including all
information technology and records management policies of the District.

Social media coent is subject to open public records laws.

Relevant records retention schedules apply to social media content.

Content must be managed, stored, and retrieved to comply with open records lawes and
discovery laws and policies.

. Social media pages should state that the opinions expressed by visitors to the page(s) do not

reflect the opinions of the District.

Social media pages shall clearly indicate that posted comments will be monitored and the
District reserves the right to reave obscenities, offopic comments, and personal attacks.
Social media pages shall clearly indicate that any content posted or submitted for posting is
subject to public disclosure.

Guidelines for DistriciSanctioned Use:

Districtemployees representing De Bequeire Protection Districtia 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 eb® conventionally accepted protocols

and proper decorum.

Identify themselves as membeof the District.

Shall not post, transmit, or otherwise disseminate confidential information, including
photographs or videos, related to department training, atiés, or workrelated

assignments without express written permission.

Do not conduct political activities or private business.

Districtemployeedza S 2 F LISNA2y |l ff& 26ySR RSOAOSA G2
activities or in the course of offai duties is prohibited without express written permission.
Employees shall observe and abide by all copyright, trademark, and service mark restrictions
in posting materials to electronic media.
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Guidelines forSocial MediaPersonal Use:

A.

am

Districtemployees 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 amongworkers, orcreatesconflicts of inteest
betweenthe Districtandthe employee.

As public employees, Distriemployeeare cautioned that the speech either on or off duty

FYR Ay GKS O2dzZNES 2F GKSANI 2FFAOALFE RdziASa

duties and responsibilities ay not necessarily be protected speech under the First
Amendment.

Social Media usage may form the basis for discipline if deemed detrimental to the District.
Districtemployeeshould assume their speech and related activity on social media sites will
reflect upon the District and their position within the District.

Districtemployees are prohibited from disclosing confidential information of the District.
Employes shall not post, transmit, or otherwise disseminate any information to which they
have access as a result of their employment without written permission fronbtbgict

Fire Chiebr designee.

Il RKSNBYOS (2 (KS 5AaisNhudeiintte périonalubelohsBeaml 2 F
media. In particular, Distrigmployeeare prohibited from:

. Speech containing obscene or sexually explicit language, images, or acts and statements or

other forms of speech that ridicule, malign, disparage, or otherwiseesgbias against any
race, any religion, or any protected class of individuals.

Divulging information gained by reason of their authority; make any statements, speeches,
appearances, and endorsements; or publish materials that could reasonably be cedside
to represent the views or positions of this District without express authorization.
Districtemployees should be aware they may be subject to civil litigation for publishing or
posting false information that harms the reputation of another personugrar

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, ath would be offensive to a reasonable person;

b. ! aAy3 a2YS2yS StasSqQa yryYSs tA1SySaaz 2N
permission for an exploitative purpose; or

c. Publishing the creative work of another, trademarks, or certain confidentisiness
information without the permission of the owner.

Districtemployees 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.

Distrid 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 B&rpie
Protection Districbusiness (this includes emergency calls, nmeg, drills, details, trainingr

anything obtained on District property or at Distrieingtioned events or training) may be shared,
distributed or posted wittDistrict Fire Chiedpproval.

Employees found to be violating this policy are subject to disciplinary action, up to and including
termination, and may also be subject to civil andéoiminal penalties for violations of, among

other things, applicable securities laws.

Photos/ Video/ Social MediaViolations:

A. Any employee becoming aware of or having knowledge of a posting or of any website or
web page in violation of the provisions 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 MediaDisciplinary Action:

I @GA2tFGA2y 2F GKS 54 a0 NJinQpokeymay @l discipin@drig A I |y
action up to termination of employment.

146| P ag e Adoption Date:April 1¢" 2018




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. DFP 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 limAedeptable 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 assuree activities. For the purpose of overseeing all activities and
policies related to HIPAA, the District has designatedXtistrict Fire Chiedis the Privacy Officer.

All employees of the District (sworn, civilian and contract) are considered to hagssaoc

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. Alegtions / inquiries should beirécted to

the Privacy Officer. Only the Privacy Officer can release protected health information. Releasing
protected health information without authorizain will result in disciplinargction up to

termination.

New DFP@mployees are required to read, understand, and sigiHEPAA Confidentiality of

Patient Information and Employee Verification.

DFPD takes its responsibility to safeguard patient information seriously. There are significant legal
penalties againsbrganizations and individuals that do not adhere to the laws that protect patient
privacy.

Employeswho do not follow policies on patient privacy will be subject to disciplinary action, up to

and including verbal and written warnings, suspension and¢amtnation.

DFPD will not retaliate againsh employeewho expresesa good concern or complaint about any

L2t A0& 2NJ LINF OGAOS NBfFGSR (2 GKS &l FS3dzZ NRAY
protect patient privacy.
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CONFIDENTIALITF INFORMATION & PRIVACY

It is the policy of the De Bequ@re Protection Distridib 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 oftteir employment, employees acquire confidential or proprietary information
about theDe Bequd-ire Protection Districand 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 regartiegrotection of identity and
privacy for District officials, officers, staffgents, current and past employees, and residents and
employees of the public.

1 Personnel reards of all types including pelgeck stubs shall be considered private and
secured appropriately.

1 Phone numbers and personal information shall not be giveamtgone unless authorized
specifically by the District Fire Chief.

1 Never give out information over the telephone.

1 Respect the privacy of fellow employees.

1 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.
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DISTRICT CREDIT CARD AND FUEL CARD USE

The District issues credias 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, streamliningc¢hespent
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 fstrict. 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 Chiefnmediately so a new code can be assigned. The use of Fuel for personal use
is prohibited. Any fuel for personal vehicles must have fistrict Fire Chieduthorization and

proper documentation.All fuel receipts shall be turndad for documentation and compeon to

fuel purchase records. If you need a fuel code or forget your code, please notbystiiet Fire

Chieffor 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. éwncard will be réssued. 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 FirefDogiadyy. 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 incidéimmediately 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-keyirg of the locksets needed to secure the Fire Station. The expense shall include all loeksets re
keyed and cutting of new keys for personnel. Any additional expenses such as travel time will also be at
GKS SyLit 2888048 SELSyasSo
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PUBLIC RECORDS ACCESS

De Bequd-ire Protection Distriatomplies withthe Colorado Open Records Act and Open Meetings
Lawto accommodate citizen requests to inspect and obtain public records and to prevent the
disclosure of privileged and confidential records.
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De BequeFire Protection District

Receipt of Employee Handbook

| have been givea copy (written or electronic) of the De Begtige Protection Distriddandbook.

| have also been given instructions on how to access the laoidbnline at the district webite at
www.debequefire.orgunder member documents.l know | am responsible for reading and
understanding the contents of this Handbook. | understand | can ask my immediate supervisor or
the District Fire Chiefior any further information on any subject covered in this Employee
Handbook.

| understand that this Employee Handbagmiovides guidelines fany employment relationship

with De Bequd-ire Protection District acknowledge and agrethat my employment wth the

District is atwill and that my job may terminate at the will of the District, with or without cause,
without liability, and with or without notice. | also understand that | may terminate my
employment at any time, with or without cause. | cannond should not rely upon any

statements contained in this Employee Handbook as either creating or attempting to create any
type of employment contract, and understandthat my employment with the District is for no
specific term.Nothing in this Handbookwuld 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 theDe Bequéd-ire Protection DistrictAnd | understand the contents of this
Handbook aresummary guidelines for employees atiderefore, are not all inclusive.

Finally, I understand this Employee Handbook replaces and supersedes previous Policies, Standard
Administrative Procedures, and/or Employee Handbooks with De Begeérotection Bitrict, and
except for the atwill 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/orwecation 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 BrpDyedfile.
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De BequeFire Protection District

Basic Claims Management
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When a worker reports avork related injury, illness or exposure, take the following steps:

Action

Date

I KSO1t ARG

Time

First aid, orsite or emergency care provided by:

Medical providercare provided by:

Address:

Phone:

Physician:

Designated MedicalrBvider? yes/no

(injured worker with life or limb threatening injury or exposure to blood or body fluid should be seen immediately at testnea

medical facility and follovdzL) ¢ A (K G(KS SYLX 28SNnRa 58Sar3ytiSR a$

RAOFE t NJ

9 YLJX 2 @& S NI providéslinforhitionNdDekignated Medical Provider:
* Duties/tasks of injured worker
* Circumstances/nature of injury

* Returnto-work options

Ly2dz2NBR 62NJ] SNJ O2YLX SiS& SYLX 28SNR&a ! OOARSYyilkLYOARSY (k9

9YLX 28SNN& OfFAYa NBLI O2YLX SGS&4 CANRG wSLR2NI 2 PinhagoBQidhias

shown on form) within 48 hours

LY2ds2NBR 62N] SNR& &dzZLSNIBAA2N) y20ATFASE SYLX 22 SNRA
an accident investigation and complete a written report to Safety Committee/Adméistr

{ I @okdiick

OYLX 285NDRa OfFrAYa NBL LINEOARSE AyediNBR 62NJ] SNJ &

injured worker by verifiable meanaithin seven business daysf the injury notification date; injured worker can make -irhe

change between providers within 90 days of injury and prior to reaching MMI

AGK @ NXGQ
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Medical Provider

52N] a0

9YLX 28 SNNRA& OftrAywa ONS LI ! ya2aldaNg Ay3sS Of F AvYa | Redza i SNJ
when injured worker is cleared to return to full duty by Designated Medical Provider

2T AyedN

9YLX 2@ SNRa Of eligibreinjurbidrodker itk @ itteRModified 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 Desdrgstion
[A&dG3T 6AGK R20G2NRAa FLIWNRGHET (2 OflAYa | RedAGSN

Name of Injure Worker:

Date / Time of Injury:

9YLX 228SNDa /tFHAYA wSLIY R R R R TR R R TR R R TR TR R TR TR R R TR R TR VAU R QU IR VR IR RV IRURURVRURTY

Pinnacd Assurance Claim #:

Pinnacol Assurance Claims Adjuster / Phone:

De Bequerire Protection District P.O. Box 180, De Beque, CO 81630

153| P age Adoption Date:April 1¢" 2018

Wy



De Beque Fire Protection District

FIREFIGHTER PERFORMANCE EVALUATION

() Annual Semi-Annual :Other

Employee Name:

EVALUATION PERIOD From to

Rating Scale: 1to 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 i
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

dent

satisfactory |l evel. Documentation must includ

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
empl oyeebs awareness that i mprovement i s

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.

Justification for this rating:

Rating Score

3D) Performs EMS procedures safely & effectively

Justification for this rating:

Rating Score

3E) Required reports submitted accurately and timely
Justification for this rating:

Rating Score

3F) Working knowledge of department computer systems
Justification for this rating:

Rating Score

3G) Completes routine tasks without direct supervision
Justification for this rating:

Rating Score

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:

Empl oyee foll ows District SOG6s and NWCG standards
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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De Bequd-ire Protection District

Citizen Complaint Form

Date Complaint Filed Time Complaint Filed

Name of Complainant

Address

City. State

Home Phone Alternate Phone

Incident Information

Day Date () am() pm
Location

Witnessego This Incident(if known)

Name Address Phone
Name Address Phone
Name Address Phone
Firefighters Involved in Inciden(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 Bequd-ire Protection DistrictP.O. Box 180 De Beque, CO 81630

If you have questions, concerns or additional comments, please contact the

De Bequd-ire Protection Districat 970283-8632

161| P age Adoption Date:April 1¢" 2018




Citizen Complaint, Brief

Date Complaint Filed
Time Complaint Filed
Date of Incident
Time of Incident
Incident reported to:

Rank

Forwarded taDistrict Fire Chief Date

Time

District Fire ChieSignature:

Date

Complaint Classification (initial)
Formal Investigation
Supervisory Review
Documentation(initial)
Complaint Form Completed
Complaint Interview
Employee Interview
Supervisor Comments
FireCef/ 2 YYSy i Qa
Investigator Comments
Complaint Findingginitial)
Sustained

Not Sustained

Exonerated

Unfounded

No further action required
Review for further action

Fire Chief
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Employee Performance Improvement Plan (PIP)

Employee Review Period: From To:

Name:
o Date of
JobTitle: Meeting:
. Follow-Up
Supervisor: Meeting Date:
DESIRED CURRENT
MAJOR OBJECTI\ PERFORMANCE PERFORMANCE ACTION PLAN

Employee: List obstacles that might prevent accomplishment of objectives and performance:

{ dzLISNIDA & 2 N & { 7 Printed Name Job Title

9 Y LX 2 Sidh8urea Printed Name Job Title
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District Chief

Effective Date: July 2014 Pay Grade:  Salary

JobGroup: 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 ofithe af duties performed by employees in the class. Specificationst areended
to reflect all duties performed within the job.

DEFINITION

Plan, direct, manage and oversee the activities and operations of the Fire Department including fire supprazaidous 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 consideretjdOhi@mkand 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 aistiidt employees.

PRIMARY DUTIEEhe 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 material
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, objesgtipolicies and priorities for each assigned
service area.

3. Establish, within District policy, appropriate service and staffing levels; monitor and evaluate the efficiency andreffesctive
of service delivery methods and proceds; allocate resources accordingly.

4. Plan, direct and coordinate, through subordinate level staff, assign projects and programmatic areas of responsibility; revie
and evaluate work methods and procedures; meet with key staffaatify 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 employeescto cor
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 staffingequipment, 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 sanditoantroversial
issues.
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10.

11.

12.

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.

Attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of fire safety.

Respond to and resolve difficult and sensitive citizen inquiries and complaints.

13. Work effectively with the Board 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, preventiahiamestigation.

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, tragnand 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 blect 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 sensitimmunity 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 solut& project consequences of proposed actions and implement
recommendations in support of goals.

Plan, direct and review fire operations, safety code plimmce, and emergency medical services.
Interpret and make decisions in accordance with laws, reguiatand 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 andtiegg!

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.

Experence and Training Guidelines
Minimum Requirements:

Experience:

Seven years of increasingly responsible fire suppression or EMS services including three years of management anda@ministrati
responsibility.
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Training:

Equivalent to a Bachelodegree 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 Requiremerst
Possession of, or ability to obtain, a valid Colorado driver's license.

1 High School Diploma or equivalent

1 Current certified State of Colorado EMT IV or higher.

1 Must complete Mesa County Protocol and FTO training within one year.

91 Current certified Stiee of Colorado Structural Firefighter Il or higher

9 National Incident Management System Qualified to ICT 4 or equivalent (NIMS 100, 200, 300, 400, 800)
91 Current Hazmat Operations Certification

9 Current NWCG Incident Qualification card to Engine Crew Bods Leve

91 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 firefighéngironment.

Physical Conditions
The job is characterized by:

Periods of sedentary work with occasional physical exertiorExerting up to 304 pounds of force occasionally and/or a
negligible amount of force frequently or constantly to lift, capysh, 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 oceasionally
all other sedentary criteria are met.

The following physicdl OG A GAGASE | NB GSNE 2NJ SEGNBYSt& AYLRNIIYydG Ay |
basis:

While performing the duties of this job, the employee is required to sit for prolonged periods. The employee is regulindygreq

to see, har, 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 performassential j
functions associated with the delivery of emergency services.

This position will involve periods of high physical, mental and/or emotional stress.
Board President Signature: D&te01dly 8

Legal Refs:
NFRA 1001, NFPA 1041, NFPA 1021

Adopted: July 8 2014 Revised:
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Lieutenant/ Captain

Effective Date: April2018 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt
ShiftRequirements:  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. Specificationsearot intended to reflect all duties performed within the job.

DEFINITION

Considered a fronline supervisor and responsible for carrying out the directives of the District Fire Chief.
Responsible for maintaining fire and EMS skills in a state of readimed times. Be familiar with county

9a{ LINRG202tax 5AaGNAOG LRtAOASE YR {hDQao t N
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 DistriceRBhief
ESSENTIAL JOB FUNCTIONS

Essential Job Functions are not intended to be an exhaustieé $iBresponsibilities, 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 supsoviof 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 thel lef 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 thaassigned crew or shift. Directs personnel in both emergemd noremergent activities.
Assigns job duties and projects as needed.

Participates in wildland fire responses; climb steep terrain, prepare fire line, cooperate with other
governmental agecies. 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 traig 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; performsngeal 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;
operatesemergency 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 preservatdrevidence when a fire is of a suspicious origin;
prepares reports and may testify in court as to the findings.

PRIMARY DUTHE®e following are examples of primary duties assigned to positions in this classification.
Other related duties and respoihdities may be assigned.

wReport to work at assigned time, ready for call response at the time of check in and remains at the
station.

wMaintains confidential information in relation to HIPPA. Ensures that assigned shift personnel are
conforming to HIPPstandards for confidentiality.

1 Participates actively in shift pass down of information.

wConducts annual personnel evaluations for assighed personnel and in cooperation with the District
Fire Chief provides constructive feedback.

wSupervises firgoreplans and fire inspections. Ensures that assigned inspections and preplans are
completed in a timely manner.

wSupervises crew activities and responsible for assigning duties as needed for assigned personnel.

wAssigns or directs training activities fos@med shift.

wResponds promptly to fire alarms and extinguishes fire.

wResponsible for initial incident command or the delegation of command as appropriate.

wDirects the activities of shift personnel on emergencies.

wParticipates in the transition of commaiathd assigned incident command position.

wResponds promptly to calls for emergency medical services, and provides medical treatment and
transport.

wPerforms salvage operations such as throwing salvage covers, sweeping water and removing debris.
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wResponds torad renders assistance in emergency cases.

wCleans and inspects equipment and apparatus after returning from calls.eBtisase regular station
dutiesare completed by assigned personnel to include but not limited to, daily apparatus readiness
inspections, PPE cleaning, and inspections, fire and EMS equipment inspections.

wlnspects and supervises equipment and apparatus and notifies a superier offiany defects and
completesproperaccuratedocumentation.

wMakes minor repairs to equipment amagparatus, performs routine preventative maintenance tasks,
and keeps records of such action.

wEnsures that assigned personnel keeps fire station, equipment, and grounds in a clean and orderly
condition.

wResponsible for supervising and that assigned greundintenance is properly completed and in a
timely manner.

wActively participates in training activities and instruction sessions.

wAcquires and retains a thorough knowledge of the District, including streets, buildings, water supply,
unusual
hazardsand related items.

wPerforms various public information or education tasks.
wEnters inspection, training and (on occasion) fire and emergency medical service calls into the records
management systems.

wPerforms all work duties and activities in accorciamvith District policies and procedures.
wResponsible for the safe conduct of assigned personnel, including wearing of PPE and standard safe
practices.
wPerforms as a participating member of a team and promotes teamwork among employees.
wWorks in a safe nmmer and reports unsafe activity and conditions. Follows Distiide safety policy
and
practices and adheres to responsibilities concerning safety prevention, reporting and monitoring as
2dzif AYSR Ay GKS 5AaidNRO0 QaafelcdmpliRnaepodran. t F NI A OA|LI

Other Duties and Responsibilities:

wMay 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 iest@eescue, trench
and collapse rescues.

wDeals 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 spatigtlict 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.
Standad Operating Policy and procedures.
Basic understanding of NFPA and NWCG codes and standards

Pertinent Federal, State and local laws, codes and regulations.

Ability to:

wldentify and respond to sensitive community and organizational issues, concernseahsl
wAnalyze problems, identify alternative solutions, project consequences of proposed actions and
implement
recommendations in support of goals.

wlinterpret and make decisions in accordance with laws, regulations and policies.

wPrepare clear and concidesfand emergency medical reports.

wPrepare clean and concise personnel reports.

wWork irregular hours as necessary for the smooth operation of the department.

wCommunicate clearly and concisely, both orally and in writing.

wEstablish and maintain effective vking relationships with those contacted in the course of work.

wADble to direct medical care to the appropriate level, guide, and direct EMT personnel during patient
treatment.

wConduct medical continuing education classes as assigned.

wADbility to physicallperform the essential job function of firefighter/EMS and meet District physical

wStandards for frontine Firefighter and meets NWCG arduous standards.

General Requirementand maintain such requirements

wHigh School Diploma or equivalent
wCurrentand maintaincertified State of Colorado EMT or Higher.
wCurrentand maintainBasic Cardiac Life Support (BCLS)
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wCurrentand maintaincertified State of Colorado Structural Firefighter |

wCurrentand maintainHazmat Operations Certification or higher

wCurrentand maintailNWCG Incident QUiication card to Firefighteror higher (S130/190)

wNIMS¢ 1S100, 18200, 1$700,

wCurrent and in good standing on Mesa County Protocol.

wADbility to operate computer programs and systems not inclusive ePCR data recoRIS, i§porting
software.

wBe able to comply with a required physicals, drug testing and vaccinations required by DFPD.

wComplete De Beque Fire Protection District Training Program

wAssociates Degree or higher preferred.

wrlFfAR /2ft2N)IR2 5NAGSNDa [AOSyaSo

Other Training which supports the position:

wSwift Water Rescue
wlce Rescue

wLow/High Angle Rescue
wFire Instructor

wFire Officer |

WORKING CONDITIONS

Environmental Conditions:

EMS, firefighting environment, and office working conditions.

Physical and MentaRequirements:

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 frediifeathd
move 3074 pounds and occasionally lift and moveI&® pounds.
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performed on a daily basis:

The employee is regularly required to seeah 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 servicehar mhysical

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 emdional stress. Be required to pass the De Beque Fire District physical ability test annually.

Board President Signature:
Date:

Adopted: October 11, 2016

Revised: March 132018
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Full-Time Firefighter Paramedic

Effective Date: September 2014 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt

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 irSiectfiaations aneot intended
to reflect all duties performed within the job.

DEFINITION

Considered a fronline firefighter. Responsible for maintaining fire and EMS skills in a state of readiness at all times.
.S FLEYATAFNI gAGK O2dzyié 9a{ LINRG202ftax RAAGNAOG LRt A
emergencies involving fire andV/iS, 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 Chiefesignated 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 vetoptiied
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 clifitesladders, 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 graver 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 firenasesigs.

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 pueddindon 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 emergen 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 Countgtocols 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 DUTIE®he following are examples ofimary duties assigned to positions in this classification. Other
related duties and responsibilities may be assigned.

T

]

Other Duties and Responsibilities:

Report to work at assigned time, ready for call response at the time of éhearid remains at

the station.

Maintains confidential infomation 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 ceweeeping 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 apparatusesad
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 apparatpsfforms 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 though 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 servicatcdhs i
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 Bistiicsafety
policy and practices and adhex#o responsibilities concerning safety prevention, reporting and

Y2YAG2NAY3 4 2dzit AYySR Ay GKS S5AZGNRAOGQE |1y

program.

il

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, coaed regulations that pertain to the level of firefighter/Paramedic.

Ability to:

1 Identify and respond to sensitive community and organizational issues, concerns and needs.

1 Analyze problems, identify alternative solutions, project consequences of propatieds and implement
recommendations in support of goals.

1 Interpret and make decisions in accordance with laws, regulations and policies.

1 Prepare clear and concise fire and emergency medical reports.

1 Work irregular hours as necessary for the smampleration of the department.

1 Communicate clearly and concisely, both orally and in writing.

1 Establish and maintain effective working relationships with those contacted in the course of work.

1 Able to direct medical care to the appropriate level, guide, dinect EMT personnel during patient treatment.

9 Conduct medical continuing education classes as assigned.

9 Ability to physically perform the essential job function of firefighter/Paramedic and meet district physical
Standards for frontine FirefighterParamedic.

General Requirements

1 High School Diploma or equivalent

1 Current certified State of Colorado Paramedic.

1 Current Basic Cardiac Life Support (BCLS)

9 Current Advanced Life Support (ACLS)

9 Current Pediatric Advance Life Support (PALS)

9 Current certifiedState of Colorado Structural Firefighter | or higher

9 Current Hazmat Operations Certification or higher

9 Current NWCG Incident Qualification card to Firefighter Il or higher (S130/190)

1 NIMS¢ 1S100, 1S200, 1$700,

9 Must complete Mesa County Protocol andJHFaining within one year.

1 Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software.
1 Be able to comply with a required physicals, drug testing and vaccinations required by DFPD.
1 Complete De Beque Fire Pection District Training Program

1 Associates Degree or higher preferred.

f+FfAR /2f2NFR2 5NAPSNDa [AOSyasSo
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Other Training which supports the position:

T Swift Water Rescue
9 Ice Rescue
1 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 exertianLifting and carrying heavy loads for long periods of time and /or
to lift, carry, pushpull or otherwise move objects, including the human body. Required frequently lift
and move 3674 pounds and occasionally lift and moveI&) pounds.

¢CKS F2fft20Ay3 LKEaAOlt OGAGAGASEA I NB @S mBare2 NJ S
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 performessential 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 ddgions. 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: te: Allgust 12, 2014

Adopted: August 12, 2014 Revised:
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Full-Time Firefighter EMT

Effective Date: September 2014 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt

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 irSiecifiaations areot intended
to reflect all duties performed within the job.

DEFINITION

Considered a fronline firefighter. Responsible for maintaining fire and EMS skills in a state of readiness at all times.
Be familiar with county EMS protocols and district policiésa { h DQa @ t NPGARSE aiAftfSR |
emergencies involving fire and EMS, hazardous materials and alarms. Participate in community education programs.
This position involves working various shift schedules including working reoliday

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 lapsdiknes; 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 StateawfoColoens 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, prepaeelifie, 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 andthers.

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 informatiby 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 suspiciouprepares reports
and may testify in court as to the findings.

PRIMARY DUTIEEhe following are examples of primary duties assigned to positions in this classification. Other
related duties and responsibilities may be assigned.

1 Report to work at asigned time, ready for call responsela time of checkin and remains at
the station.
1 Maintains confidential information in relation to HIPPA.

1 Responds promptly to fire alarms and extinguishes the fire.

1 Responds promptly to calls for emergency medseavices, and provides medical treatment and
transport.

1 Performs salvage operations such as throwing salvage covers, sweeping water and removing
debris.

1 Responds to and renders assistance in emergency cases.

1 Cleans and inspects equipment and apparatusratturning from calls.

1 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.

1 Inspects equipment and apparatus and notifiesugerior officer of any defects and completes
proper documentation.

1 Makes minor repairs to equipment and apparatus, performs routine preventative maintenance
tasks, and keeps records of such action.

1 Keeps fire station, equipment and grounds in a cleanaxeérly condition.

1 Actively participates in training activities and instruction sessions.

1 Acquires and retains a thorough knowledge of the District, including streets, buildings, water
supply, unusual hazards and related items.

1 Performs various public infonation or education tasks.

1 Enters inspection, training and (on occasion) fire and emergency medical service calls into the
records management systems.

1 Performs all work duties and activities in accordance with District policies and procedures.

1 Works in asafe manner and reports unsafe activity and conditions. Follows Digtidet safety
policy and practices and adheres to responsibilities concerning safety prevention, reporting and
Y2YAU2NRY3I a4 2dzif AYSR Ay (KS stricthsadfdichidipldcea | |y
program.
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Other Duties and Responsibilities:

f  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.

1 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 afggecial 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 apparatsd equipment.

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/EMT.

Ability to:

1 Identify and respond to sensitive community and organizational issues, concerns and needs.

1 Analyze problems, identifgiternative solutions, project consequences of proposed actions and implement
recommendations in support of goals.

1 Interpret and make decisions in accordance with laws, regulations and policies.

1 Prepare clear and concise fire and emergency meckgalrts.

1 Work irregular hours as necessary for the smooth operation of the department.

1 Communicate clearly and concisely, both orally and in writing.

9 Establish and maintain effective working relationships with those contacted in the course of work.

9 Ability to physically perform the essential job function of firefighter/EMT and meet district physical standards
for front-line FirefightesfEMT.

General Requirements

1 High School Diploma or equivalent

1 Current certified State of Colorado EMT.

1 Current Basic Caiat Life Support (BCLS)

9 Be able to obtain IV certification within one year of hire.

9 Current certified State of Colorado Structural Firefighter | or higher

9 Current Hazmat Operations Certification or higher

1 Current NWCG Incident Qualification card to Firaégll or higher (S130/190)

1 NIMS¢ 1S100, 18200, 1$700,

1 Must complete Mesa County Protocol and FTO training within one year.

1 Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software.
1 Be able to complwith a required physicals, drug testing and vaccinations required by DFPD.
1 Complete De Beque Fire Protection District Training Program

1 Associates Degree or higher preferred.

f+FfAR /2f2NF¥R2 5NAPSNDa [AOSyasSo
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Other Training which supports the position:
1 Swift Water Rescue
1 Ice Rescue
1 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 withphysical 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 3674 pounds and occasionally lift and move 18D pourts.

¢CKS F2fft26Ay3 LKeaAOlt FOGAGAGASEA I NBE OSNEB 2NJ SH
performed on a daily basis:

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the
condud 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 functibthe 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 Districhltyifitg

test annually.

Board President

Signature: Date: Alj(rE142

Adopted: August 12, 2014 Revised:
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Part-time Firefighter Paramedic

Effective Date: July 2014 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt

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 irSiectfiaations aneot intended
to reflect all duties performed within the job.

DEFINITION

Considered a fronline firefighter. Responsible for maintaining fire and EMS skills in a state of readiness at all times.
.S FLEYAfTAFNI gAGK O2dzyié 9a{ LINRG202fax RAAGNAOG LRt A
emergenciesnvolving 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 thesBict 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 classificatiotvés 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 linesperates 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 utilizingarious 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 daywititiand 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 makinggeetioss 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 thetdfiien.

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 meigal 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 DUTIEEhefollowing are examples of primary duties assigned to positions in this classification. Other
related duties and responsibilities may be assigned.

1

=
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Report to work at assigned time, ready for call response at the time of éheutd 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 sua$ 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 natdahto, 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 agpment 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.

Acauires 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 emergemdjical 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 Bistiecsafety
policy and practices and adheres to responsibilities concerning safety prevention, reporting and

Y2YAG2NRY3 & 2dzif AYSR Ay GKS B5Aa0GNAROGQA |y

program.
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Other Duties and Responsibilities:

1 May respond to emergetyccalls 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.

1 Deals with social service related areas mfeegency 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, coaled regulations that pertain to the level of firefighter/Paramedic.

Ability to:

1 Identify and respond to sensitive community and organizational issues, concerns and needs.

9 Analyze problems, identify alternative solutions, project consequences of propatieds and implement
recommendations in support of goals.

9 Interpret and make decisions in accordance with laws, regulations and policies.

9 Prepare clear and concise fire and emergency medical reports.

1 Work irregular hours as necessary for the smampleration of the department.

1 Communicate clearly and concisely, both orally and in writing.

1 Establish and maintain effective working relationships with those contacted in the course of work.

1 Able to direct medical care to the appropriate level, guide, dinect EMT personnel during patient treatment.

1 Conduct medical continuing education classes as assigned.

1 Ability to physically perform the essential job function of firefighter/Paramedic and meet district physical
Standards for frontine FirefighterParamedic.

General Requirements

9 High School Diploma or equivalent

1 Current certified State of Colorado Paramedic.

1 Current Basic Cardiac Life Support (BCLS)

1 Current Advanced Life Support (ACLS)

1 Current Pediatric Advance Life Support (PALS)

1 Current certifiedState of Colorado Structural Firefighter | or higher

1 Current Hazmat Operations Certification or higher

1 Current NWCG Incident Qualification card to Firefighter Il or higher (S130/190)
1 NIMS¢ 1S100, 15200, 15700,

1 Must complete Mesa County Protocol andCHFaining within one year.

1 Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software.

1 Be able to comply with a required physicals, drug testing and vaccinations required by DFPD.
1 Complete De Beque Fire Pection District Training Program
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1 Associates Degree or higher preferred.
fxFfAR /2f2NFR2 5NAGSNDa [AOSyasSo

Other Training which supports the position:
1 Swift Water Rescue

1 Ice Rescue
1 Low/High Angle Rescue

WORKING CONDITIONS
Environmental Conditions

EMSfirefighting environment, and office working conditions.
Physical and Mental Requirements

The job is characterized by:

Periods of work with physical exertianLifting and carrying heavy loads for long periods of time and /or
to lift, carry, push, pulbr otherwise move objects, including the human body. Required frequently lift
and move 3674 pounds and occasionally lift and moveI&) pounds.

CKS F2fft2¢gAy3 LKeaAOlIf FOGABAGASA | NB @SNRare2 NJ SE

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 essntial 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 comatis. 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: Aldatst 19, 2014

Adopted: August 1%, 2014 Revised:
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Part-Time Firefighter EMT

Effective Date: July 2014 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt

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 irSiecifiaations areot intended
to reflect all duties performed within the job.

DEFINITION

Considered a fronline firefighter. Responsible for maintaining fire and EMS skills in a state of readiness at all times.
Be familiar with county EMS protocols and district policiésa { h DQa @ t NPGARSE aiAftfSR |
emergencies involving fire and EMS, hazardous materials and alarms. Participate in community education programs.
This position involves working various shift schedules including working reoliday

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 lapsdiknes; 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 StateawfoColoens 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, prepaeelifie, 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 bers.

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 infoation 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 sisspi@; prepares reports
and may testify in court as to the findings.

PRIMARY DUTIEEhe following are examples of primary duties assigned to positions in this classification. Other
related duties and responsibilities may be assigned.

1 Report to wok at assigned time, ready for tegsponse at the time of cheék and remains at
the station.

1 Maintains confidential information in relation to HIPPA.

Responds promptly to fire alarms and extinguishes the fire.

1 Responds promptly to calls for emergencydiwal services, and provides medical treatment and
transport.

1 Performs salvage operations such as throwing salvage covers, sweeping water and removing
debris.

1 Responds to and renders assistance in emergency cases.

1 Cleans and inspects equipment and appasadifter returning from calls.

1 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.

1 Inspects equipment and apparatus and notifiesugerior officer of any defects and completes
proper documentation.

1 Makes minor repairs to equipment and apparatus, performs routine preventative maintenance
tasks, and keeps records of such action.

1 Keeps fire station, equipment and grounds in a cleanadeérly condition.

1 Actively participates in training activities and instruction sessions.

1 Acquires and retains a thorough knowledge of the District, including streets, buildings, water
supply, unusual hazards and related items.

1 Performs various publinformation or education tasks.

1 Enters inspection, training and (on occasion) fire and emergency medical service calls into the
records management systems.

1 Performs all work duties and activities in accordance with District policies and procedures.

1 Works h a safe manner and reports unsafe activity and conditions. Follows Digidietsafety
policy and practices and adheres to responsibilities concerning safety prevention, reporting and
Y2YAG2NRY3A & 2dzif AYSR Ay U KeSlisthchsafelddmplenc@a | |y
program.
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Other Duties and Responsibilities:
1 May respond to emergency calls for specialized services such as hazardous materials, confined
spaces rescue, extrication and technical rescues that include high angle, belowsgvite,
water, Ice Rescue, trench and collapse rescues.
1 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 affgecial 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 fisgpparatus and equipment.

Pertinent Federal, State and local laws, codes and regulations that pertain to the level of firefighter/EMT.

Ability to:

1 Identify and respond to sensitive community and organizational issues, concerns and needs.

9 Analyze problemsdentify alternative solutions, project consequences of proposed actions and implement
recommendations in support of goals.

9 Interpret and make decisions in accordance with laws, regulations and policies.

9 Prepare clear and concise fire and emergemeylical reports.

1 Work irregular hours as necessary for the smooth operation of the department.

1 Communicate clearly and concisely, both orally and in writing.

1 Establish and maintain effective working relationships with those contacted in the course of work.

1 Ability to physically perform the essential job function of firefighter/EMT and meet district physical standards
for front-line FirefightefEMT.

General Requirements

9 High School Diploma or equivalent

1 Current certified State of Colorado EMT.

1 Current Baic Cardiac Life Support (BCLS)

1 Be able to obtain IV certification within one year of hire.

1 Current certified State of Colorado Structural Firefighter | or higher

1 Current Hazmat Operations Certification or higher

9 Current NWCG Incident Qualification card-icefighter Il or higher (S130/190)

1 NIMS¢ 1S100, 18200, 1$700,

1 Must complete Mesa County Protocol and FTO training within one year.

1 Ability to operate computer programs and systems not inclusive ePCR data records, NFIRS reporting software.
1 Be able tacomply with a required physicals, drug testing and vaccinations required by DFPD.
1 Complete De Beque Fire Protection District Training Program

1 Associates Degree or higher preferred.

T+ ftAR /2f2NIR2 5NAGSNRAa [ AO0SyasSo

Other Training which supports the postn:
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1 Swift Water Rescue
i Ice Rescue
1 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 withphysical exertion Lifting and carrying heavy loads for long periods of time and /or
to lift, carry, push, pull or otherwise move obijects, including the human body. Required frequently lift
and move 3674 pounds and occasionally lift and move 8D pourts.

¢KS F2fft26Ay3 LKeaAOlt OGAGAGASEA I NBE OSNE 2NJ SH
performed on a daily basis:

The employee is regularly required to see, hear, talk, stand, twist, sit and use repetitive motions in the
condud 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 functdthe 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 Districhltyifitg

test annually.

Board President

Signature: Date: Alig28142

Adopted: August 12, 2014 Revised:
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Reserve Firefighter EMS

Effective Date: October2014 Pay Grade:  Hourly

Job Group: Support FLSA: NonExempt

Shift Requirements:  Variable Compensation:Commensurate with experience
Direct Report: Fire Chief/Assigned supervisor Benefits: None

Class specifications are intended to presetéscriptive list of the range of duties performed by employees in the class. Specifications&meded
to reflect all duties performed within the job.

DEFINITION

Considered an entry position into the fire district with minimal skills and deegtiibn to assist on scene. The Reserve
Firefighter is a defensible firefighter and designed for initial training purposes. Responsible for maintaining fire and
9a{ aiAfta Ay | adGraS 2F NBIFIRAyS&aa I is. Provides kiled Sridd
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 Chielesignated 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 anis wdvatired
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 idetensive 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 oienas 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 regred 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 aexkercises.

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 callspast 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 DUTIEBhe following are examples of primarytigés assigned to positions in this classification. Other
related duties and responsibilities may be assigned.

1
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Report to work at assigned time, ready for call resgat the time of check and remains at

the station.

Maintains confidential informatioim 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, sweepergawatremoving

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
inspedions, 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 orderlgliton.

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 Wittrict policies and procedures.

Works in a safe manner and reports unsafe activity and conditions. Follows Bistiicsafety

policy and practices and adheres to responsibilities concerning safety prevention, reporting and

monitoring as outlined inth& A a A NA O Qa | I yR62271 @ t I NI AOA LI

program.
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Other Duties and Responsibilities:
1 May respond to emergency calls as an assistant for specialized services such as hazardous
materials, confined spaces rescue, extrication sawhnical rescues that include high angle,
below grade, swift water, Ice Rescue, trench and collapse rescues.
1 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:

9 Work irregular hours as necessary for the smooth operation of the department.

9 Communicate cleayland concisely, both orally and in writing.

9 Establish and maintain effective working relationships with those contacted in the course of work.

1 Ability to physically perform the essential job function of Reserve firefighter and meet district physical
Stardards.

General Requirements

9 High School Diploma or equivalent

1 Current EMR certification desired.

9 Current Basic Cardiac Life Support (BCLS)

9 Current NWCG Incident Qualification card to Firefighter Il or higher (S130/190)

1 NIMS 1700,

1 Be able to complwith a required physicals, drug testing and vaccinations required by DFPD.
1 Complete De Beque Fire Protection District Training Program

f+FfAR /2f2NFR2 5NAPSNDa [AOSyasSo

WORKING CONDITIONS
Environmental Conditions

EMS, firefighting environment, and offievorking conditions.
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Physical and Mental Requirements
The job is characterized by:

Periods of work with physical exertianLifting and carrying heavy loads for long periods of time and /or
to lift, carry, push, pull or otherwise move objeciiscluding the human body. Required frequently lift
and move 3674 pounds and occasionally lift and move 8D pounds.

CKS F2ft26Ay3 LKE&AAOIt | OGABAGASEA || NB OSNE 2N SE

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 assocthigith 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 wilvienaeriods 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: Aligpe142

Adopted: Aigust 12", 2014 Revised:
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District Secretary

Effective Date: September 2014 Pay Grade:  Hourly

Job Group: Administrative Support FLSA: NonExempt

Shift Requirements:  Parttime Compensation:Commensurate ith 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 irSiectfiaations areot 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, deaifgiouniag
basis with sensitive or controversial matters, dra$ continual public contact.

Exercises initiative, sound judgment, and discretion in the performance of duties. Assignments are in the form of génerat ou
desired results, with methods and routines expected to be developed and implemented apugigro 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.

ESSENAL FUNCTIONS OF THE-JO# 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 newters, 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. Wiadely 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. Respasible 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 6

1 Knowledge of standard office practices and procedures, equipment, and its application to the area of assignment.
1 Ability to maintain records, to assemble and organize data and to prepare reports from such records.

1 Knowledge of Fire District policies, procedures, rules and regulations, and services.

1 Ability to communicate policies and procedures.

1 Ability to work under pressure to meet deadlines.

1 Ability to prioritize, organizes, and performs work independently.

1 Ablity to communicate effectively, both orally and in writing.

1 Ability to establish and maintain effective working relationship with employees and the public.

1 Ability to deal with public relations problems courteously and tactfully.

1 Knowledge of pertinent Fkeral, State and local laws, codes and regulations pertaining to the position.

Experience and Training Guidelines
Minimum Requirements:

1 Possession of, or ability to obtain, a valid Colorado driver's license.

1 High School Diploma or equivalent

1 Experience iperforming responsible secretarial work; or equivalent combination of acceptable education and experience
providing the knowledge, abilities, and skills cited above.
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