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SECTI ON 1 :  FORMATI ON OF THE DEPARTMENT  

 

Form at ion of Departm ent :  
The Pulaski County Fire Protect ion Dist r ict  #  5, dba Sherwood Fire 
Departm ent , was form ed in August  2005 by a resolut ion from  Pulaski County 
Judge Floyd G. “Buddy" Villines. The Board of Com m issioners is a five-person 
board appointed by the Pulaski County Judge m ade up of local hom eowners 
and businesspersons that  oversee the act ions of the Fire Departm ent , 
represent  the cit izens of the Sherwood Fire Dist r ict , and ensure proper 
checks and balances.  

 
State Law:  

The Sherwood Fire Departm ent  operates under authority of the Arkansas Fire 
Prevent ion Code, in which the Fire Chief is an ex officio deputy to the fire 
m arshal under the Fire Prevent ion Act , A.C.A. §§ 12-13-101 through -116 
(Repl. 2003) .  
 

Purpose:  
The Board of Com m issioners has approved these Standard Operat ing 
Procedures that  define the requirem ents and expected standard of act ion for 
em ployees. These procedures have been established for the good of the 
departm ent , and m ust  be followed by all em ployees. I n all respects, these 
procedures should com ply with all federal,  state, and local laws and statutes, 
and the Bylaws of the departm ent , hereinafter, “Laws.”  I f at  any t im e, any 
statem ent  contained herein conflict  with any Laws, the Laws shall prevail.  I f 
any statem ent  contained herein is found subservient  to Laws, the rem ainder 
of the docum ent  shall rem ain in effect . Every effort  shall be m ade to ensure 
that  the procedures contained herein reflect  the m ost  appropriate and 
beneficial procedures for the Departm ent . 
 

Scope:  
These procedures apply to all em ployees. These procedures do not  

supersede Standard Operat ing Guidelines providing on- scene 

Strategic I ncident  Com m and. 

 
1 .1  -  POLI CY STATEMENT 

      The Pulaski County Fire Protect ion Dist r ict  # 5 dba Sherwood Fire Departm ent  
possesses the sole r ight  to operate and m anage the financial affairs of the 
Departm ent . 
 
1 .2  -  SEVERABI LI TY 

     Should any of the provisions of these Policies be determ ined cont rary to federal, 
State, or local law, the rem aining provisions of the Policies shall rem ain in full force 
and effect .  To the extent  any law provides addit ional or different  benefits or r ights 
to em ployees, the provisions of these Policies shall be deem ed to include those 
statem ents of law. 
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SECTI ON 2 :  ROLE AND AUTHORI TY OF DEPARTMENT OFFI CI ALS 

 
      I t  is the intent ion of this sect ion to list  som e of the responsibilit ies and 
authorizat ions of each m ajor job funct ion. The inform at ion following is not  all-
inclusive, and is subject  to change. The ranks of Fire Chief, Assistant  Chief, and 
Captain are referred to as Fire Officers. The general rank of Firefighter along with 
those previously m ent ioned refers to the work classificat ion of em ployees. 
 
     The t it les of On-Duty Supervisor, On-Duty Driver, and On-Duty Firefighter refer  
to the shift  classificat ion of em ployees. Any person of any work classificat ion can 
hold any posit ion of shift  classificat ion if they are so qualified. For exam ple, a 
Captain m ay work a shift  as an On-Duty Firefighter or a Firefighter m ay work a shift  
as an On-Duty Supervisor. Generally the higher work classificat ion will hold the 
higher shift  classificat ion. More details are provided in Sect ion 6. 
  
     Specialized classificat ions such as Training Officer, Maintenance Officer, Fire 
Marshal, I nvest igator, Safety and Health Officer, and Fire Prevent ion Specialist  m ay 
be assigned regardless of work classificat ion. 
 
2 .1  -  Fire Chief 

The Fire Chief is appointed by and reports to the Board of Com m issioners of 
Pulaski County Fire Protect ion Dist r ict  # 5. 
 
The Chief shall have full cont rol of the staff, apparatus and effects of the 
Departm ent  while in the fire stat ion and at  all fires, inspect ions, dr ills,  
parades, etc.  The Chief shall be responsible to the Board of Com m issioners 
for the keeping and filing of all records and reports of the Departm ent , and 
such other dut ies as shall hereafter be prescribed. 
 
The Fire Chief is considered be the Chief Fire Officer for he departm ent . The 
Fire Chief is also the chief execut ive of the fire departm ent . I n accordance 
with the bylaws of the Board of Com m issioners, he/ she has direct  charge, 
cont rol, m anagem ent , and direct ion of the departm ent , pertaining to dut ies, 
with authority to t ransfer, appoint , or assign em ployees specific departm ental 
dut ies. Dut ies, and responsibilit ies of the Fire Chief are defined in the 
Adm inist rat ive Rules and Regulat ions.  
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2 .2  -  Assistant  Fire Chief 

The Fire Chief m ay appoint  one or m ore persons to the rank of Assistant  Fire 
Chief to serve as a high- level m anager and assum e the dut ies and 
responsibilit ies of the Fire Chief in the event  of his/ her absence. An Assistant  
Chief is considered to be a Chief Fire Officer. 

 
The responsibilit ies of the Assistant  Chief are to: 

a)  Ensure adequate m anagem ent  of the responsibilit ies or program s 
assigned to them  by the Fire Chief. 

b)  Ensure the use of the chain of com m and. 
c)  At tend the m eet ings of the Board of Com m issioners to assist  the Fire 

Chief and report  specialized inform at ion from  their appointed division. 
d)  Ensure the m ost  efficient  operat ion of the fire departm ent . 
e)  Properly execute any other responsibilit ies as dictated by the Fire Chief, 

whether writ ten or oral. 
f)  Be able to perform  all of the dut ies of those that  hold the rank of Captain. 
g)  Fill the role of the Fire Chief in his/ her absence.  

 
 The Assistant  Fire Chief, w ith approval of the Fire Chief, is authorized 

to: 

a)  Purchase equipm ent  or supplies for their respect ive division. 
b)  Counsel em ployees and adm inister discipline or term inat ion in a fair  and 

consistent  m anner. 
c)  Give orders to subordinates and delegate authority as necessary to carry 

out  the daily operat ions of the departm ent . 
d)  Execute other com m ands delegated to them  by the Fire Chief. 
e)   

2 .3  -  Bat ta lion Chief 

The Bat talion Chief will be the overall supervisor for the shift  to which they are 
assigned for the durat ion of the shift .  He/ she will have full cont rol and 
responsibilit y for all fire suppression, em ergency m edical services (EMS) , 
Motor Vehicle Accident  (MVA) , and any other call requir ing the response of 
m ore than two com panies dur ing the shift .  The Fire Chief will specify a Chief 
Officer,  or Senior Captain to fill this posit ion. 
 
The responsibilit ies of the Bat ta lion Chief are: 

a)  Under the general direct ion of the Fire Chief or Assistant  Fire Chief, will be 
in im m ediate com m and and responsible charge of the ext inguishm ent  of 
fires, saving life and property, personnel,  stat ions, and equipm ent  in the 
fire dist r ict  during assigned shifts. 

b)  Respond to, and establish com m and at  all alarm s during the shift  as 
directed by the Fire Chief. 

c)  Conduct  a daily roll call,  and rove and assign personnel as needed to 
assure com plete and efficient  coverage of all stat ions and apparatus. 

d)  Com plete an inspect ion of all stat ions, apparatus and equipm ent  once 
daily to insure proper operat ion and cleanliness. 

e)  Ensure efficient  daily operat ions of the departm ent . 
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The Bat talion Chief, w ith the approval of the Fire Chief, is authorized: 

a)  To counsel em ployees and recom m end disciplinary act ion(s)  in a fair  and 
consistent  m anner. 

b)  To give orders to subordinates and delegate authority as necessary to 
carry out  daily operat ions of the departm ent . 

c)  To execute official dut ies in a fair  and precise m anner.  
 
2 .4  -  Captain 

Those appointed to the rank of Captain m ay serve as a front  line supervisor 
com m anding a fire com pany, or m ay act  as a Fire Officer during a shift .  A 
Captain, under the direct ion of a superior officer and during his assigned shift ,  
will have full charge of and be responsible for the firefight ing operat ions of 
their  com pany, the operat ion and condit ion of their  stat ion and apparatus, as 
well as the adherence to the S.O.P.’s and S.O.G.’s by the crew to which they 
are assigned. 
The responsibilit ies of the Captain are to: 

a)  Respond to all alarm s to which the com pany is dispatched during the 
shift .  

b)  Establish Com m and when first  arr iving on scene unt il relieved by a 
Bat talion Chief or superior officer.  

c)  Act  as Bat talion Chief when assigned. 
d)  Conduct  at  least  two hours of t raining during the shift  for the com pany. 
e)  Enter all designated records and data into the logbook and Firehouse as 

directed by a Chief officer pr ior to the end of the shift .  
f)  Ensure all apparatus, tools and equipm ent  are cleaned and m aintained for 

im m ediate use. 
g)  Make certain that  the stat ion and grounds are cleaned on a daily basis. 
The Fire Chief m ay assign each Captain a specialized area of responsibilit y 
within the departm ent . The Captain will ensure that  his/ her individual area of 
responsibilit y is handled in a t im ely m anner and the dut ies are com pleted 
professionally. The Captain will report  regular ly to their  assigned Assistant  
Chief. I f assistance is needed the Captain should request  guidance from  a 
superior officer.  
 
Each Captain m ay be assigned three to seven firefighters. The Captain will 
com m unicate with his/ her assigned firefighters and ensure that  they:  
a)  Understand all departm ent  regulat ions;  
b)  Are fam iliar with basic firefight ing, rescue, and em ergency m edical 

pract ices;  
c)  Are fam iliar with departm ent  equipm ent  and apparatus;  
d)  Are fam iliar with the st reets, m ajor block num bers, fire hydrant  locat ions, 

sprinkler connect ions, standpipe connect ions, and inspected occupancies 
within the fire dist r ict ;  

e)  Are fam iliar with the scheduling process;  
f)  Are aware of any policy changes, m em orandum s, or other pert inent  

departm ent  business;  
g)  Adhere to the chain of com m and regarding official departm ent  business. 
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A Captain m ust  be proficient  in all of the dut ies of a firefighter and should be 
capable of filling in as a Bat talion Chief when necessary. 
 

2 .5  -  Lieutenant  /  Driver Operator  

The Lieutenant  /  Driver Operator will dr ive and operate all fire departm ent  
apparatus, and ensure said apparatus and all equipm ent  assigned to the 
stat ion to which they are assigned is in proper working condit ion and ready for 
im m ediate use at  all t im es. The Lieutenant  m ay be required to act  as Captain 
when directed by a Chief Officer. A Lieutenant  is considered an officer only 
when given the authority by his/ her superior officer.   
 
The responsibilit ies of a  Lieutenant  /  Driver Operator are: 

a)  When assigned, to act  as the com pany officer, and have charge of those 
m em bers his/ her junior.  

b)  Under direct ion of the com pany officer, to have full charge of his/ her 
vehicle and be responsible for its good condit ion and readiness for service 
at  all t im es. 

c)  To carefully exam ine all parts of the m echanical and elect r ical system s of 
the apparatus for proper funct ion at  each shift  change. He/ she shall see 
that  the radiator,  booster tank, fuel tank, and oil system  are kept  well 
supplied. He/ she shall see that  all fr ict ional parts are kept  well lubr icated 
and that  the m otor, pum p and other m echanical parts are kept  clean and 
serviceable at  all t im es. He/ she shall inform  the com pany officer 
whenever m aterial, supplies or repairs are needed. Bat ter ies shall be 
checked daily.  

d)  He/ she shall respond to all alarm s and other em ergency calls to which the 
com pany is assigned.  

2 .6  -  Firefighter  

The rank of firefighter includes all persons, other than Fire Officers, that  
engage in firefight ing, rescue, or em ergency m edical act ivit ies. Firefighters 
m ust  com plete a probat ionary period of one (1)  year. 

 
 I t  is the duty of each firefighter  to: 

a)  Possess the basic knowledge necessary to engage in firefight ing, rescue, or 
em ergency m edical act ivity. I f a firefighter believes that  they m ay need 
assistance or further inst ruct ion, it  is their individual responsibilit y to not ify 
their  assigned Captain. 

b)  Be very fam iliar with the layout  of the fire dist r ict  ( i.e. st reets, inspected 
st ructures, hydrants, etc.) . 

c)  Be fam iliar  with the General Orders, Rules, Regulat ions, Policies, SOGs and 
SOPs of the departm ent . 

d)  Carry out  any and all orders issued by a superior in a t im ely and 
professional m anner. 

e)  Be fit  for duty physically, m entally, and em ot ionally upon report ing to 
and/ or dur ing the tour of official duty.  

f)  Be capable of perform ing act ivity in ext rem e condit ions and under st ress. 
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g)  Be capable of carrying persons or heavy equipm ent , bending, lift ing, 
clim bing, j um ping, swinging tools ( i.e. axes) , pushing, pulling, carrying 
equipm ent , and crawling. 

h)  Be capable of operat ing all equipm ent  necessary to perform  the funct ions 
of a firefighter. 

i)  Be able to successfully com plete a generalized FEATS test  at  any t im e 
during em ploym ent . 

j )  Be able to swim  and to effect  a m inor water rescue should the need arise. 
k)  Respond to all alarm s that  the com pany is assigned. 
l)  Act  as Lieutenant  when so assigned by a Chief Officer.  
m )  Have com pleted a successful term  as a Probat ionary Firefighter and 

com pleted an evaluat ion with the departm ent  Training Officer.  
n)  Clean and m aintain the stat ion in a condit ion of readiness at  the direct ion 

of their  im m ediate supervisor.   
 
2 .7  -  Fire Marshal 

The Fire Marshal is a specialized posit ion appointed by the Fire Chief. 
  

I t  is the duty of the Fire Marshal to: 

 

a)  Ensure the efficient  operat ion of the Fire Marshal’s Office. 
b)  I nvest igate all fires in the dist r ict  for cause, or igin, and cr im inal intent . 
c)  Develop and m aintain a m ethodology of invest igat ion and ensure that  all 

invest igat ions are conducted in a consistent  and professional m anner. 
d)  Develop and m aintain case files in a professional and organized m anner. 
e)  Maintain evidence in a m anner so that  the integrit y of the chain of 

custody is not  tainted. 
f)  At tend any judicial proceeding as is necessary and required by an 

invest igator of a fire. 
g)  Str ive for excellence in achieving nat ional cert ificat ion and receive annual 

t raining in the field of invest igat ion. 
h)  Maintain the burn perm it  log. 
i)  Review and assess all plans for new st ructures to be built  in the fire 

dist r ict  that  are subm it ted to the Perm its and Planning Office of the City of 
Sherwood and m ake the changes necessary to br ing the plans/ building in 
com pliance with the Arkansas Fire Prevent ion Codes and it ’s referenced 
m aterials.  

j )  Develop and m aintain a system  that  allows for the efficient  annual 
inspect ion of exist ing occupied st ructures, excluding resident ial,  but  
including large apartm ent  com plexes.  
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2 .8  -  Fire I nvest igator 

A Fire I nvest igator is a specialized posit ion appointed by the Fire Marshal 
with approval from  the Fire Chief. The person holding this t it le m ay be an 
em ployee of any work classificat ion. 
 

I t  is the duty of the Fire I nvest igator to: 

 
a)  Develop and m aintain a thorough fire prevent ion and inspect ion program  

for the dist r ict .  
b)  I nsure that  all fire code violat ions are docum ented and corrected in 

accordance with the Arkansas State Fire Code. 
c)  I nvest igate all fires in the fire dist r ict  for cause, or igin, and cr im inal intent  

that  are assigned by the Fire Marshal or Fire Chief. 
d)  Ut ilize the m ethodology of invest igat ion developed by the Fire Marshal 

and ensure that  all invest igat ions are conducted in a consistent  and 
professional m anner. 

e)  Develop and m aintain case files in a professional and organized m anner. 
f)  Maintain evidence in a m anner so that  the integrit y of the chain of 

custody is not  tainted. 
g)  At tend any judicial proceeding as is necessary and required by an 

invest igator of a fire. 
h)  Str ive for excellence in achieving nat ional cert ificat ion and receive annual 

t raining in the field of invest igat ion. 
2 .9  -  Occupancy Managem ent  Officer  

The Occupancy Managem ent  Officer is an appointed specialized posit ion 
approved by the Fire Chief. The person holding this t it le will generally be a 
Fire Officer. 

 
I t  is the responsibility of the Occupancy Managem ent  Officer  to: 

a)  Maintain a file system  of all exist ing st ructures, excluding resident ial, but  
including large apartm ent  com plexes. The file system  should ident ify all 
safety inspect ions and other relevant  inform at ion pertaining to each 
st ructure. 

b)  Coordinate and im plem ent  the “exist ing occupancy”  inspect ion program  
and ensure it s efficient  operat ion. 

c)  Make certain that  all exist ing occupied st ructures are inspected on a 
biannual basis. 
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2 .1 0  -  Fire Prevent ion Officer 

The Fire Prevent ion Officer is an appointed specialized posit ion approved by 
the Fire Chief. The person holding this will generally be a Fire Officer. 

 
I t  is the responsibility of the Fire Prevent ion Officer  to: 

a)  I m plem ent  program s for public and pr ivate use that  will dem onst rate the 
im portance of fire safety and the dangers of fires. 

b)  I nst ruct  groups of people in the im portance of fire safety and the dangers 
of fires. 

c)  Develop and im plem ent  program s and creat ive approaches that  will help 
m ake the fire dist r ict  a fire safe com m unity. 

d)  Maintain an annual educat ion program  for fire safety awareness for 
schools within the dist r ict . 

e)  Receive annual t raining in fire prevent ion related m at ters. 
 
2 .1 1  -  Hum an Resources/ Professional Developm ent  Officer  

The Hum an Resources/ Professional Developm ent  Officer is a specialized 
posit ion appointed by the Fire Chief. The person holding this t it le will 
generally be a Fire Officer. 

 
I t  is the responsibility of the Hum an Resources/ Professional 

Developm ent  Officer to: 

a)  Conduct  departm ent  business regarding em ploym ent  of individuals, pre-
em ploym ent  test ing, drug and alcohol screening (as out lined in Sect ion 
4) , and process init ial em ployee paperwork (W-4, I -9, pass tag, etc.) . 

b)  Maintain confident ial and accurate files of all em ployees including all 
inform at ion regarding em ploym ent , discipline, com m endat ion, praise, 
prom ot ion, dem ot ion, workplace injury, and term inat ion. 

c)  Establish and m aintain the departm ent ’s LOPFI  ret irem ent  system  
records. 

d)  Conduct  alcohol and drug screens as out lined in Sect ion 4. 
e)  Ensure the efficient  operat ion of the Training Division. 
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2 .1 2  -  Training Officer  

The Training Officer is a specialized posit ion appointed by Fire Chief. The 
person holding this t it le will generally be a Fire Officer. 

 
I t  is the responsibility of the Training Officer  to: 

a)  Develop and im plem ent  a curr iculum  of em ployee t raining in firefight ing, 
rescue, and em ergency m edical act ivit ies. 

b)  Perform  annual review of the t raining curr iculum  and m ake revisions as 
necessary. 

c)  Develop a system  of docum entat ion for t raining and m aintain a file of 
com pleted t raining act ivit ies. 

d)  Ut ilize departm ent  em ployees as t raining inst ructors as appropriate. 
e)  Enlist  aid from  other departm ent  em ployees in the Training Division as 

necessary with approval. 
f)  Maintain a professional relat ionship with the Arkansas Fire Academ y. 
g)  Maintain a professional relat ionship with the Nat ional Fire Academ y. 
h)  Enroll firefighters for classes or for the academ y as approved. 
i)  Enroll departm ent  em ployees into pr ivate or outside classes as approved. 
j )  Receive annual educat ion regarding t raining issues. 
k)  Perform  the funct ions necessary to carry out  the efficient  operat ion of the 

Training Division. 
 
2 .1 3  -  Health and Safety Officer  

The Health and Safety Officer is an appointed specialized posit ion approved 
by the Fire Chief. The person holding this t it le m ay be an em ployee of any 
work classificat ion. 

 
I t  is the responsibility of the Health and Safety Officer  to: 

a)  Maintain a system  to handle all workplace injury claim s. 
b)  File and m aintain the paperwork necessary to process Workers 

Com pensat ion Claim s. 
c)  Maintain confident ial docum entat ion of all em ployees’ im m unizat ion 

records. 
d)  Maintain a professional relat ionship with fire departm ent  health care 

providers and set  up appointm ents for the m edical needs of em ployees as 
approved. 

e)  At tend workplace safety m eet ings. 
f)  Review, revise, and subm it  for approval to the Fire Chief, health and 

safety policies to ensure the m ost  current  standards are followed by the 
fire departm ent . 
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2 .1 4  -  Operat ions Officer 

The Operat ions Officer is a specialized posit ion appointed by the Fire Chief. 
The person holding this t it le will generally be a Chief Fire Officer. 

 
I t  is the responsibility of the Operat ions Officer  to: 

a)  Develop and m aintain a set  of Standard Operat ing Guidelines (S.O.G.’s)  
for departm ent  em ergency operat ions. 

b)  Conduct  research and develop plans for future needs of the departm ent  
regarding em ergency response operat ions. 

c)  Ensure the efficient  operat ion of the fleet . 
d)  Confirm  that  repairs of equipm ent  and apparatus are com pleted and 

docum ented. 
e)  Make certain that  all firefight ing personnel have the proper protect ive 

equipm ent  to safely perform  the funct ions of their  job. 
f)  Purchase, with approval, the equipm ent  necessary for the efficient  and 

safe perform ance of firefight ing, rescue, and em ergency m edical act ivit ies 
of the departm ent , within budget  lim itat ions. 

g)  Make certain that  each fire stat ion is a safe work environm ent . 
h)  To delegate orders to subordinates to ensure the efficient  operat ion of the 

departm ent . 
 

2 .1 5  -  Apparatus Maintenance Officer 

The Apparatus Maintenance Officer is an appointed specialized posit ion 
approved by the Fire Chief. The person holding this t it le m ay be an em ployee 
of any work classificat ion. 
 

I t  is the responsibility of the Apparatus Maintenance Officer to: 

a)  Ensure the efficient  operat ion of the fleet . 
b)  Make certain that  repairs to apparatus and equipm ent  occur in a t im ely 

m anner. 
c)  Obtain quotes for service or repair. 
d)  Develop and m aintain a system  of regular apparatus preventat ive 

m aintenance. 
e)  Docum ent  all repairs, weekly apparatus checks, and services perform ed 

on the fleet , and m aintain files in a professional and organized m anner. 
f)  Make certain that  all ground ladders, pum ps, and aerial ladders are 

properly tested annually. 
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2 .1 6  -  Stat ion Maintenance Officer  

The Stat ion Maintenance Officer is an appointed specialized posit ion 
approved by the Fire Chief. The person holding this t it le will generally be a 
Fire Officer. 
 
I t  is the responsibilit y of the Stat ion Maintenance Officer to:  
a)  Ensure that  each fire stat ion m aintains a safe work environm ent . 
b)  Conduct  and docum ent  weekly workplace safety inspect ions, note and 

correct  any violat ions. 
c)  Ensure that  any fire stat ion related special projects or upgrades are 

com pleted on a t im ely basis. 
d)  Maintain the Material Safety Data Sheets (MSDS)  log in the adm inist rat ive 

office of all appropriate products used by the fire departm ent . 
 

2 .1 7  -  W MD ( w eapons of m ass destruct ion)  Response Officer  

The WMD Officer is an appointed specialized posit ion approved by the Fire 
Chief. The person holding this posit ion will generally be a Fire Officer. 

 
I t  is the responsibilit y of the WMD Response Officer to:  
a)  Develop, review and revise all em ergency and non-em ergency response 

protocols to current  state or nat ional standards for any incidents involving 
weapons of m ass dest ruct ion to include;  

1)  Biological Agents 
2)  Chem ical Agents 
3)  Explosive Devices that  inflict  m ass casualty  
4)  Nuclear I ncidents ( radiological to high yield)  
5)  Terrorist  I ncidents 

b)  Maintain a list  of em ergency contacts to m anage the above incidents. 
c)  Ensure that  the appropriate supplies are stocked by the fire departm ent  to 

contend with the above-m ent ioned incidents. 
 
 
2 .1 8  -  Logist ics and Supply Officer  

The Logist ics and Supply Officer is a specialized posit ion appointed by the 
Fire Chief. The person holding this posit ion will generally be a Fire Officer. 

 
I t  is the responsibility of the Logist ics and Supply Officer  to: 

a)  Ensure that  purchases are m ade in accordance with all departm ent  
policies and in accordance with state laws. 

b)  Ensure that  all item s necessary to the general operat ion of the fire 
departm ent  are stocked at  a reasonable level. 

c)  Maintain a professional relat ionship with vendors. 
d)  Maintain a system  of m onitor ing dispersal of stocked item s to prevent  

unauthorized use. 
e)  Ensure that  each act ive firefighter has com plete and funct ional protect ive 

equipm ent . 
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SECTI ON 3 :  CHAI N OF COMMAND 

 
     I t  is the intent  of this policy to provide an efficient  organizat ional st ructure for 
the fire departm ent . Em ployees are expected to adhere to the chain of com m and.  
 
     I nternal m at ters m ust  pass through the supervisors/ Fire Officers to the Fire 
Chief. Bypassing the chain of com m and unintent ionally requires a warning. 
Bypassing the chain of com m and carr ies the sam e penalt ies as false report ing.  
Habitual or intent ional bypassing of chain of com m and is a Category A offense and 
will result  in disciplinary act ions.  
 
     Em ployees will observe the following chain of com m and regarding official 
departm ent  business:  
 

1.  The Fire Chief is the highest - ranking officer of the fire departm ent . The Fire 
Chief reports direct ly to the Board of Com m issioners.  

2.  Assistant  Chief(s)  will report  direct ly to the Fire Chief. 
3.  The Bat talion Chief(s)  and/ or Captain(s)  will report  direct ly to their  assigned 

Assistant  Chief. 
4.  Persons holding the rank of Lieutenant / Driver/ Firefighter will report  direct ly 

to their  assigned Captain or to their  assigned shift  supervisor. 
 
     I t  is appropriate for an officer of higher rank to form ally com m unicate direct ly 
with a lower ranking em ployee. For exam ple, the Fire Chief m ay com m unicate 
direct ly with a firefighter about  an issue without  the presence or knowledge of the 
firefighter ’s assigned Captain and/ or Assistant  Chief if the em ployee of lesser rank 
is com fortable with the situat ion. 
 
     I t  is not  appropriate for a person of lower rank to “skip”  levels or circum vent  the 
chain of com m and. However, if a higher- ranking officer engages an em ployee in a 
form al conversat ion they m ay answer freely if the so chose.  
 
     The Bat talion Chief is the highest  ranking “on-duty em ployee”  assigned to a 
part icular shift .  All other “on-duty em ployees”  assigned to a part icular stat ion for a 
shift  will report  to their  assigned Supervisor. An “off duty”  Fire Officer with rank 
higher than that  of the Bat talion Chief will have authorit y to adm inister lawful 
orders over that  of the Bat talion Chief if appropriate. For exam ple, an off duty 
Assistant  Chief m ay respond to a st ructure fire and assum e incident  com m and of 
the fire scene over the Captain that  was assigned as the Bat talion Chief. There is no 
expectat ion that  a Bat talion Chief or Captain will have greater authorit y than an off-
duty officer of higher rank. 
 
      I f a situat ion ar ises while a person is “on-duty”  and a Fire Officer other than 
that  person’s assigned Captain or Assistant  Chief is on duty, they m ay ut ilize the 
exist ing on-duty Fire Officer to generate form al com m unicat ions. The Fire Officer 
should not ify the em ployee’s assigned superior within a reasonable t im e fram e, 
advising him / her that  a form al com m unicat ion has been generated. 
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SECTI ON 4 : DRUG FREE W ORKPLACE 

 
4 .1  -  DRUG POLI CY 

The critical mission of the Sherwood Fire Department requires a reasonable drug-testing 

program. The public has a right to expect that those sworn to aid them in times of emergency and 

disaster are at all times physically and mentally prepared to assume these duties. Therefore, in 

order to ensure the integrity of the Department and to preserve public trust and confidence, the 

Department shall implement a drug-testing program to detect prohibited drug use by all 

employees. A licensed m edical physician m ust  prescribe any use of a cont rolled 

substance by a Departm ent  em ployee.  
 
4 .2  -  DEFI NI TI ONS 

 

Alcohol Test  Any test  authorized by the Arkansas Departm ent  of Health 
for use in determ ining the alcohol content  of a person’s 
blood, breath, or ur ine as specified in A.C.A. 5-65-101, et  
seq. 
 

Cont rol Sam ple A urine specim en having no known drug content  subm it ted 
to the laboratory for analysis as a rout ine specim en 
without  the analyzing technician’s knowledge to ensure the 
accuracy of test  results. 
 

Cont rolled Substance A drug, substance, or im m ediate precursor in Schedules I  
through VI  as listed in A.C.A. 5-64-101, et  seq. 
 

Crit ical I ncident  A situat ion occurr ing during the perform ance of duty that  
causes, or has the im m ediate potent ial of causing, serious 
physical injury or death to any person, or results in 
extensive dam age to property. 
 

Drug Abuse The use of any illegal drug or any illegally-obtained drug. 
 

Drug Misuse The overuse or inappropriate use of any legally obtained 
drug. 

Drug Test  A urinalysis test  consist ing of a drug “screen”  adm inistered 
under approved, pre-established condit ions and procedures 
for the purpose of detect ing the use of illegal drugs or the 
m isuse of prescript ion or non-prescript ion drugs. 
 

Review Officer A designated person who reviews all posit ive drug test  
results to determ ine whether or not  such results were due 
to the tested em ployee’s proper use of a prescribed 
m edicat ion. 
 

I llegal Drug Any substance for which the sale, dist r ibut ion, 
m anufacture, or use is prohibited by law. 
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Non-Prescr ipt ion Drug Any substance not  legally cont rolled and available without  
a m edical prescript ion, but  which, when im properly or 
inappropriately used, m ay ham per the abilit y to perform  
assigned dut ies or im pair judgm ent , alertness, or any other 
physical,  em ot ional, or m ental capacit ies. 
 

Prescr ipt ion Drug Any cont rolled substance for which possession and use is 
legal when prescribed by licensed m edical personnel.  
 

Probat ionary Em ployee Any em ployee serving in a probat ionary status. 
 

Reasonable Suspicion Reasonable suspicion test ing m ay be based upon:   
• Observable phenom ena, such as direct  

observat ion of drug use or possession and/ or the 
physical sym ptom s of being under the influence 
of a drug;   

• A pat tern of abnorm al conduct  or errat ic 
behavior;   

• Arrest  or convict ion for a drug- related offense, or 
the ident ificat ion of an em ployee as the focus of 
a cr im inal invest igat ion into illegal drug 
possession, use, or t rafficking;   

• I nform at ion provided either by reliable and 
credible sources or independent ly corroborated;  
or  

• Newly discovered evidence that  the em ployee 
has tam pered with a previous drug test . 

 

Test ing technician A person that  is cert ified to obtain test  sam ples. 
 

Under the influence Means that  the person’s react ions, m otor skills,  judgm ent  
or other physical, em ot ional, or m ental capacit ies are 
altered or im paired in such a m anner and to such a degree 
that  the proper and efficient  perform ance of their  dut ies is 
jeopardized.  
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4 .3  -  GENERAL PROVI SI ONS CONCERNI NG CONTROLLED SUBSTANCES 

 
The following rules apply to all em ployees, w hile on or off duty: 

 

1.  No em ployee shall perform  any official funct ion, represent  the departm ent , 
or operate departm ent -owned apparatus or equipm ent  while under the 
influence of any drug or alcohol. 

2.  No em ployee shall illegally possess any cont rolled substance. 
3.  No em ployee shall ingest  any prescribed or non-prescribed m edicat ion in 

am ounts beyond the recom m ended dosage. 
4.  No em ployee shall ingest  any cont rolled substance except  as prescribed by 

a licensed m edical pract it ioner. 
5.  Em ployees shall not ify their  im m ediate supervisor when required to use 

prescript ion m edicine that  they have been inform ed has the potent ial to 
im pair job perform ance. The em ployee shall advise the supervisor of the 
known side effects of such m edicat ion and the prescribed period of use.  

6.  The Hum an Resources/ Professional Developm ent  Division shall docum ent  
this inform at ion through the use of a m em orandum  and m aintain the 
m em orandum  in a secured file.  

7.  The em ployee m ay be tem porarily reassigned to other dut ies or relieved of 
duty when appropriate. 

8.  Any em ployee having a reasonable basis to believe that  another em ployee 
is under the influence of drugs or alcohol,  or is illegally using or in 
possession of any cont rolled substance, shall im m ediately report  the facts 
and circum stances to their  im m ediate supervisor. 

9.  Em ployees will im m ediately report  to their  supervisor situat ions in which:  
 An act ion by them selves or another em ployee resulted in serious 

physical injury or death;  or 
 Any act  or om ission deem ed unusually dangerous, careless, or 

inappropriate given the circum stances in which it  occurred. 
10.  The failure of any em ployee to im m ediately subm it  to a drug or alcohol test  

after receiving a lawful order to do so shall be considered insubordinate and 
subject  to disciplinary act ion. 

11.  Each em ployee is required to inform  the Fire Chief within three (3)  days 
after he/ she is charged and/ or convicted of any federal or state cr im inal 
drug statute. 
• “Convict ion”  m eans a finding of guilt  ( including a plea of nolo 

contendre)  or the im posit ion of a sentence by a judge or jury in any 
federal, state, or other court  of com petent  jur isdict ion. 

12.  All records, form s, reports, and/ or results generated in com pliance with this 
policy will be confident ial and m aintained in a secure file. 

13.  The r ights and privacy of em ployees will be safeguarded to the m axim um  
extent  possible while being balanced with the com pelling interest  in 
m aintaining a drug- free work environm ent . 
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4 .4  -  DRUG AND/ OR ALCOHOL TESTS 

      Pre-em ploym ent  (post -offer)  – Every prospect ive em ployee, after a condit ional 
offer of em ploym ent  has been m ade, will be required to subm it  to a drug test . 
Refusal to take the drug test , or results that  indicate a presence of illegal drugs or 
prescript ion drugs for which the individual has no prescript ion, will be basis for 
disqualifying the individual from  em ploym ent . I f this test  com es back posit ive, the 
potent ial em ployee will have the opportunity to retest  on the sam e day at  their  own 
expense. I f the results from  the second test  differ from  the first  results, the Fire 
Chief will m ake the final determ inat ion.  
 
4 .4 a -  Random  Drug Test ing  – All Departm ent  em ployees will be subject  to 
random  drug test ing.  
 
4 .4 b -  Reasonable Suspicion Test ing  -  A drug or alcohol test  based upon 
reasonable suspicion will be conducted when:  

• A reasonable suspicion exists that  an em ployee is under the 
influence or is abusing or m isusing any drug or alcohol;  and 

• The Fire Chief or his designee orders a drug or alcohol test  given 
after reviewing the facts which form  the basis for the reasonable 
suspicion. 

 
4 .4 c -  Crit ical I ncident  Test ing  – A drug or alcohol test  based upon em ployee 
involvem ent  in a cr it ical incident  will be conducted when:  

• The act ions of any em ployee caused the death of any person. 
• The operat ion of a vehicle or apparatus by an em ployee resulted in 

injury or death of any person. 
• Any accident  involving a departm ent  em ployee result ing in property 

dam age of m ore that  $250.00. This includes all departm ent  
apparatus and vehicles as well as personal vehicles operated in 
response to official departm ent  business. 

• Ordered by the Fire Chief or his designee, after reviewing the facts 
and circum stances surrounding incidents or negligence. 
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 -  TESTI NG PROCESS AND PROCEDURES 
 

     4 .5 a -  The Fire Chief or  his designee, upon being not ified an em ployee is 

suspected of drug and/ or a lcohol abuse or m isuse, DW I / DUI , or  is 

involved in a  cr it ical incident , w ill: 

1.  Review all available facts and circum stances;  
2.  Order the affected em ployee to subm it  to a drug and/ or alcohol test  if 

sufficient  reasonable suspicion exists. 
3.  Order the affected em ployee to subm it  to a drug and/ or alcohol test  if the 

em ployee is involved in a cr it ical incident . 
4.  I f em ployee is accused of DWI \ DUI  the em ployee will not  operate a 

departm ent  vehicle unt il the em ployee subm its the appropriate court  
docum entat ion to dr ive a m otor vehicle. Upon convict ion of DUI / DWI  the first  
offense will be a 30 calendar day suspension without  pay or a 15 day 
suspension without  pay and voluntary enrollm ent  and com plet ion of an 
alcohol abuse rehabilitat ion program ;  second offense is a Class A Offense  
and will result  in autom at ic term inat ion. 

 
4 .5 b -  The Assistant  Chief of Hum an Resources/ Professional Developm ent  

w ill: 

1.  I m plem ent , direct , adm inister, and m anage the drug test ing program ;  
2.  Arrange for all drug test ing authorized under this policy;  
3.  Maintain a writ ten system  to random ly select  em ployees for drug test ing;  
4.  Ut ilize a cert ified drug- test ing laboratory that  m aintains confident iality of the 

tested em ployees. 
5.  Maintain a log of the nam es of persons who have been random ly selected for 

drug test ing in a secured locat ion;  
6.  Coordinate and direct  the act ivit ies of departm ent  personnel involved in the 

drug test ing;  
7.  Docum ent  the results of all laboratory tests conducted including cont rol 

sam ples;  and 
8.  Refer reports of posit ive drug test  results to the Fire Chief for  invest igat ion. 

 
      4 .5 c -  Upon learning of an em ployee’s involvem ent  in a  cr it ical incident  

or  upon having a reasonable suspicion of drug or a lcohol abuse or m isuse, 

a  supervisor or  officer  w ill: 

 
1.  Go to the scene of a cr it ical incident  and take com m and of the situat ion when 

appropriate;  
2.  Contact  and observe the suspect  or involved em ployee to determ ine his 

condit ion;  
3.  Ensure the affected em ployee receives any necessary m edical t reatm ent ;  
4.  I m m ediately report  suspected drug or alcohol abuse or m isuse to the next  

higher level of com m and;  
 
4 .5 d -  The Fire Chief or  his designee w ill: 

1.  Order the em ployee to subm it  to any required drug or alcohol test  and 
witness tests when appropriate;  
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2.  Place the affected em ployee on adm inist rat ive leave when appropriate;  
3.  Take custody of all departm ent  equipm ent  of an em ployee who is placed on 

adm inist rat ive leave;  
4.  Prepare a writ ten report  of all relevant  facts and circum stances in any case of 

suspected drug/ alcohol abuse or m isuse, and m aintain the record in a 
secured locat ion. 

 
4 .5 e -  Em ployees directed to take a drug test  w ill: 

1.  Com ply and cooperate with test ing procedures and the inst ruct ions of 
supervisors and/ or the Fire Chief;  

2.  Display their  valid Dr iver’s License to the drug test ing facilit y for posit ive 
ident ificat ion;  

3.  Deposit  ur ine passed into the supplied specim en bot t le for laboratory test ing 
purposes in accordance with the inst ruct ions of the test ing technician;  

4.  Observe the test ing technician seal the em ployee’s test  specim en bot t le with 
the coded tam per-proof seal;  

5.  I nit ial the specim en bot t le seal in the space provided;  
 
4 .5 f -  The drug- test ing laboratory w ill: 

1.  Be experienced and capable of quality cont rol, docum entat ion, chain-of-
custody, technical expert ise, dem onst rate proficiency in ur inalysis, and be 
cert ified by the Nat ional I nst itute of Drug Abuse (NI DA) ;  

2.  Com ply with the Arkansas Departm ent  of Health Rules and Regulat ions 
concerning drug test ing;  and 

3.  Subm it  all results to the Hum an Resources/ Professional Developm ent  
Division. 

 
4 .6  -  An alcohol test  w ill: 

1.  Be a chem ical analysis of the breath, blood, and/ or ur ine of an em ployee to 
determ ine the alcohol level of the em ployee tested.  

2.  Be conducted at  an appropr iate facilit y by cert ified personnel;  
a.  A breath test  m ay be conducted at  a law enforcem ent  facilit y,  by a 

cert ified operator on a BAC Datam aster or other m achine of sim ilar 
capacity that  is operated within standards set  by the Arkansas 
Departm ent  of Health. Test  results will be retained and forwarded to 
the Hum an Resources/ Professional Developm ent  Division. 

b.  A blood test  m ay be conducted by a physician, registered nurse, or 
other qualified technician.  A qualified person m ay draw a blood 
sam ple either on site or at  a m edical facilit y.  

3.  The blood sam ple will be:  
a.  Sealed with a tam per proof label, placed in a evidence bag, and 

retained by the supervisor or officer accom panying the em ployee 
tested, and subm it ted to the Arkansas Departm ent  of Health for 
alcohol test ing using a chain of custody;  or 

b.  Maintained by the m edical facilit y at  which it  was drawn to be tested. 
Test  results will be forwarded to the Hum an Resources/ Professional 
Developm ent  Division. 
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4.  A urine test  m ay be conducted at  any locat ion by a supervisor or officer. The 
urine specim en collected will be taken in the sam e m ethod that  a drug test  is 
collected. The specim en will be subm it ted to an appropriate test ing facilit y 
ut ilizing a chain of custody. Test  results will be forwarded to the Hum an 
Resources/ Professional Developm ent  Division. 

 
4 .7  -  MAI NTENANCE OF RECORDS OF PRESCRI BED CONTROLLED 

SUBSTANCE( S)   

      To ensure fitness for duty and to m aintain the integrity of the fire departm ent , 
all em ployees are required to not ify the Health and Safety Officer of any and all 
cont rolled substances that  the em ployee ingests, inhales, or injects into his/ her 
system  that  m ay negat ively affect  the em ployee’s perform ance. Also, the em ployee 
will provide a current  list  of the following to the Health and Safety Officer:  
 

• The nam e of any prescribed cont rolled substance(s)  being used by the 
em ployee. 

• The expected period of use of the cont rolled substance. 
• The nam e and telephone num ber of the prescribing physician. 
• A list  of any side effects that  the m edicat ion m ay cause and durat ion of 

said effects. 
 

      The above list  m ust  be turned in to the Health and Safety Officer by any 
em ployee using cont rolled substances pr ior to their first  on-duty shift  or off-duty 
response subsequent  to the first  t im e they take the m edicat ion. I t  is the 
responsibilit y of the em ployee to ensure that  this list  is accurate and current ,  
including the not ificat ion of term inat ion of use of a cont rolled substance. 
 
     I f an em ployee takes a departm ent  issued drug screen and the results reveal 
the presence of a cont rolled substance that  is not  listed with the Health and Safety 
Officer, then the em ployee is considered to be in violat ion of this policy. Failure to 
com ply with this policy m ay result  in disciplinary act ion. 
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SECTI ON 5 :  RULES OF CONDUCT 

 

5 .1  GENERAL PROVI SI ONS 

      Standards of conduct  apply to all departm ent  em ployees. I t  is the duty of each 
em ployee to study and be fam iliar with all of the rules and regulat ions regarding 
the organizat ion and operat ion of the departm ent . Every em ployee of the 
Departm ent  is expected to operate in a highly self-disciplined m anner and is 
responsible to regulate his/ her own conduct  in a posit ive, product ive, and m ature 
way. Failure to do so will result  in disciplinary act ion ranging from  counseling to 
term inat ion. A “disciplinary act ion”  is any act ion taken against  an em ployee for  
deficiencies in job perform ance or m isconduct  short  of term inat ing the em ployee’s 
em ploym ent  with the Departm ent . Verbal reprim ands (date, t im e, circum stances)  
shall be noted by the Supervisor and placed in the personnel file. “Writ ten Not ices”  
of disciplinary act ions will norm ally contain specific inform at ion and details 
indicat ing the specific deficiency, and m ay indicate specific correct ive act ions to be 
taken by the em ployee. A copy of the “Writ ten Not ice”  will be placed in the 
em ployee’s personnel file. The Departm ent  will consider disciplinary act ion in 
situat ions where the conduct  appears to be det r im ental to the operat ions 
Departm ent , residents, visitors or other employees. Som e general exam ples of job 
deficiencies or m isconduct  for which an em ployee m ay be disciplined include, but  
are not  lim ited to those listed under “Categories of Offenses.”  
 
 

ALL EMPLOYEES SHALL:  
1.  Follow Operat ions Manuals and writ ten direct ives of the departm ent . 
2.  Read, understand, and follow all departm ental Standard Operat ing 

Procedures and Standard Operat ion Guidelines.  
3.  Use their  t raining and capabilit ies to protect  the public at  all t im es, both 

on and off duty. 
4.  Work com petent ly in their  posit ions to cause all departm ent  program s to 

operate effect ively. 
5.  Always conduct  them selves so that  it  reflects credible on the departm ent . 
6.  Supervisors will m anage in an effect ive, considerate m anner;  

subordinates will follow inst ruct ions in a posit ive, cooperat ive m anner. 
7.  Always conduct  them selves in a m anner that  creates good order inside 

the departm ent . 
8.  Keep them selves inform ed in order to do their  j obs effect ively and 

efficient ly.  
9.  Be concerned and protect ive of each em ployee’s welfare. 
10.  Operate safely and use good judgm ent . 
11.  Keep them selves physically fit .  
12.  Observe the work hours of their  posit ion as posted on the schedule. 
13.  Obey the law at  all t im es. 
14.  Be careful with departm ent  equipm ent  and property. 
15.  Report  any violat ion of Local, State, or Federal law to their  im m ediate 

supervisor within 48 hours of the offense.  
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EMPLOYEES SHALL NOT:  
1.  Engage in any act ivit y that  is det r im ental to the departm ent  or 

them selves. 
2.  Engage in a conflict  of interest  to the departm ent  or use their  posit ion 

with the departm ent  for personal gain or influence. 
3.  Fight . 
4.  Abuse their  sick leave. 
5.  Steal. 
6.  Use alcoholic beverages, debilitat ing drugs, or any substance, which could 

im pair  their  physical or m ental capacit ies while on or off duty. 
7.  Engage in any sexual act ivity while on duty. 

 
Em ployees shall be punctual in all their  engagem ents. 
 
     The departm ent  subscribes to a policy of equality in providing services to all 
cit izens. Em ployees shall be cognizant  to their  pr im ary obligat ion to render 
im part ial, efficient , and effect ive services to the public in the discharge of their  
dut ies, and to always regard their  office as a public t rust . Em ployees shall 
adm inister their  dut ies in a courteous, im part ial, and reasonable m anner. They shall 
recognize the lim itat ions of their  authority, and at  no t im e use the power or 
influence of their  posit ion for their  own personal advantage. Em ployees shall not  
m ake accusat ions of any violat ions of policy or law against  another em ployee unless 
there exists sufficient  evidence to support  such accusat ions. 
 
5 .2  PERSONAL TELEPHONE CALLS 

      Departm ent  phones are to be used for Departm ent  business and m ay be used 
for personal reasons only on a lim ited basis. Personal calls received during business 
hours m ust  be kept  to a m inim um  num ber and t im e lim it  and m ust  not  interfere 
with the em ployee’s perform ance of their  job. I t  is the em ployee’s responsibilit y to 
ensure that  no cost  to the Departm ent  results from  their  personal use of 
Departm ent  owned telephones for personal calls. Violat ion of this policy will result  
in reim bursem ent  to the Departm ent  of incurred expenses, and will be dealt  with 
accordingly by correct ive counseling and/ or suspension or term inat ion, depending 
upon the severity of the violat ion. 
 
     Cell phones m ay be carr ied by on duty personnel as long as phones are placed 
in a silent  r ing m ode. Personnel will not  use their  personal phones while out  in the 
public, operat ing apparatus, or on em ergency scenes. Personnel m ay use their  
personal phones during norm al business hours, but  num ber of calls and am ount  of 
t im e for each call will be kept  at  a m inim um . Abuse of this policy m ay/ will lead to 
personnel not  being allowed to carry personnel cell phones while on duty, or 
disciplinary act ions.     
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5 .3  BEHAVI OR PROHI BI TED 

      The departm ent  will not  tolerate harassm ent  or violence of any kind. 
Em ployees who knowingly perm it , engage in, or inst igate harassm ent  will be 
subject  to disciplinary act ion. 
 

5 .4  HARASSMENT 
     The Departm ent  is com m it ted to m aintaining a healthy work environm ent  in 
which all em ployees are free from  harassm ent  and discr im inat ing behavior that  
m ay adversely affect  their abilit y to perform  their  j ob. All em ployees m ust  be aware 
that  they m ay not  engage in any acts that  threaten, harass, dem ean, or torm ent  
fellow em ployees. Harassm ent  is defined as any annoying, persistent  act  or act ions 
that  singles out  an em ployee to that  em ployee’s object ion or det r im ent , because of, 
but  not  lim ited to race, sex, religion, nat ional or igin, age, or disabilit y. More detail 
is give in the Adm inist rat ive Regulat ions and Em ployee Policies.  
 
5 .5  -  W ORKPLACE VI OLENCE 

     Violence or conduct  that  can lead to violence is st r ict ly prohibited in the 
workplace and on Departm ent  property. See Adm inist rat ive Regulat ions 
and Em ployee Policies.  
 
5 .6  -  CHANGE OF EMPLOYEE DATA ( Phone, address, etc.)  

 

PURPOSE: The purpose of this procedure is to m aintain accurate em ployee 
inform at ion so that  during norm al operat ions or in case of an em ergency, correct  
inform at ion is readily available and prom pt  not ificat ions can be m ade.  

 
     All em ployees are required to m aintain a telephone and have current  phone 
num ber(s)  and other em ployee data on file with the Fire Departm ent . Em ployee 
Data includes, but  is not  lim ited to, current  address, date of bir th, date of hire, 
Social Security num ber, m arital status, driver 's license (class num ber/ expirat ion 
date) , em ergency not ificat ion inform at ion (nam es/ addresses/ telephone num bers) ,  
and beneficiary inform at ion. 
  

 
5 .6 a -  EMPLOYEE RESPONSI BI LI TI ES 

     No m ore than three (3)  working days after a change in Em ployee Data occurs, 
the em ployee shall provide such inform at ion to his/ her supervisor. At  that  t im e, 
appropriate em ergency not ificat ion and life insurance beneficiary designat ion 
docum ents shall be com pleted by the em ployee and/ or the supervisor.  

 
5 .6 b -  DEPARTMNET RESPONSI BI LI TI ES 

     Em ergency not ificat ion inform at ion and beneficiary changes will be reviewed 
with each em ployee during his/ her annual perform ance evaluat ion. Any Em ployee 
Data change will require the em ployee to fully com plete a new Em ergency 
Not ificat ion I nform at ion card and forward to his/ hersupervisor. 

 
     Em ployees w ill not  receive pr ivate m ail or  packages at  the fire 

departm ent  and w ill not  list  the fire departm ent  as a “hom e” address. 
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5 .7  -  NEGLECT OF DUTY 
 

     Em ployees shall not  engage in any act ivit ies or personal business causing them  
to neglect  or be inat tent ive to their  assigned tasks while in on-duty status.  
 
     Em ployees will report  for duty at  the t im e and place designated on the schedule 
by the scheduling officer, or by direct  order from  a chief officer. Em ployees will be 
physically,  em ot ionally, and m entally fit  to perform  their  dut ies upon report ing for 
duty. Em ployees shall be properly equipped and cognizant  of inform at ion required 
for the proper perform ance of duty so that  they m ay im m ediately assum e their  
dut ies. Em ployees shall report  for duty in com plete uniform  as set  fourth in the 
general orders, which includes:  BDU, or navy blue pants/ shorts, Sherwood Fire 
Departm ent  T-Shirt , black shoes or duty boots, black belt ,  and have with them  a 
collared dress style polo uniform  shirt  as a m inim um . 
 
     Em ployees shall not  feign illness or injury, falsely report  them selves ill or injured, 
or otherwise deceive or at tem pt  to deceive the supervisor as to the condit ion of 
their  health. Em ployees are allowed to m iss two (2)  shifts every six m onths without  
having to provide a note from  a doctor. I f an em ployee m isses three (3)  or m ore 
shifts during a six m onth t im e period then the illness m ust  be verified thru writ ten 
docum entat ion from  a licensed physician before the em ployee can return to work. 
 

     The nature of the shift  work of the fire service supports the need for sleeping 
while on duty. Em ployees will only be allowed to sleep between the hours of 2100-
0700 hrs. Em ployees will not  be allowed to occupy the beds at  any other t im es. 
Em ployees who sleep in the beds during the allocated t im e fram e m ust  be up and 
out  of the bed by no later than 0700 hrs. the next  m orning.  Em ployees will not  be 
allowed to nap while on-duty during normal business hours, unless approved by 
your im m ediate supervisor. Em ployees will not  allow lack of sleep to inhibit  their  
perform ance at  any t im e while on-duty or responding to an em ergency call.  Lack of 
sleep will not  be considered an excuse for negligence, failure to respond to duty, or 
failure to act  in an appropriate m anner while on-duty. 
   
     While on-duty, em ployees will not  leave any post , assignm ent , duty, stat ion, or 
their  area for any reason, without  pr ior not ificat ion of the Bat talion Chief. I n order 
to m aintain crew integrity the on duty crews will be allowed to m ake two (2)  t r ips 
per 12hr. shift  per stat ion to the closest  grocery store to buy food for the day. I n 
the event  of a fam ily em ergency contact  will be m ade with the Bat talion Chief for 
approval to leave their  assigned duty stat ion pr ior to leaving.  
 
     Em ployees will report  for duty by the t im e they are assigned on the schedule as 
assigned by the scheduling officer. All em ployees will be held accountable and 
responsible for this. All em ployees will rem ain on duty unt il they are properly 
relieved by their  scheduled relief. Em ployees will not  leave early without  relief, and 
em ployees will stay over unt il relieved. All t im e worked over or worked when 
required to report  ear ly for duty will be paid. Failure to follow this will result  in 
disciplinary act ion. This is a category A offense and will be handled accordingly.  
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     During shift  change all personnel who are going off-duty will relay any and all 
pert inent  inform at ion concerning the stat ion, apparatus, equipm ent , and previous 
daily events onto the report ing crew m em bers. This relaying of inform at ion shall be 
perform ed at  both the 0700 and 1900 hr. shift  change.  
 
    At  the t im e of each shift  change the ON-DUTY supervisor will log on and check 
the stat ion e-m ail in order to check/ verify any pressing events scheduled for the 
shift .  The above m ent ioned shall be perform ed at  each and every shift  change. NO 
EXCEPTI ONS!  
 
    Any violat ions of the aforem ent ioned from  this date forward will result  in 
disciplinary act ion. 
 
5 .8  -  JOB SAFETY 

     Safety is largely the use of good judgm ent  and the pract ice of good work habits.  
I t  requires good judgm ent  to know the safe way to work, and good work habits are 
required to cont inue to perform  your job the safe way. I f an em ployee is not  
posit ive of which way is the safest , they should ask their supervisor for the correct  
m ethod. Unsafe conduct  is m isconduct . The following safety rules should always be 
observed:  
 

1. Follow all departm ental safety rules and Safety Program  Guidelines. 
 
2. Use all m echanical safeguards on all Departm ent  equipm ent . 
 
3. I m m ediately cease using and report  any faulty or potent ially faulty    
equipm ent  to a supervisor or to an Assistant  Chief. 
 
4. I m m ediately report  any unsafe or potent ially unsafe working condit ion or 
equipm ent  to a supervisor or to an Assistant  Chief. 
 
5. I m m ediately report  any and every accident  to a supervisor or to an 
Assistant  Chief. 

 
5 .9  -  SECONDARY EMPLOYMENT OR MOONLI GHTI NG 

    I f a fullt im e hourly em ployee is considering addit ional em ploym ent , he\ she 
should discuss the addit ional em ploym ent  with his\ her Assistant  Chief for approval. 
I f,  as an em ployee of the Departm ent , an em ployee part icipates in addit ional 
em ploym ent , it  m ust  not  interfere with the proper and effect ive perform ance of 
his\ her job with the Departm ent . An em ployee’s outside em ploym ent  m ust  not  be 
of a nature that  adversely affects the im age of the Departm ent , or of a type that  
m ay be const rued by the public to be an official act  of the Departm ent , or which in 
any way violates these policies. Departm ent  uniform s shall not  be worn during 
outside em ploym ent  unless a writ ten request  is approved in advance by the Fire 
Chief. 
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5 .1 0  -  I NSUBORDI NATI ON 

     Em ployees shall prom pt ly obey any lawful order or request  of a superior or  
com m anding officer. This will include orders relayed to an em ployee from  a superior 
or com m anding officer by an em ployee of the sam e or lesser rank, or other 
em ployee of the departm ent . I nsubordinat ion will not  be tolerated for any reason 
short  of a life- threatening event . I nsubordinat ion is a Category A offense, and will 
result  in term inat ion. 
 
     Em ployees shall not  knowingly m ake a false statem ent  of m aterial fact  or 
conceal a m aterial fact  to/ from  a supervisor or another em ployee that  relates to the 
perform ance of an em ployee’s official dut ies. Em ployees responding to superiors or 
to quest ions posed during official invest igat ions shall candidly and t ruthfully answer 
all quest ions specifically directed and narrowly related to the scope of em ploym ent  
and operat ions of the departm ent . 
 
5 .1 1  -  FAI LURE TO PERFORM DUTI ES PROPERLY 

     Em ployees shall not  com m it  acts that  they know, or should know, would 
const itute a violat ion of any writ ten policies, procedures, direct ives, m em orandum s, 
or orders of the departm ent . 
 
     Required reports subm it ted by em ployees, will be t ruthful, com plete, and 
subm it ted on t im e following established departm ent  report  writ ing procedures. No 
em ployee shall knowingly enter, or cause to be entered, any inaccurate, false, or 
im proper inform at ion on a departm ent  report . Such reports will be forwarded 
through the chain of com m and to the Fire Chief, and he/ she will determ ine the 
proper course of act ion.  
 
     Em ployees shall ut ilize departm ent  equipm ent  for its intended purpose, in 
accordance with established departm ent  procedures, and shall not  abuse, use 
negligent ly, negligent ly dam age, or lose equipm ent . Equipm ent  shall be m aintained 
in proper order and any defect  or hazardous condit ion reported to the em ployee’s 
im m ediate supervisor.  
 
     Departm ent  equipm ent  is for em ergency response usage and m ust  be 
m aintained in a constant  state of readiness. Departm ent  equipm ent  shall not  be 
loaned out , or used by personnel without  writ ten perm ission from  a Chief Officer.  
The only except ion will be when it  is being used for departm ent  related act ivates. 
No departm ent  em ployee shall loan out , or use departm ent  equipm ent  for personal 
business or gain.  
 
     All com m unicat ions will follow the chain of com m and and m ust  be approved by 
a Chief Officer. Em ployees shall cooperate with other agencies and public officials. 
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5 .1 2  -  I MPROPER CONDUCT 

     Em ployees shall conduct  them selves at  all t im es, both on and off duty, to reflect  
favorably on the departm ent . Conduct  unbecom ing an em ployee shall include that  
which br ings the departm ent  into disrespect  or reflects discredit  upon the em ployee 
as a m em ber of the departm ent , or that  which im pairs the operat ions or efficiency 
of the departm ent  or the em ployee. Any conduct  that  m ay place a bad im age upon 
the departm ent  in the public eye will not  be tolerated and will result  in disciplinary 
act ion, as determ ined by the Fire Chief. 
 
     Departm ent  em ployees have the very im portant  responsibilit y of m eet ing people 
and providing services to them . I m pressions m ade help to either posit ively or 
negat ively affect  the public’s opinion about  the effect iveness of Departm ent  and its 
em ployees, as well as affect  the public’s percept ions of the general efficiency of the 
Departm ent . I t  is expected that  em ployees will t reat  all m em bers of the public with 
courtesy and respect , and anything less will be considered im proper conduct .  
 
     Em ployees shall conduct  their  personal business affairs in a m anner that  does 
not  discredit  or  otherwise reflect  poorly on the departm ent  or com prom ise the 
em ployee’s abilit y to perform  their dut ies. 
 
     Em ployees shall obey all laws of the United States and of the state and local 
jur isdict ion in which the em ployees are present . A convict ion of violat ion of law 
shall be pr im a facie evidence of a violat ion of this sect ion. Lack of cr im inal 
com plaint  or an acquit tal of a violat ion of law shall not  preclude internal 
adm inist rat ive invest igat ion and disciplinary act ion. 
 

     Em ployees shall not  knowingly visit ,  enter, or frequent  a house of prost itut ion, 
gam bling house, or establishm ent  wherein the laws of the United States, the state, 
or local jur isdict ion are violated, except  in the perform ance of duty and while act ing 
under proper and specific orders from  a supervisor. 
 

     Em ployees shall pay their  personal debts in a t im ely m anner and shall otherwise 
conduct  their  personal financial affairs in a m anner that  does not  br ing discredit  to 
the departm ent  or to the em ployee. 
 
     Em ployees shall not  engage or part icipate in any form  of illegal gam bling at  any 
t im e. Em ployees shall not  engage or part icipate in any form  of legal gam bling while 
on duty, or while wearing any art icle of clothing that  is ident ifiable as departm ent  
property, or that  has the departm ent  insignia on it .   
 
Em ployees shall not  shirk from  danger or show cowardice. 
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     Em ployees shall not  solicit  or accept  any gift  ( including m oney, tangible or  
intangible personal property, food, beverage, loan, prom ise, service or 
entertainm ent )  from  any person, business, or organizat ion, for the benefit  of the 
em ployee or the departm ent  if it  m ay reasonably be inferred that  the gift :  
 

• Seeks to influence the perform ance or nonperform ance of an official 
nature or duty, or 

• Has an interest  that  m ay be substant ially affected, direct ly or indirect ly, 
by the perform ance or nonperform ance of an official duty. 

 
     While on duty, em ployees shall not  accept  any rewards or gifts that  are the 
result  of services rendered, or as a result  of official act ion, without  the consent  of a 
Chief Officer. 
 
     Em ployees shall not  use their  posit ion, ident ificat ion cards or badges for 
personal or financial gain. Em ployees shall not  lend their ident if icat ion cards or 
badges to another person. Em ployees shall not  perm it  them  to be photographed or 
reproduced without  the approval of a Chief Officer. 
 
     Except  in the t ransact ion of personal business, em ployees shall not  recom m end 
or suggest  in any m anner the em ploym ent  or procurem ent  of a part icular product , 
professional or com m ercial service (such as an at torney, am bulance service, towing 
service, etc.) . Em ployees shall not  endorse, sanct ion, or knowingly perm it  the use 
of their  nam es, ranks, t it les, or photographs, generic t it le of “ firefighter” , or any 
departm ent  insignia or uniform  to be used in connect ion with any advert isem ent  or 
test im onial or for any other non-official purpose without  writ ten perm ission from  a 
Chief Officer. 
 
     Em ployees shall avoid regular or cont inuous associat ions or dealings with 
persons whom  they know, or should know, are under cr im inal invest igat ion or 
indictm ent , or who have a reputat ion in the com m unity or the departm ent  for 
involvem ent  in cr im inal behavior, except  as necessary to the perform ance of official 
dut ies or when unavoidable because of other personal relat ionships of the em ployee 
( i.e. fam ily relat ion) .  
 
     The Fire Chief or his designee m ust  authorize any official statem ents for public 
release concerning the affairs of the fire departm ent . Unless specifically authorized, 
em ployees shall not  address public gatherings, appear on radio or television, 
prepare any art icles for publicat ion, act  as correspondents to a newspaper or 
periodical, release or divulge invest igat ive inform at ion or any other m at ters of the 
departm ent  while represent ing the departm ent . Em ployees shall not  cr it icize or 
r idicule the departm ent , it s policies, or other em ployees or officers, by speech, 
writ ing, or other expressions. 
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     Em ployees shall not  release reports or inform at ion relat ive to any invest igat ion 
except  in accordance with the policies of the departm ent  or the perm ission of the 
Fire Chief or his designee. No em ployee shall divulge confident ial inform at ion to any 
unauthorized person, regardless of how the inform at ion is obtained. Upon 
discovery, any inform at ion const rued to be official departm ent  business and 
potent ially dam aging to the departm ent  or its em ployees will be reported to the 
em ployee’s im m ediate supervisor with haste, and act ions will be taken to correct  
the situat ion. 
 
     I n civil cases, em ployees will not  give statem ents concerning official departm ent  
business to lit igants or their at torneys without  a court  order and prior not ificat ion of 
the Fire Chief.  
 
     I n cr im inal cases, em ployees will im m ediately not ify their  supervisor if they 
receive a subpoena in regards to official departm ent  business or are required to fill 
out  an affidavit  or  be officially interviewed at  the request  of a prosecut ing at torney, 
defense at torney, or law enforcem ent  agency. 
 
Em ployees shall not  divulge the ident ity of persons giving confident ial inform at ion 
except  as authorized by proper authority. 
 
5 .1 3  -  USE OF TOBACCO PRODUCTS  

      “Sm oking”  shall m ean a lighted cigar, cigaret te, pipe or other lit  tobacco 
product . This policy also covers the use of any tobacco product , whether chewed, 
dipped, or in any way placed in direct  contact  with the m outh. 
 
     Sm oking is prohibited within all Departm ent  owned and/ or operated buildings. 
Rest  breaks m ay be perm it ted at  the discret ion of each supervisor and/ or Assistant  
Chief to allow an em ployee to sm oke outside departm ental buildings and apparatus 
in accordance with state and federal law, and should be rest r icted to no m ore than 
fifteen (15)  m inutes at  a t im e. All em ployee rest / sm oke breaks are considered work 
hours, and as such are paid t im e. 
 

Designated sm oking areas:  m ay be approved by the Fire Chief in accordance 
with all applicable state and federal laws.  
Vehicles:  No sm oking in Departm ent  vehicles. 
 

 
5 .1 4  -  I NCOMPETENCE 

     Em ployees shall execute their  duty to the best  of their  t raining and abilit y. 
Em ployees failing to carry out  their  duty in a com petent  m anner after receiving 
t raining and having reasonable opportunity to seek assistance or guidance shall be 
deem ed incom petent  and shall be subject  to appropriate disciplinary act ion. 
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5 .1 5  -   VI SI TORS I N  THE FI REHOUSE: 

     The nature of fire service requires long work shifts. I n an at tem pt  to prom ote a 
fam ily and social atm osphere, em ployees m ay have visitors at  the fire departm ent  
between the hours of 8: 00 am  and 10: 00 pm . Visitors are not  allowed on 
departm ent  property outside of these hours. This includes the parking lot . 
 
     Em ployees will be responsible for the conduct  and act ions of their  visitors. 
Visitors should not  be allowed to rem ain unat tended inside departm ent  prem ises. 
Visitors m ust  not  hinder or prevent  the em ployee from  perform ing their  j ob 
funct ions or responsibilit ies. Em ployees should use good judgm ent  in lim it ing the 
am ount  of t im e that  a visitor rem ains at  the fire departm ent . 
  

No visitors are allowed in the sleeping quarters of the fire stat ions. 

  
     A supervisor m ay ask the em ployee to end a “ visit ”  at  any t im e, or prohibit  the 
em ployee from  having visitors. 
 

5 .1 6  NORMAL BUSI NESS HOURS: 
 
     Norm al business hours are from  0800 -  1700 hrs. Monday thru Fr iday. 
Weekends and Holidays are not  considered business hours. During norm al business 
hours all personnel on duty will be in com plete uniform  at  all t im es, unless engaged 
in som e type of physical fitness or labor that  warrants other dress, with the 
approval of the on duty supervisor. On Duty personnel will not  be allowed to watch 
TV, operate com puters unless working with firehouse software or checking fire 
departm ent  business on e-m ail unt il 15: 00 hours with approval of the on duty 
supervisor, and/ or com plet ion of all assigned dut ies scheduled for that  day. 
Personnel will only be allowed to wash personnel vehicles after norm al business 
hours, on weekends or holidays. NO EXCEPTI ONS!   
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SECTI ON 6 :  PERSONNEL AND STAFFI NG  

 
6 .1  -  PROMOTI ONS 

     The Fire Chief shall m ake all prom ot ions of Fire Officers. The Fire Chief shall 
endeavor to be fair  and im part ial in m aking prom ot ions and shall m ake his/ her 
prom ot ional decisions based upon the qualificat ions, at t itude, disciplinary record, 
general dem eanor, com posite test  score, and work history of a candidate. The Fire 
Chief will be given a list  of candidates that  m eet  the cr iter ia for considerat ion for  
prom ot ion.  
 
     The Fire Chief m ay prom ote em ployees to fill vacancies or create new posit ions 
as appropriate for the enhancem ent  of fire departm ent  operat ions. A general 
writ ten test  and assessm ent  will be given for prom ot ion to a Fire Officer posit ion. I n 
the event  that  several posit ions becom e vacant  and there ar ises an em ergency 
situat ion, the Fire Chief m ay prom ote without  a test ing process to replace the 
needed personnel. Em ployee behavior, dem eanor, at t itude, disciplinary records, 
punctuality, and accom plishm ents during their  em ploym ent  period are m ajor 
factors that  m ay cont r ibute to considerat ion of an em ployee for prom ot ion.  
 
     Any candidate wishing to test  for an Officer posit ion m ust  be an act ive em ployee 
of the departm ent  who has com pleted his/ her probat ionary period. 
 
     Any Captain wishing to test  for  an Assistant  Chief posit ion m ust  have a 
m inim um  of three years of service with the departm ent , with the im m ediate twelve 
m onths of em ploym ent  at  the rank of Captain.  
 
     Em ployees shall not  at tem pt  to im properly influence the eligibilit y of 
prom ot ional candidates or the final select ion of a candidate for prom ot ion. 
 
 
 
6 .2  -  ADMI NI STRATI VE RECORDS TO BE KEPT CURRENT: 

     I t  is the em ployee’s responsibilit y to m aintain accurate adm inist rat ive 
inform at ion with the fire departm ent . Upon em ploym ent , new em ployees are 
required to show their social security card, and to subm it  their  dr iver’s license to be 
copied and placed on file with the fire departm ent , and to com plete appropriate 
state, federal, and adm inist rat ive form s. 
 
     Em ployees m ay be required to resubm it  a copy of their  dr iver’s license or other 
required docum ents in the event  of a change in status, nam e, or address.  
 
     Em ployees are required to not ify the adm inist rat ive assistant  or Bat talion Chief 
of any address or telephone num ber changes within a reasonable period of t im e, 
not  to exceed three (3)  days.  
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6 .3 -  ADMI NI STRATI VE RECORDS TO BE KEPT CONFI DENTI AL: 

     I t  is the responsibilit y of the fire departm ent  adm inist rat ion to m aintain certain 
em ployee inform at ion confident ially. This inform at ion includes, but  is not  lim ited to:  

1.  Telephone num bers 
2.  Address 
3.  Medical condit ions 
4.  Nam es of contact  persons, spouse, or children 
5.  Financial or other inform at ion gathered during a background invest igat ion. 
6.  Other confident ial inform at ion as designated by law ( i.e. FOI A) . 

 
     Except ions to this rule m ay include report ing cr im inal act ivity to an appropriate 
law enforcem ent  agency, or releasing inform at ion due to a subpoena from  a court  
with jur isdict ion over the fire departm ent . 
 
     No em ployee will release confident ial inform at ion about  another em ployee to the 
public without  authorizat ion from  the Fire Chief and the em ployee’s writ ten 
perm ission. 
 
6 .4  -  STAFFI NG OF STATI ONS AND APPARATUS: 
 

     The Sherwood Fire Departm ent  is com m it ted to providing superior levels of 
quality service that  exceed the publics expectat ions for t im ely and effect ive delivery 
of fire prevent ion, fire cont rol, em ergency response, and public educat ion. The 
Departm ent  is under cont ract  with the City of Sherwood to provide two em ployees 
per stat ion 24 hours a day, 7 days per week, and 365 days a year. This is a 
m andatory cont racted m inim um . This departm ent  in an effort  to provide the best  
possible service has decided that  our m inim um  staffing will be three personnel per 
stat ion instead of the cont racted two. 
 
      The work schedule will show staff assigned to work, stat ion assigned to report  
for duty, and t im e em ployee is to report  for duty.  Shifts will be in a com binat ion of 
12 and 24 hours shift s. Personnel who need to leave work early to report  to another 
job, or com e in late from  another job m ust  m ake note of this when filling out  
availabilit y sheets. The scheduling officer will m ake the required changes to the 
schedule to ensure required levels of staffing are m et  at  all t im es. I f you are to 
report  for duty at  any t im e other than the norm al 7 a.m . or 7 p.m  it  will be noted 
on the schedule and that  will be your OFFI CAL TI ME TO REPORT FOR DUTY.  I f 
you fail to report  as assigned on the schedule it  is a category A offense ,  and you 
will be disciplined as required by the S.O.P’s.  At  no t im e will a stat ion be left  with 
less than Three (3)  personnel on duty at  Stat ion 2 and 3, no less than four (4)  not  
count ing the Bat talion Chief at  Stat ion 1.  I t  is each individual person’s 
responsibilit y to check the schedule once it ’s posted to find out  where and when 
you are to report  for duty. All t im e worked will be paid in15 m in. increm ents. 
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     Once em ployees have reported for duty they will not  leave unt il they are 
properly relieved at  the end of the shift .  I n the event  of fam ily em ergencies 
except ions can m ade at  the discret ion of the on duty Bat talion Chief or Captain on 
Engine-1 in the event  the Bat talion Chief is not  available. I n order to m aintain crew 
integr ity em ployees will not  be allowed to leave their  assigned posit ion to go take 
care of personnel m at ters (ex.)  go get  hair  cuts, pay bills, appointm ents, get  
vehicle parts, etc. without  pr ior not ificat ion and approval of the Bat talion Chief.  I n 
order to m aintain crew integrit y on-duty crews will only be allowed to go as a 
stat ion two (2)  t im es per 12 hr. shift  to the grocery store for food.  
 
     I f a stat ion is left  understaffed for any reason the ent ire crew on duty for that  
shift  will be held accountable, and all will be subject  to appropriate disciplinary 
act ion. 
 
     The m inim um  personnel requirem ents set  forth by this departm ent  require that  
personnel m ay be ordered or asked to work overt im e whenever it  is deem ed 
necessary to insure an efficient  level of service is m aintained for the cit izens of or 
dist r ict . The m inim um  staffing requirem ents for this departm ent  are as follows:  
  
Stat ion 1:  Four Personnel, Two on Truck 1 and Two on Engine 1. 
Stat ion 2:  Three Personnel all assigned to Engine 2. 
Stat ion 3:  Three Personnel all assigned to Engine 3. 
  
     These are the m inim um s, no except ions. To insure that  these m inim um s are 
m aintained the following system  will be used by the officer in charge at  Cent ral 
when holding personnel over or offer ing out  overt im e. All full t im e personnel are 
required to stay at  there assigned stat ions unt il the officer in charge at  cent ral has 
called your stat ion taken the roster and allows you to leave. 
  
     The first  step will be to rove the firefighter off of Truck 1 to fill the vacancy.I f 
there is st ill an open posit ion after Cent ral is down to four personnel then you need 
to m ove on to the next  step. 
  
     The second step will be to us the phone list  at  cent ral stat ion of all personnel for 
calling in off duty part  t im e personnel for the open posit ion(s) . This is the list  that  
will be used first .  All part  t im e em ployees that  are not  in an overt im e situat ion, this 
m eans less than 8 shifts, will be called and offered the open shift  before it  is offered 
to any full t im e em ployee.  
  
     The third step is if a part  t im e em ployee without  overt im e can not  be found to 
cover the opening then all personnel on the off going shift  will be called and offered 
the overt im e. This will start  with the personnel assigned to the stat ion where the 
opening exists. I f the open posit ion is at  stat ion 2 then the personnel at  stat ion 2 
will be offered the overt im e first .  I f the personnel at  that  stat ion do not  want  the 
overt im e then all other stat ions will be called and the personnel at  those stat ions 
will be offered the overt im e.  
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     And finally, if no one can be found to cover the open shift  on a voluntary basis 
then the m andatory hold over list  at  Cent ral stat ion will be used to determ ine which 
full t im e em ployee will be held over. This list  will be divided into three colum ns one 
for each respect ive shift  and in reverse senior ity order, those with least  am ount  of 
senior it y on the top, those with the m ost  on the bot tom . This list  will be used when 
holding over full t im e em ployees. I f no volunteers can be found to take the open 
posit ion than the person on top of this list  or if the person that  is doing the roster 
needs a supervisor or dr iver and the person at  the top of the list  is not  able to fill 
that  posit ion then for the bet term ent  of the departm ent  the first  person on the list  
that  can effect ively fill that  posit ion will be required to work the vacant  posit ion. 
Once this person has been held over involuntar ily for m ore then one ( 1 )  hour  they 
then will go to the bot tom  of the list  and the next  person on the list  will be held 
over the next  t im e. 
  
     The following is an exam ple of how this should work:  
  
     You have one person off at  stat ion 1, two people off at  stat ion 3, and all 
personnel are at  stat ion 2. This is on a "C"  shift  day. Your first  step would be to call 
all stat ions, take roll and release all personnel not  needed. Then you should ut ilize 
the phone list  at  cent ral and call all off duty part  t im e personnel and ask them  how 
m any shift s they have worked on the current  schedule, and if it  is less than 8, you 
offer them  the shift .  I f no part  t im e person without  overt im e wants the shift  you 
then call stat ion 3 and ask the personnel on the off going shift  at  that  stat ion if they 
want  the overt im e. I f none of them  want  it  you then call the other two stat ions and 
offer the overt im e to the m em bers of the off going shift  at  those respect ive 
stat ions. I f no volunteers can be found you then go to the m andatory hold over list  
for that  part icular off going shift ,  in this case if would be the "B"  shift  list , and 
whoever is on the top of that  list  will be held over. After you are held over 
involuntar ily you will be placed on the bot tom  of the list .  
 
6 .5  –  REASSI GNMENTS OR TRANSFERS: 

     An em ployee m ay be reassigned for disciplinary reasons, or m ay voluntar ily or 
involuntar ily accept  a job that  is classified lower than their  current  posit ion. 
Reassignm ents m ay occur at  the init iat ion of the em ployee or their  Assistant  Chief. 
Reassignm ents init iated by the em ployee, or by their Assistant  Chief for disciplinary 
reasons, m ay result  in a reduct ion in their  rate of pay com m ensurate with the 
degree of difference in expectat ions for the new job as com pared to their  current  
job. The Assistant  Chief m ay recom m end a new rate of pay, in consultat ion with the 
Fire Chief.  
     An em ployee who is involuntarily reassigned to a posit ion that  is classified lower 
than their  current  posit ion in lieu of a reduct ion in force will not  receive a reduct ion 
in pay. Reassignm ents that  are involuntary will not  change the perform ance review 
date for the em ployee. An em ployee m ay be reassigned, ( t ransferred) , at  any t im e 
at  the discret ion of the Fire Chief or his\ her designee.  
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6 .6  -  Minim um  Training requirem ents: 

     All em ployees are required to t rain for a m inim um  of two hours per shift .  I f 
working a 24 shift ,  or on a 24 /  48-hour rotat ion, em ployees are require to have 
four hours for that  24 hour period. 
     Each em ployee is required to have the following m inim um  num ber of dr ills and 
t raining hours per year:  

1.  16 or m ore night  dr ills. 
2.  16 or m ore m ult i- com pany dr ills. 
3.  24 or m ore single com pany drills. 
4.  20 or m ore officer t raining hours. 
5.  12 or m ore m utual aid dr ills.  
6.  20 or m ore driver t raining hours. 
7.  240 hours of personal t raining for the year. 
8.  40 or m ore hours of new drivers t raining per year, t raining new drivers. 
9.  1 hour of radioact ive m aterials t raining per year. 
10.  270 hours of new recruit  t raining during probat ionary year. This is for new 

hires. 
11.  4 hours of Hazardous Materials t raining. 

 
     Each person will be held accountable for his/ her overall t raining perform ance 
throughout  the year. The Com pany Officer will be held accountable for providing 
the t raining that  m ay be requested by his/ her crew during the shift ,  and logging the 
t raining in the logbook, and on the com puter. I f a firefighter requests t raining, the 
Com pany Officer m ust  t rain that  person. I f an Officer cont inually refuses to t rain, 
disciplinary act ion m ay be taken. 
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SECTI ON 7 :  DI SCI PLI NARY MATTERS 

 
7 .1  -  BASI S FOR DI SCI PLI NE: 

     Em ployees are required to fam iliar ize them selves with and follow departm ent  
policies and procedures and all applicable laws that  govern their  conduct . When in 
doubt  about  the m eaning or intent  of a policy or procedural requirem ent , or an 
applicable law, em ployees should seek guidance from  their im m ediate supervisor. 
 
     I t  is the policy of the Fire Departm ent  that  supervisors adm inister discipline in a 
correct ive, progressive, and lawful m anner. Correct ive in that  the supervisor and 
em ployee com e to an understanding about  the causes and/ or reasons for an 
em ployee’s deficiencies, correct  those deficiencies, and restores the em ployee to a 
product ive and posit ive employm ent  status. Progressive in that  discipline will 
norm ally begin with a verbal reprim and or warning and, when circum stances of 
separate or related incidents warrant , proceed to writ ten reprim and(s) , suspension 
without  pay, dem ot ion, and finally to term inat ion. An incident  of m isconduct  m ay 
require any of these form s of disciplinary act ion whether or not  a lesser form  has 
preceded the act ion, i.e...  Suspension or term inat ion m ay be warranted for the first  
offense if the situat ion is severe in nature or is a category A offense. This would 
depend upon the severity of the offense. Lawful in that  discipline and the procedure 
by which it  is adm inistered does not  violate Rules or Adm inist rat ive Regulat ions, 
Departm ental Rules of Conduct , Departm ental Standard Operat ing Procedures, or 
the em ployee's const itut ional r ights.  
 
     The principal object ive of disciplinary act ion is to im prove or correct  
perform ance, efficiency and m orale of the em ployee receiving discipline, as well as 
that  of the Departm ent . Disciplinary proceedings and the results thereof are 
confident ial. The supervisor is responsible for m aintaining this confident iality. All 
m edia inquir ies pertaining to disciplinary act ions shall be directed to the Fire Chief. 
Contents of a reprim and or separat ion not ice are public record and are subject  to 
disclosure.  
 
     Supervisors should keep in m ind that  all disciplinary act ions im posed are 
reviewed by their  superiors and the Fire Chief. I t  is m andatory that  supervisors 
seek support  from  their  superiors pr ior to taking disciplinary act ion, and feel 
com fortable that  they can support  their  act ions in a review or appeal process. 
Support  from  supervisors is ext rem ely im portant  when disciplinary act ion beyond a 
verbal reprim and is being considered. Upon request  of the supervisor, a superior 
m ay be m ade available to provide staff support  and guidance in any disciplinary 
act ion. Also, the Training Officer shall be not ified of disciplinary act ion involving a 
probat ionary Firefighter or Firefighter Trainee. 
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     The failure to follow departm ent  policies m ay subject  an em ployee to 
disciplinary act ion. I n som e circum stances, addit ional t raining and/ or counseling 
m ay be the m ost  appropriate m ethod to deal with an em ployee’s violat ion of 
departm ent  policy. Each violat ion of departm ent  policy or applicable laws will be 
handled on an individual basis. All writ ten interact ion reports for violat ion of a 
departm ent  policy or applicable laws that  govern conduct  will be forwarded through 
the chain of com m and to the Fire Chief for his review. Upon receipt  of such reports, 
the Fire Chief will evaluate the reports on an individual basis.  
 
7 .2  -  FACTORS OF DI SCPLI NARY ACTI ON AND PROCESS 

     When disciplinary act ion is required, the decision concerning the appropriate 
level and am ount  of discipline shall be determ ined, but  not  lim ited, by the following 
factors:  

1.  The nature of the violat ion of policy or law. 
2.  Whether the violat ion was intent ional, reckless, or involuntary. 
3.  Whether the em ployee was candid and forthcom ing concerning the violat ion. 
4.  The extent  to which the violat ion reflects adversely on the departm ent . 
5.  The level of honesty and integrity that  the em ployee displays. 
6.  Whether, and to what  extent , the em ployee has a pr ior disciplinary record. 

 
     I f an em ployee acts cont rary to departm ent  policy, or if a supervisor feels that  
disciplinary act ion is necessary to correct  an em ployee’s behavior,  or if the 
supervisor is directed, he/ she should com plete an interact ion report  and/ or gather 
interact ion reports from  other em ployees fam iliar  with the situat ion. A m em o 
request ing act ion should then be processed through the chain of com m and to the 
Fire Chief.  The m em o should include the facts of the incident (s)  that  have 
cont r ibuted to the unacceptable conduct , the date(s)  of the offense, and any 
recom m endat ions for act ions that  the supervisor feels would be appropriate. 
 
     The Fire Chief or his designee will adm inister disciplinary act ion. A four-step 
progressive discipline process m ay  be used to assist  em ployees in correct ing 
unacceptable conduct  or behavior. The four steps are:  

1.  Counseling/ verbal warning 
2.  Writ ten warning 
3.  Final warning, suspension and/ or probat ion extension 
4.  Term inat ion 

 
     I n m ost  cases m inor job perform ance problem s can be resolved by the 
supervisor br inging the problem  to the at tent ion of the em ployee, and the 
em ployee m aking the proper m odificat ion in his/ her perform ance. When a 
serious job perform ance problem  is ident ified, the supervisor m ust  decide 
whether to solve it  through:  

a)  Training  
b)  Em ployee Assistance Services  
c)  Non-Disciplinary Counseling or  
d)  Disciplinary Act ion 
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     Each situat ion or issue will be considered separately, and it  will be the 
supervisor 's responsibilit y to m ake a determ inat ion as to the best  course of 
act ion to take to resolve the situat ion or issue.  
 
     The plan for correct ive act ion is a st ructure for em ployee developm ent  and 
assistance in correct ing undesirable behavior. Accelerated act ion m ay be taken if an 
act ion is of a cr it ical nature or if m ult iple infract ions have occurred, or if the Fire 
Chief determ ines that  the situat ion requires m ore st r ingent  act ion.  
 
     Em ployees within the init ial probat ionary period or who are placed on probat ion 
m ay be term inated at  any t im e during the probat ionary t im e period if the em ployee 
does not  dem onst rate the skills necessary to perform  the funct ion(s)  of their  job. I f 
placed on probat ion as a result  of disciplinary act ion and the em ployee fails to 
correct  the unacceptable conduct  or behavior, accelerated act ion m ay be taken.  
 
7 .3  -  COMPLAI NTS, I NVESTI GATI ON, AND DI SCLOSURE OF MI SCONDUCT  

     Any accusat ion of m isconduct  or com plaint  involving Fire Departm ent  
em ployees shall be thoroughly invest igated before form al act ion is taken. The 
invest igat ion is a fact  finding process and supervisors are caut ioned not  to 
m ake judgm ents unt il a thorough invest igat ion is concluded.  
 
     For accusat ions and com plaints of ser ious on-duty m isconduct , an 
invest igat ive report  m ust  be com pleted. Accusat ion or com plaints of cr im inal 
m isconduct  will be assigned by the Fire Chief to the Bat talion Chief for  
invest igat ion. Except ions to this are infract ions of the law, which will be 
invest igated by the appropriate law enforcem ent  agency with jur isdict ion. 
The Fire Chief m ay suspend an em ployee (with pay) , or reassign an 
em ployee pending the outcom e of the invest igat ion. When a supervisor 
prepares an invest igat ive report , it  m ust  include the following inform at ion 
before it  is considered com plete:  
  

Sum m ary of the I ncident  -  answer the quest ions:  who?, what?, 
where?, why?, when?, and how? I n a cr im inal situat ion, a copy of the 
Police Report  will be included. 
  
I nterviews Conducted -  this m ust  include the interviewee, rank and 
assignm ent , date, t im e, locat ion, those present ,  and the inform at ion 
discussed. I f possible, a signed statem ent  by the interviewee should 
also be obtained. When an accused em ployee is being interviewed, 
and the com plaint  is of a cr im inal nature, the em ployee shall be 
advised that :   

• He/ she has the r ight  to representat ion.  
• The quest ions asked will be narrowly and specifically related to 

em ploym ent  issues.  
• Failure to cooperate serves as a separate basis for disciplinary 

act ion, including term inat ion. 
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Em ployee History -  this is a sum m ary of com m endat ions, perform ance 
rat ings, and previous disciplinary act ions concerning the em ployee. 
The em ployee’s file shall be reviewed. I f the invest igat ion involves 
cr im inal act ivity, a "Background Check"  m ust  be requested. 
  
Conclusions -  from  the inform at ion available, the supervisor m ust  
m ake a determ inat ion of responsibilit y.  Extenuat ing circum stances 
m ay be discussed in this sect ion. 
  
Recom m endat ions -  state the recom m ended disciplinary act ion or 
alternate course of act ion, if any. 
  
At tachm ents -  relevant  docum ents that  the supervisor considers part  
of the invest igat ive report .   
 

     The com pleted report  shall be forwarded direct ly to the Fire Chief via the 
appropriate supervisor. The invest igat ive report  is CONFI DENTI AL and for 
adm inist rat ive use only. Care will be taken to m aintain the confident iality of 
the report . Quest ions concerning legal issues pertaining to Adm inist rat ive 
I nvest igat ions should be directed to the Fire Chief, who will consult  with 
departm ent  counsel. Following are legal issues that  supervisors should keep 
in m ind when conduct ing adm inist rat ive invest igat ions:   

• An em ployee m ay be com pelled by supervisors to answer 
quest ions that  are related to his/ her dut ies or fitness for duty. 
Failure to answer such quest ions com pletely and t ruthfully m ay 
form  the basis for disciplinary act ion, including term inat ion. An 
em ployee under invest igat ion should be so advised prior to an 
adm inist rat ive interview. 

  
• I f an at torney is perm it ted, and the m at ter is of a cr im inal 

nature, the at torney's funct ion is to advise the em ployee, not  to 
answer for him / her. 

  
• Lockers, desks, etc. furnished by the Departm ent  for the use of 

em ployees are subject  to inspect ion and m ay be searched by 
supervisors. I tem s found m ay be used in a disciplinary 
proceeding. 

 
  
• I f reasonable suspicion exists, an em ployee m ay be required by 

supervisors to subm it  to a blood or ur ine test  to determ ine 
whether he/ she is under the influence of alcohol,  drugs, or 
cont rolled substances while on duty. These tests m ust  be 
perform ed under m edical supervision. 
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7 .4  -  I NFORMAL PROBLEM RESOLUTI ON PROCESS: 

     The purpose of this procedure is to provide an inform al process to resolve job-
related problem s internally. Whenever problem s ar ise, supervisors should address 
them  as quickly as possible to resolve m isunderstandings or conflicts. 
 
     Most  issues can be resolved direct ly with the em ployee and im m ediate 
supervisor. Unless an except ionally sensit ive situat ion exists this process should 
occur before proceeding to the next  level for assistance. 
 
     Em ployees are encouraged to speak with their  im m ediate supervisor if they 
encounter problem s that  affect  their  work perform ance. I f the problem  has not  
been resolved in speaking with their  im m ediate supervisor,  the em ployee should 
then ask speak with their  Captain. I f the problem  has not  been resolved in speaking 
with their  Captain, the em ployee should ask to speak with their  Assistant  Chief. 
 
     Supervisors and em ployees m ay, after following the appropriate chain of 
com m and, at  any t im e speak with their  Captain or their  Assistant  Chief to clar ify  
how Departm ent  policies;  or federal and State em ploym ent  statutes, regulat ions, or 
guidelines m ay im pact  a part icular em ploym ent  circum stance. The Assistant  Chief 
m ay consult  with the Fire Chief, and if there are quest ions concerning the 
applicat ion of a law or regulat ion to an individual set  of facts, then the Fire Chief 
m ay consult  with the departm ents’ legal counsel regarding other act ions that  m ay 
be needed to obtain inform at ion. 
 
     I f an em ployee is unable to resolve a work- related problem  they are having by 
speaking with their im m ediate supervisor, Captain, and Assistant  Chief,  they m ay 
request  to m eet  with the Fire Chief using the appropriate chain of com m and. 
 
 
7 .5  -  SUSPECTED ON- DUTY SUBSTANCE ABUSE:  

     Any em ployee using m edicat ion or prescribed drugs which m ay im pair job 
perform ance shall report  this fact  to his/ her supervisor. Report ing for work 
under the influence of alcohol or drugs, or any substance, which im pairs any 
em ployee's m ental or physical capacity, will not  be tolerated. The use, sale, 
purchase or possession of alcohol or unauthorized cont rolled substances at  
the work site is prohibited, and shall be grounds for disciplinary act ion. When 
circum stances indicate that  the em ployee m ay be under the influence of 
alcohol or drugs, the supervisor m ay direct  the em ployee to subm it  to a drug 
screening and/ or blood alcohol test . Refusal to subm it  to test ing shall be 
grounds for disciplinary act ion. 
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7 .5 a -  Supervisory Responsibilit ies -  I f a supervisor has reason to 
believe that  an em ployee is under the influence of alcohol or drugs 
when report ing for work or during the work shift ,  the supervisor shall 
ver ify the em ployee's condit ion and relieve the em ployee of his/ her 
dut ies. The second level supervisor m ust  be not ified of the situat ion 
and m ust  respond to the workstat ion.  
 
An em ployee who is believed to be under the influence of alcohol or 
drugs shall not  be allowed to operate or dr ive a vehicle, including a 
pr ivate vehicle, unt il the condit ion of the em ployee has been 
determ ined. The possibilit y of liabilit y to the Departm ent  and to the 
supervisor exists if an em ployee who is under the influence of alcohol 
or drugs is allowed to rem ain working, to operate or dr ive vehicles or 
equipm ent  on the job, or to dr ive a pr ivate vehicle from  the work site.  
 
7 .5 b -  Observat ion  -  I f a supervisor observes an em ployee who 
appears to be under the influence of alcohol or drugs, he/ she should, if 
pract ical, seek the opinion of at  least  one addit ional supervisor. 
Reasonable suspicion should exist  before request ing the em ployee 
take a drug screening and/ or blood alcohol test . Reasonable suspicion 
is defined in Sect ion 4. The supervisors shall docum ent  observat ions in 
writ ing. A copy of this docum ent  will be provided to the em ployee 
upon request .  
 
7 .5 c -  Referral for  Test ing  -  I f the supervisors determ ine that  
reasonable suspicion of im pairm ent  exits, the em ployee should be 
directed to accom pany the supervisor to a test ing facilit y for a drug 
screening or blood alcohol test  to determ ine fitness for duty. All 
required releases and/ or form s will be com pleted and signed by the 
em ployee before a sam ple is obtained. Tests will be conducted on 
departm ent  t im e and paid for by the departm ent .  
 
Refusal to take a drug screening and/ or blood alcohol test  or sign a 
release form  m ay result  in disciplinary act ion.  
 
A posit ive drug screening or blood alcohol test  should be verified by an 
addit ional test . The test ing facilit y should ensure adequate chain-of-
custody for sam ple collect ion and test ing. A sam ple m ay be provided 
to the em ployee for independent  test ing at  his/ her expense.  
 
Test  Results -  Em ployees who test  posit ive, refuse the test , or  release 
of inform at ion shall be considered unfit  for duty and will be relieved 
from  duty that  day. The em ployee should not  be allowed to dr ive to 
the hospital or to dr ive hom e. I f the em ployee subm its to the test  and 
signs the release form , he/ she will be placed on paid leave unt il the 
results of the tests are available. 
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7 .6  -  DETERMI NI NG THE PROPER DI SCI PLI NARY ACTI ON: 

  

     After an incident  or com plaint  has been thoroughly invest igated, the 
supervisor m ust  m ake a decision concerning the act ion that  would be m ost  
appropriate. Factors to be considered in m aking this determ inat ion are:   

a)  The seriousness of the offense. 
 
b)  The Category of the offense. 
  
c)  The em ployee's past  disciplinary and 

em ploym ent  history with the Departm ent . 
  
d)  The past  pract ice of the Fire Departm ent  in 

dealing with sim ilar offenses (supervisors 
m ay need to consult  with the Fire Chief for 
this inform at ion) .  

 
     The final act ion will be determ ined after considering the factors previously 
listed, and applying them  to the part icular situat ion. 
  
7 .7  -  CATEGORI ES OF OFFENSES: 

     This list  is NOT all- inclusive  and does not  rest r ict  the Departm ent ’s abilit y to 
m ake any em ploym ent - related decision it  deem s fit  as an at -will em ployer. 
 

Category A:  
1.  Convict ion of a felony or m isdem eanor offense. 
2.  Report ing to work under the influence of intoxicants, or cont rolled 

substances that  im pair the em ployee’s abilit y to perform  their  job in an 
effect ive or safe m anner. 

3.  Violence of any nature against  a fellow em ployee or m em ber of the 
public. 

4.  Bringing prohibited item s onto Departm ent  property. 
5.  Failure to perform  assigned dut ies in an efficient  and effect ive m anner. 
6.  I nsubordinat ion or disrespect  towards superior. 
7.  Falsifying or alter ing a report  or record whether oral or wr it ten. 
8.  Cont r ibut ing to a host ile or int im idat ing work environm ent . 
9.  Job Abandonm ent , report ing late for assigned shifts ( “No-Call,  No-

Show”  instances of any kind) . 
10.Theft  or rem oval of Departm ent  m oney, equipm ent , or property in 

custody of the Departm ent  without  perm ission. 
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Category B:  
1.  Divulging or m isusing confident ial inform at ion, including rem oval from  

Departm ent  prem ises, without  proper authorizat ion, any records, lists, 
or confident ial inform at ion of any kind. 

2.  Violat ing safety rules and regulat ions. 
3.  Conduct  unbecom ing an em ployee of the Departm ent . 
4.  Report ing sick when not  sick or obtaining sick leave pay falsely or 

under false pretenses. 
5.  Feigning injury or illness to avoid duty. 
6.  Being absent  from  work without  perm ission or failure to report  to the 

supervisor when one is absent . 
7.  Speaking cr it ically or m aking derogatory or false accusat ions so as to 

discredit  other em ployees or supervisors. 
8.  Providing false inform at ion to supervisors in connect ion with the job. 
9.  The use of profanity or abusive language towards a fellow em ployee or 

m em ber of the general public while perform ing official dut ies as a 
Departm ent  em ployee. 

10.Violat ion of any of the Em ployee Policies, Rules, Standard Operat ing 
Guidelines, or Standard Operat ing Procedures of the Departm ent . 

 
Category C:  

1.  Unexcused or excessive absenteeism  or tardiness. 
2.  Any act  of om ission or an act  cont rary to good order and discipline of 

Departm ent  em ployees. 
3.  Failure to appear neat  and clean on duty, (as job dut ies dictate) . 
4.  Poor qualit y/ product ivit y and/ or poor job perform ance. 
 

     Perform ance deficiencies are listed in categories based on their  severity. The 

Departm ent  is an at - w ill em ployer, and as such, m ay choose to term inate 

an em ployee’s service w ithout  cause at  any t im e. The following guidelines 
out line custom ary outcom es of discipline for the offenses listed above. 
 

Category A:  Norm ally offenses listed in Category A are of such a nature as to 
require the em ployee’s im m ediate term inat ion for the first  offense, and will 
result  in a m inim um  of two weeks of unpaid suspension from  the departm ent . A 
subsequent  violat ion of the sam e offense will be im m ediate term inat ion. 
 
Category B:  Norm ally offenses listed in Category B are of such a nature as to 
require the at  least  a writ ten disciplinary not ice to the em ployee. Any 
subsequent  offenses within a twenty- four m onth period will result  in the 
em ployee’s term inat ion. 
 
Category C:  Norm ally offenses listed in Category C are of such a nature as to 
require at  least  an oral reprim and or writ ten disciplinary not ice for the first  
offense. Any subsequent  offenses of the sam e nature within a twelve-m onth 
period will result  in a writ ten disciplinary not ice or possible term inat ion. 
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7 .8  -  SUPERVI SORY COUNSELI NG: 

  

Verbal -  This is the m ost  often used and least  severe of the form al 
group of correct ive act ions. I t  is, sim ply stated, a verbal warning. 
When properly adm inistered, it  serves to not ify em ployees that  certain 
behaviors or perform ance deficiencies need changing/ im proving or 
further act ion m ay take place. The supervisor should keep notes of the 
counseling session for reference.  
 
W rit ten  -  A supervisor writ ten m em o of counseling. This m em o of 
counseling will be placed in em ployee's file.  
 
THE W RI TTEN REPRI MAND:  

     Supervisors m ay use writ ten reprim ands to docum ent  a repeat  
offense of a m inor infract ion, or a m ore ser ious single infract ion for 
which suspension;  dem ot ion or term inat ion is not  appropriate. A copy 
of the Writ ten Reprim and Form  docum ent  will be included in the 
em ployee’s personnel file. I n a case involving the perform ance of 
probat ionary firefighter a photocopy of the docum ent  will also be 
forwarded to the Training Officer.  
 

7.9 -  PREPARATI ON OF MEMOS OF COUNSELI NG AND W RI TTEN 

REPRI MANDS:  

     Mem os of counseling docum ent ing a verbal reprim and or Writ ten 
Reprim and are both addressed from  the supervisor to the em ployee. 
These docum ents should be writ ten as if the em ployee were being told 
the inform at ion in a conversat ion with the supervisor. The following 
m ust  be included in these docum ents:  
  

1.  The date of preparat ion. 
  
2.  A descr ipt ion of the incident . 

  
3.  The rule(s)  and/ or policy violat ion. 

  
4.  An explanat ion or what  is expected of the em ployee in the 

future, writ ten as a clearly stated object ive. 
  

5.  The disposit ion of the docum ent .  
 

6.  A review date for possible rem oval from  his/ her Personnel File. 
  

7.  The signatures of the supervisor and the em ployee, 
acknowledging that  the em ployee has read the contents of the 
docum ent  and has received a copy. 

 
 

 

Standard Operat ing Procedures for the Sherwood Fire Departm ent         
Page 48 of 72                                                        Effect ive Date:  10/ 01/ 2008 



STANDARD OPERATI NG PROCEDURES                                                 49 

     I f the em ployee refuses to sign a Writ ten Reprim and, the 
supervisor m ust  obtain a witness' signature on the docum ent  
indicat ing that  the em ployee refused to sign. The docum ent  is then 
processed as previously described. An em ployee's refusal to sign is not  
grounds for separate disciplinary act ion.  
 

7 .1 0  -  SUSPENSI ON, DEMOTI ON OR TERMI NATI ON  

     Suspensions, dem ot ions and term inat ions are ut ilized as punit ive, 
yet  correct ive m easures taken for num erous repeated incidents of rule 
infract ions or a single m ajor infract ion by an em ployee. I t  is the 
responsibilit y of the supervisor to stabilize a situat ion in which 
im m ediate act ion is necessary. This m ay require relieving the 
em ployee from  duty (with pay)  unt il a decision is m ade concerning the 
official act ion to be taken. Supervisors should not  com m it  them selves 
to a part icular form  of disciplinary act ion prem aturely.  
 
     The Fire Chief will m ake the final decision concerning suspensions, 
dem ot ions or term inat ion. This will ensure the consistency of serious 
discipline adm inistered throughout  the departm ent . When the final 
decision is m ade concerning the proper course of act ion, a Discipline 
Not ice will be prepared and disciplinary act ion will be adm inistered. 
  

7 .1 1  –  DEPARTMENTAL COMPLAI NT PROCEDURES: 

 

7 .1 1 a –  Public Com plaints:  
     I f a com plaint  is received from  the public, the em ployee receiving the com plaint  
will take the com plainant ’s nam e, telephone num ber, and advise them  that  an 
officer will contact  them  as soon as possible. The em ployee receiving the com plaint  
will then im m ediately contact  a Chief Officer and provide the inform at ion. The 
em ployee receiving the com plaint  will behave in a calm , polite, and professional 
m anner even in the face of an agitated or angry com plainant  and will not  
discourage any person from  m aking a com plaint .  
 
     An officer will then contact  the com plainant  and determ ine the nature of the 
com plaint .  The officer will behave in a professional m anner and rem ain calm  and 
courteous at  all t im es and at tem pt  to calm  the situat ion and m inim ize conflict . The 
officer should at tem pt  to arrange a m eet ing with the com plainant  where they can 
file a writ ten com plaint . Following the m eet ing or phone conversat ion ( if there is no 
m eet ing)  the officer will subm it  a m em o and all inform at ion collected to the Fire 
Chief. The Fire Chief will invest igate the com plaint . 
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7 .1 1 b –  EMPLOYEE- to- EMPLOYEE COMPLAI NTS: 

 

     For em ployee- to-em ployee com plaints, em ployees will not  direct ly or indirect ly 
discourage or at tem pt  to coerce any other em ployee from  m aking a com plaint  of 
em ployee m isconduct . All em ployee- to-em ployee com plaints will be in writ ing, 
subm it ted on a departm ent  interact ion report , and subm it ted to the im m ediate 
supervisor. I f the supervisor is involved, the interact ion report  will be subm it ted to 
an officer.  
 
     Em ployees are required to prom pt ly report  their  own m isconduct  to their  own 
im m ediate supervisor ( i.e. officer level supervisor) . 
 
      Em ployees shall not  conceal their  own or another em ployee’s violat ion of 
departm ent  policy, local, state, or federal law from  their  im m ediate supervisor or  
any other departm ent  officer. I f personnel are found to have knowingly concealed 
another em ployee’s violat ion of departm ental policy, local, state, or federal law 
from  a supervisor or departm ent  officer, the em ployee com m it t ing the offence and 
the em ployee(s)  with knowledge of the offence will be disciplined.  
 
7 .1 2  -  APPEALS OF DI SCI PLI NARY ACTI ON: 

     The Board of Com m issioners authorizes the Fire Chief to handle the daily 
operat ions of the Fire Departm ent . Disciplinary act ion is a com ponent  of daily 
operat ions, and is approved or adm inistered by the Fire Chief or his/ her designee. 
Departm ent  em ployees have the r ight  to appeal a disciplinary act ion to the Fire 
Chief and/ or his/ her designee for review and considerat ion. Any request  for a 
gr ievance hearing m ust  be passed through the proper chain of com m and to the Fire 
Chief. For term inat ion or suspension exceeding thir ty (30)  days, writ ten appeals 
m ay be m ade to the Board of Com m issioners. Such appeals m ust  be subm it ted or 
postm arked to the Board of Com m issioners within five (5)  days of the final act ion. 
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SECTI ON 8 :  UNI FORM AND PERSONAL APPEARANCE STANDARDS 

 
8 .1  -  GENERAL PERSONAL APPEARANCE STANDARDS 
 

8 .1 a -  Personal Appearance 

Departm ent  em ployees shall be required to present  a neat  and clean appearance at  
all t im es and will be held personally responsible for their  appearance while on duty. 
 
8 .2  –  Uniform s: 

     Em ployees are expected to m aintain a high level of professionalism  at  all t im es 
in regards to the appearance of their  duty uniform . The m inim um  general 
departm ent  uniform  to be worn when report ing for,  and while on duty is:  
 

• Navy blue departm ent  style polo shir t  
• Navy blue departm ent  short  or long sleeve T-shir t  depending on weather 
• Navy blue departm ent  sweatshir t ,  departm ent  collared work shir t ,  or navy 

blue coat  during ext rem ely cold weather, or other cold wear gear 
approved by the on duty supervisor. 

• Navy blue BDU style or uniform  style pants or shorts 
• Black duty boots ( lace-up or zip-up)  (no cowboy boots)  
• Black uniform  style duty belt  
• Navy blue departm ent  ball cap (m ay have FF’s rank on front )  

 
     To allow for changing of uniform s after a m ajor event  such as a fire, em ployees 
should br ing at  least  one com plete set  of uniform s with them  when they report  for 
duty. All em ployees are also required to br ing their  departm ent  Polo shir t  with them  
when report ing for duty in case they are required to go out  in the public during 
shift .  
 
8 .2 a -  Uniform  Maintenance: 

     Em ployee uniform s will be properly m aintained at  all t im es. The uniform  will not  
be dir ty, faded, or have cracked let ter ing. Em ployees should br ing ext ra uniform s to 
work during extended duty to allow for changing in case a uniform  becom es soiled 
or dir ty.  General uniform  m aintenance w ill be :  

• Uniform s should be clean, and free of wrinkles.  
• All uniform s should be kept  in good condit ion at  all t im es. 
• Uniform  shirts should not  have cracked let ter ing, be torn, or worn. 
• Pants and/ or shorts should not  be torn or faded. 
• Pants and/ or shorts should be free of wr inkles. 
• Shirts should be tucked in at  all t im es. 
• T-Shirts alone should not  be worn outside of the stat ion unless on an 

em ergency run, or during ext rem ely hot  weather or at  the approval of the 
supervisor. 

• Departm ent  work shirts m ay be worn outside of departm ent  anyt im e 
while on duty. 

• Boots should be free from  dirt  and polished. 
• Hats should not  be faded or torn. 
• Only authorized patches are to be worn on an em ployee’s uniform  
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     Maintaining the condit ion of uniform s is the em ployee’s responsibilit y.  I f an 
em ployee is in need of uniform  item s, he/ she should not ify a supervisor. 
 
8 .3  -  Sunglasses: 

Sunglasses m ay be worn except  when dealing with the public or while indoors.  
 
8 .4  -  Off Duty Personnel: 

     Personnel responding to incidents while off duty should m ake an effort  to look 
clean, neat , and professional. Staff responding off duty m ust  wear a departm ent  T-
shir t  at  m inim um  for ident ificat ion purposes. Upon arr ival at  an incident  scene staff 
are to im m ediately report  to the I ncident  Com m ander for accountabilit y and 
assignm ent . Freelancing  w ill not  be tolerated. 
 

8 .5  –  W earing of Jew elry: 

     Due to the safety of departm ent  personnel, excessive jewelry such as nose 
r ings, earr ings, lip r ings, or brow r ings will not  be allowed. Wedding bands, 
engagem ent  r ings, and watches are acceptable to wear. Necklaces should be worn 
in m oderat ion and should not  be ext rem e in appearance, and conform  t ight ly to the 
neck as not  to present  an entanglem ent  hazard. 
 
8 .6  -   Hair  Styles: 
     Ext rem e or fad style haircuts or hairstyles are not  authorized. I f dyes, t ints, or 
bleaches are used, colors used m ust  be natural to hum an hair and not  present  an 
ext rem e appearance. Lines or designs will not  be cut  into the hair  or scalp. Haircuts 
without  reference to style should not  interfere with proper wearing of headgear or 
protect ive m ask and will conform  to the following standards. 
 
8 .6 a -  Male -  The length and bulk of the hair  will not  be excessive or present  a 
ragged, unkem pt , or ext rem e appearance. Hair will present  a tapered appearance 
and when com bed should not  fall over the ears or eyebrows. Sideburns will not  be 
bushy, pointed, or extend below the lowest  part  of the exter ior ear opening. 
Mustaches will be neat ly t r im m ed, and not  present  a chopped off appearance. The 
face will be clean-shaven other than wearing of an acceptable m ustache, sideburns, 
and a conservat ive goatee. The goatee shall extend downward from  the natural 
m ustache line and not  pass the bot tom  of the chin and m ust  be neat ly t r im m ed at  
all t im es not  to present  a bushy unkept  appearance.  Wigs or hairpieces will not  be 
worn while on duty or in uniform  except  for cosm et ic reasons to cover natural 
baldness or to cover physical disfigurat ions. 
 
8 .6 b -  Fem ale -The length and bulk of the hair  will not  be excessive or present  a 
ragged, unkem pt , or ext rem e appearance. Hair length should be kept  in m oderat ion 
so as when pulled back it  doesn’t  fall over the eyebrows or the ears. Hairstyles 
should not  interfere with the proper wearing of headgear or protect ive m ask. Beads 
or sim ilar ornam ental item s excluding hair  holding barret tes, clips or bands will not  
be authorized. Ext rem e shades of lipst ick or nail polish will not  be authorized. 
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8 .7  –  W earing Departm ent  Uniform s w hile off duty: 

     Off duty personnel wearing item s with a departm ent  logo are expected to 
conduct  them selves in a professional m anner in accordance with departm ental 
guidelines. Uniform s or any art icle of clothing that  m ay link the individual wearing it  
to the Sherwood Fire Departm ent  shall not  be worn into any establishm ent  where 
acts m ay be accruing that  violate any of these policies and procedures or any state, 
federal or local laws.  
 
8 .8  -  After  Hours/ Night  Tim e Uniform : 

Personnel m ust  report  for duty in full uniform .  
 
     After regular business hours (1700 hrs) , on-duty crews m ay wear a designated 
departm ent  T-shir t ,  while in stat ion, on em ergency runs, or during t raining. Crews 
on duty after 1900 hrs m ay ( if no other official business is pressing)  wear navy blue 
or gray cot ton shorts (preferably with a departm ent  logo)  and a navy blue or gray 
departm ent  T-shir t . This is the m inim um  dress requirem ent  for all personnel on 
duty. I n the event  of an em ergency run while wearing this at t ire staff MUST wear, 
at  a m inim um , turnout  pants-  NO EXCEPTI ONS!  The on-duty Bat talion Chief or 
highest - ranking officer on duty has final say regarding uniform s. 
 
8 .9  -  I nclem ent  W eather Except ions: 

     I nclem ent  weather is defined as tem peratures below 40 degrees or above 90 
degrees. During t im es of inclem ent  weather, (snow, sleet , freezing rain, ext rem e 
heat , etc.)  em ployees m ay wear departm ent  sweatshir ts, or T-Shirts out  in public 
at  any t im e. A navy blue or dark blue jacket  is also allowed. Jackets should not  
have any patches or logos (unless approved by the Fire Chief)  and should not  
represent  a departm ent  other than the Sherwood Fire Departm ent . 
 
8 .1 0  -  PROTECTI VE CLOTHI NG AND SCBA POLI CY: 

     All em ployees will be required to wear full P.P.E. including SCBA at  all t im es 
when exposed to an I DLH environm ent , or at  any other t im e deem ed necessary by 
their  supervisor. All P.P.E. will be worn when working at  the scene of a vehicle 
accident  where ext r icat ion act ivit ies are in progress. The yellow t raffic safety vests 
or turnout  coat  will be worn anyt im e you or your personnel are working in any area 
where you m ay be exposed to t raffic this includes parking lots, or any other area 
where vehicular t raffic m ay be present  regardless if it  is blocked off or not . 
 
P.P.E. clothing is defined as: Turnout  coat , Turnout  pants, firefight ing gloves, 
firefight ing hood, firefight ing boots, Self Contained Breathing Apparatus, and 
Helm et . When the SCBA is not  being worn during ext r icat ion operat ions the 
firefighter will wear their  departm ent  issued eye protect ion. 
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SECTI ON 9 :  OPERATI ON OF VEHI CLES AND APPARATUS 

 

9 .1  -  GENERAL PROVI SI ONS: 

     Em ployees shall operate departm ent  vehicles and apparatus with the up m ost      
safety in m ind, and a high regard for t raffic and public safety. 
 
     To operate departm ent  vehicles and apparatus, em ployees m ust  possess a valid 
Arkansas driver’s license (m inim um  of a Class D) . I f an em ployee’s dr iver’s license 
becom es suspended, revoked, or expired, it  is their  obligat ion to not ify their  
im m ediate supervisor and take act ions to correct  the validity of the dr iver’s license 
before they operate any departm ent  vehicles or apparatus. 
 
     Em ployees m ust  possess the knowledge, skill,  and abilit y to operate a part icular 
vehicle or apparatus before they do so, based upon t raining and experience. 
Outside of t raining evolut ions, persons that  are assigned as dr ivers m ust  be 
com fortable with the apparatus or vehicle and able to perform  a safe em ergency 
vehicle response with said vehicle or apparatus. I n the event  that  the em ployee, or 
supervisor, does not  feel that  dr ive possesses sufficient  knowledge or skill or they 
feel uncom fortable in operat ing a part icular vehicle or apparatus, they will not  
operate the apparatus and will not ify their  im m ediate supervisor and t raining officer 
of the situat ion.  
 

Note:  Each vehicle or apparatus is different . Knowing how to operate one 
does not  necessarily m ean that  an employee knows how to or is com fortable 
with operat ing a different  vehicle. 

 
     I t  is the responsibilit y of the em ployee to seek t raining in the operat ion of the 
departm ent  vehicles and apparatus. The Training Division will cert ify em ployees to 
be dr ivers by providing a test  of knowledge and pract ical dr iving skills, applicable 
laws, pum p operat ions, ladder operat ions, knowledge of equipm ent  on the 
apparatus, dist r ict  fam iliar izat ion, and policy and procedure. Em ployees m ust  pass 
the test  with the final m inim um  result  of 80%  to be classified as dr iver for the 
departm ent . The Fire Chief or his designee m ay waive this requirem ent  for special 
circum stances or condit ions on a perm anent  or tem porary basis, based on previous 
confirm ed t raining and experience. 
 
9 .2  -  EMERGENCY RESPONSE: 

     When engaging in an em ergency response, em ployees shall operate departm ent  
vehicles and apparatus with all em ergency lights and audible siren on, and execute 
due regard for the public. Air  horn and all or other audible signals will be used in 
areas of t raffic congest ion to warn t raffic of the approach of the em ergency vehicle. 
 
     Dr ivers should be m indful of all t raffic condit ions and drive at  safe speeds 
governed by the condit ions ( i.e. t im e of day, t raffic density, weather, etc.) . 
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     When m aking a response of any nature to locat ions that  are accessed by one 
way st reets you will approach with the norm al flow of t raffic. I f for any reason you 
need to approach against  the norm al flow of t raffic you m ust  contact  the Bat talion 
Chief via radio, and state the reason you m ust  approach by this m eans. The 
Bat talion Chief will then m ake a determ inat ion and advise whether or not  to 
proceed. You will not  cut  thru parking lots to reduce your response t im e, as an 
easier m eans of access, or as a quicker response route. E-3 when responding to 
any MVA on 67/ 167 northbound south of Wildwood will run to the McCain exit  and 
approach with the flow of t raffic. At  any t im e when driving fire departm ent  
apparatus the public’s safety will be kept  as the utm ost  im portance. I t  is both the 
supervisors and the dr ivers responsibilit y to insure that  all t raffic laws, SOP’s, and 
S.O.G’s are followed at  all t im es. At  any point  in t im e that  a violat ion of the above 
m ent ioned occurs both the supervisor and the dr iver will be held equally 
responsible.  
 
     Drivers should be courteous and conscious of late evening hours, when m ost  
people are asleep and not  over use audible em ergency equipm ent  as to annoy the 
public for no good reason. This does not  m ean that  em ergency lights and sirens will 
not  be used. 
 
     To reduce the liabilit y of the fire departm ent , and protect  fire departm ent  
em ployees and the general public, departm ent  em ployees will not  engage in 
em ergency response if the type of incident  does not  dictate a t rue em ergency. 
Further, upon determ ining, by arr ival or other m eans, that  a t rue em ergency does 
not  exist , the supervisor will advise all other responding units to “reduce code”  or 
cancel their  response, whichever is appropriate. 
 
9 .3  -  NON- EMERGENCY OPERATI ON: 

     Drivers operat ing departm ent  vehicles and apparatus in non-em ergency m ode 
shall obey all state and local t raffic laws and drive with due regard to the public 
safety. 
 
9 .4  -  USE OF SEATBELTS: 

     All dr ivers and passengers r iding in a departm ent  vehicle or apparatus will r ide 
one person to a seat  and use a seat  belt  while the vehicle is in m ot ion. The 
Supervisor of the fire apparatus will not  allow em ployees or other people to r ide on 
fire apparatus while it  is in m ot ion in places other than the designated seat ing 
areas. The only except ions to this sect ion will be those instances as listed in NFPA 
1500. 
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9 .5  –  BACKI NG OF APPARATUS: 

     When operat ing a departm ent  vehicle or apparatus in reverse, the dr iver will 
turn on the em ergency lights to the vehicle and m ake sure the path of t ravel is 
clear before m oving the vehicle. The driver will use another person as a “spot ter”  to 
ensure the safety of the t ravel;  however, if a person is not  available the dr iver will 
conduct  a walk around the apparatus and use due care in operat ion of the vehicle 
while operat ing it  in reverse. Dam age to departm ent  vehicles or apparatus or other 
property caused by the negligent  operat ion of a departm ent  vehicle or apparatus 
m ay result  in liabilit y on the part  of the driver and/ or spot ter. Anyt im e an apparatus 
is operated in reverse at  night  the spot ter will have a hand light  with them , and 
operat ing at  all t im es.  
 
9 .6  -  CARE AND MAI NTENANCE OF VEHI CLES AND APPARATUS: 

     All em ployees will be responsible for the care and m aintenance of departm ent  
vehicles and apparatus. Specifically, each Lieutenant  /  Driver Operator is 
responsible for the upkeep, m aintenance, and operat ion of the pr im ary response 
vehicle for his/ her assigned stat ion ( i.e. Engine 2 is the prim ary response vehicle 
for Stat ion 2, Truck 1 and R 1 are the prim ary response vehicles for Stat ion 1, and 
Engine 3 is the pr im ary response vehicle for Stat ion 3) . 
 
     Vehicles or apparatus that  are not  operat ing properly or have som e sort  of 
m alfunct ion in any of it s system s ( i.e. pum p, elect r ical,  t ransm ission, etc.)  should 
be taken out  of service im m ediately and the dr iver should not ify his/ her shift  
supervisor im m ediately. The supervisor should contact  the Bat talion Chief at  Stat ion 
1, who should then contact  the Captain or Assistant  Chief over apparatus 
m aintenance, or the Fire Chief, if neither of the first  to can be contacted so that  
repairs can be m ade and the vehicle can be returned to service.  
 
     Lieutenants /  Drivers shall m ake sure that  their pr im ary response vehicle is kept  
clean on the inter ior and exter ior and is free from  debris, dir t ,  road gr im e, or m ud 
by washing the apparatus every shift .   
 
     Lieutenants /  Drivers shall m ake sure that  all equipm ent  is stocked and loaded 
properly on the apparatus at  the beginning of each shift ,  (day and night ) , and 
throughout  the shift  as needed to ensure a full em ergency response capabilit y at  all 
t im es. 
 
     Em ployees shall not  place any st ickers or logos on any departm ent  vehicle or 
apparatus unless specifically approved by the Fire Chief. 
 
     Em ployees shall not  use tobacco products or allow others to use tobacco 
products in a departm ent  vehicle or apparatus. 
 
     Em ployees will detail all apparatus once a quarter as directed by the apparatus 
m aintenance officer.  Detailing will include, washing and waxing the exter ior, 
em ptying, washing out , and drying all com partm ents, polishing all alum inum  and 
steel surfaces, and detailing the inter ior.   
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9 .7  -  W EEKLY MAI NTENANCE CHECKS: 

     Every Tuesday, at  the beginning of shift ,  the on-duty crews will thoroughly 
check all fire vehicles, equipm ent , and apparatus assigned to their  part icular 
stat ion, em pty out  each com partm ent  of all equipm ent  and washout  the inside of 
the com partm ent . Each vehicle and its equipm ent  will be checked for those things 
out lined on the Maintenance Report  Form . Any problem s or deficiencies should be 
noted on the Maintenance Report  Form  and the Maintenance Division should be 
not ified of m ajor problem s. Any equipm ent  found to be deficient  or not  operat ing in 
a proper m anner should be rem oved from  service unt il the problem  can be reported 
and corrected.  
 
     Em ployees will com plete the Maintenance Report  Form  com pletely to provide 
the Maintenance Division with the accurate status of the vehicles or apparatus. 
Em ployees m ust  be accurate in enter ing the current  odom eter and hours of 
operat ion sect ion for departm ent  records, and m ake certain the form s are 
com pleted and turned in to the appropriate locat ion. 
 
     Every Thursday, the on-duty crews will wash and clean the secondary vehicles 
and apparatus. The inter ior and exter ior should be kept  free of debris, dir t ,  road 
gr im e, and m ud. Secondary vehicles should be started daily to ensure that  all 
system s are funct ioning norm ally and properly. These units will be fueled on 
Thursday. 
 
9 .8  -  COLLI SI ONS OR DAMAGE TO VEHI CLES OR APPARATUS: 

     Em ployees shall im m ediately stop at  the scene of any incident  that  results in 
dam age to a departm ent  vehicle, apparatus or a personal vehicle being used in 
em ergency or non-em ergency response to an incident . Em ployees shall 
im m ediately report  the situat ion to dispatch and request  a police officer of the 
appropriate jur isdict ion be dispatched to the scene of the incident . Em ployees will 
im m ediately not ify a chief officer to receive further inst ruct ions. 
 
     Collisions involving departm ent  vehicles or apparatus should be invest igated by 
the responsible jur isdict ion. As a general rule, the following agencies would have 
jur isdict ion:  
  

1.  The county sher iff’s departm ent  if the collision occurred on a county road. 
 
2.  The m unicipal police departm ent  if the collision occurred on a city st reet . 
 
3.  The Arkansas State Police if the collision occurred on an interstate or state 

highway outside of a m unicipality. 
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     Whenever a departm ent  vehicle or apparatus is involved in a collision that  
results in a death, personal injury, or dam age in excess of $250.00, a chief officer, 
should be not ified, and will respond to the scene to m ake an independent  
invest igat ion. The invest igat ing officer should at tem pt  to determ ine whether any 
negligence on the part  of the dr iver was a cont r ibut ing factor. The invest igat ing 
officer will report  findings to the Fire Chief. 
 
     A collision is considered a cr it ical incident  and the dr iver will be subject  to a 
Crit ical I ncident  Drug Screen as out lined in Sect ion 4. 
 
     The chief officer responding to the scene, or his designee, will assure that  the 
proper paper work is com pleted and copies are received by the fire departm ent  and 
placed in a file. The Fire Chief will review the accident  and m ake determ inat ions 
necessary to clear or charge the dr iver with negligence in operat ion of the vehicle 
or apparatus. Negligent  operat ion or operat ion without  due regard for the public 
safety is a violat ion of departm ent  policy and the dr iver m ay be subject  to 
disciplinary act ion up to and including term inat ion from  the departm ent , as well as 
for the cost  of repairs. 
 
9 .9  -  FUELI NG OF VEHI CLES AND APPARATUS: 

     The fuel tank of all departm ent  vehicles and apparatus that  are used in 
em ergency situat ions will be kept  at  least  three-quarters full at  all t im es. 
 
     Em ployees should refuel departm ent  vehicles, apparatus, and equipm ent  to 
ensure the operat ion of such vehicles and equipm ent  for extended durat ion. 
 
     I f inclem ent  weather is forecast , em ployees should “ top off”  all vehicles, 
apparatus, and equipm ent  with fuel. 
 
     Em ployees shall be m indful of the type of fuel they are pum ping into a vehicle 
and m ake sure they are put t ing the correct  type of fuel in the vehicle. 
 
9 .1 0  -  SECURI TY OF VEHI CLES AND APPARATUS: 

     Em ployees shall secure departm ent  vehicles and apparatus at  all t im es to 
protect  against  theft ,  vandalism , or terror ism . The supervisor of an apparatus m ay 
post  a person to be responsible for the securit y of the apparatus and it s equipm ent . 
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SECTI ON 1 0 :  EQUI PMENT MAI NTENANCE 

 
1 0 .1  -  GENERAL PROVI SI ONS: 

     The Apparatus Maintenance and Supply Officers will be responsible for the 
account ing of all departm ent  owned equipm ent :  personal protect ive, apparatus, 
and other stat ion equipm ent . 
 
     The Apparatus Maintenance Officer will be responsible for overseeing the 
m aintenance and overall operat ion of all apparatus equipm ent . 
 
     The Stat ion Maintenance Officer will be responsible for overseeing the 
m aintenance and overall operat ion of all stat ion based equipm ent . 
 
     I n accordance with Nat ional Fire Protect ion Associat ion (NFPA)  1500, all 
departm ent  em ployees assigned to firefight ing dut ies will be provided with a 
com plete and fully funct ional set  of personal protect ive equipm ent  including:  
helm et , protect ive hood, gloves, turnout  coat , turnout  pants, boots, and pass tag. 
 
     The fire departm ent  will purchase and m aintain the equipm ent  necessary to 
carry out  the funct ions of the fire departm ent , within budget  lim itat ions. 
 
     Em ployees will use due care in operat ing and using fire departm ent  equipm ent  
and will not  intent ionally dam age, dest roy, deface, or otherwise alter any 
departm ent  property or equipm ent . Any em ployee knowingly m isuses, neglects, or 
purposefully dam ages departm ent  issued equipm ent , apparatus, or stat ion facilit ies 
will be held accountable and disciplined accordingly, up to and including 
term inat ion. They m ay also be required to cover the costs of repair or replacem ent .  
 
1 0 .2  -  PERSONAL PROTECTI VE EQUI PMENT MAI NTENANCE: 

     Each em ployee will m aintain all equipm ent  personally issued to him  or her by 
the Logist ics and Supply Officer. Em ployees should at tem pt  to store their  personal 
protect ive equipm ent  out  of direct  sunlight  as to avoid unnecessary deter iorat ion or 
reduct ion of life due to UV light . Upon com plet ion of a shift ,  em ployees will rem ove 
their  own personal protect ive equipm ent  from  the stat ion apparatus bay or fire 
apparatus and store it  properly,  either by hanging it  on the provided gear racks or 
other appropriate m eans. 
 
     Em ployees shall assure that  protect ive clothing protects the head, body, and 
ext rem it ies, consist ing of at  least  the following com ponents:  foot  and leg 
protect ion;  hand protect ion;  body protect ion;  eye, face and head protect ion. An 
em ployee will im m ediately report  any deficiencies in their  assigned personal 
protect ive equipm ent  and have it  rem edied or replaced. 
 
     All personnel protect ive equipm ent  will be washed in the ext ractor provided by 
the departm ent  after each instance where it  could possibly have becom e 
contam inated or every 6 m onths. The ext ractor is located at  Stat ion 3.  
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1 0 .3  -  APPARATUS EQUI PMENT MAI NTENANCE: 

     At  every shift  change, the apparatus dr iver will be responsible for m aking sure 
that  the equipm ent  on the pr im ary apparatus to which they are assigned is in 
proper working order. 
 
     Each individual assigned to the apparatus for that  shift  will be responsible for 
checking their  own SCBA and personal protect ive gear to insure it  is funct ioning and 
ready for use.   
 
     The on-duty dr ivers will be responsible to see that  their  pr im ary apparatus is 
properly stocked and all equipm ent  is clean, fully operat ional, and fueled for 
im m ediate use. Any deficiencies should be reported im m ediately and deficient  
equipm ent  should be taken out  of service and replaced or otherwise noted. 
 
     Each Tuesday, all equipm ent  on each fire apparatus or vehicle will be rem oved 
from  the apparatus and checked for operat ion, fuel, and cleanliness. Before the 
equipm ent  is loaded back into the com partm ents all surfaces inside the 
com partm ent  will be washed, dr ied, and checked for st ructural deficiencies.  Any 
deficient  operat ion of equipm ent , apparatus, or notes will be m ade on the Vehicle 
Maintenance Form  to be turned in to the Maintenance Officer. 
 
Each Thursday the second out  units will be fueled and properly cleaned. 
 
     Once a quarter, (March, June, Septem ber, and Decem ber)  all supply hose, 5”  
and 3” , will be laid out , charged, and reloaded to exercise the hose in accordance 
with I nternat ional Fire Service Training Associat ion ( I FSTA)  m anual procedures. 
This is to ensure a long service life of the hose. Apparatus will also be detailed at  
this t im e.   
 
1 0 .4  -  STATI ON EQUI PMENT MAI NTENACE 

     Stat ion equipm ent  will be m aintained by the on-duty staff and should be 
regular ly tested and checked for proper operat ion and cleanliness. Any defects that  
can not  be corrected by the on-duty staff m ust  be reported to the Stat ion 
Maintenance officer.  
 
1 0 .5  -  LOST, STOLEN, OR DAMAGED EQUI PMENT 

     I n the event  that  departm ent  equipm ent  is lost , stolen, or dam aged, the 
em ployee to whom  the equipm ent  was assigned shall im m ediately not ify their  
supervisor, and write an interact ion report . The em ployee should prepare (on an 
I nteract ion Report )  inform at ion about  the circum stances in which the property was 
lost , stolen, or dam aged and a descript ion of the property. This report  should be 
subm it ted to the Fire Chief, through the chain of com m and, and then routed to the 
Logist ics and Supply Officers or one of the Maintenance Officers, for repair or  
replacem ent . 
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     The em ployee m ay be responsible for the value of the lost , stolen, or dam aged 
property if it  is determ ined that  the em ployee could have prevented the loss or if 
em ployee negligence occurred. This determ inat ion will be m ade on a case-by-case 
basis by the Fire Chief. 
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SECTI ON 1 1 :  STATI ON MAI NTENANCE 

 
1 1 .1  -  GENERAL PROVI SI ONS: 

     All property owned and/ or leased by the departm ent  will be m aintained at  the 
highest  possible standard by the em ployees of the departm ent . 
 
     On-duty and off-duty personnel m ay be required to perform  general 
m aintenance or special m aintenance dut ies. 
 
     On-duty em ployees will com plete daily, weekly, and m onthly cleaning lists. 
These lists shall be com pleted before 10 a.m . unless other official dut ies take 
precedence ( i.e. an em ergency call) .  
 
     Supervisors and Officers m ay assign ext ra cleaning dut ies. Supervisors should 
take into account  special events or m eet ings that  m ay occur at  the fire departm ent  
stat ions when assigning cleaning dut ies and tasks. 
 
     Stat ion cleanup will be the general responsibilit y of the on-duty firefighter;  
however, all on-duty staff should part icipate in daily, weekly, and m onthly cleaning 
dut ies. 
 
1 1 .2  -  DAI LY CLEANI NG DUTI ES: 

Every day shift ,  the following dut ies will be com pleted;  
1.  Clean all table and counter tops with a sanit izer. 
2.  Make sure all dishes are cleaned, dr ied, and stored. 
3.  Clean all stat ion showers, toilets and ur inals. 
4.  Sweep and m op all t ile and gray st r ip floors. 
5.  Sweep the apparatus bay. 
6.  Vacuum  all carpeted floors. 
7.  Clean all cobwebs in the liv ing areas. 
8.  Clean all m irrors. 
9.  Stock toilet  paper, towels, and soap. 
10.  Wash and detail first  out  apparatus. 

 
Every night  shift ,  the following dut ies will be com pleted;  

1.  Sweep the apparatus bay floor.  
2.  Clean the first  out  apparatus. 
3.  Make sure all dishes are cleaned, dr ied, and stored. 
4.  Clean all stat ion showers, toilets and ur inals. 
5.  Sweep and m op all t ile and gray st r ip floors. 
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1 1 .3  -  W EEKLY CLEANI NG DUTI ES: 

The on-duty staff will perform  a special duty each weekday. These are:  
 

• Monday   –  Clean cobwebs in the ent ire stat ion. Check 
return air  filters on A/ C units.  

 
• Tuesday  –  Apparatus checks, detail inside the 

com partm ents, and rundown and recharge TI C bat ter ies. Clean 
and disinfect  water jugs.  

 
• W ednesday  -  Clean out  refr igerator, and clean stove  

 
• Thursday   –  Wash and detail second out  apparatus 

 
• Friday   –  Scrub and wash-out  the apparatus bay 

 
• Saturday  –  Mow, t r im  and weed the grass at  the stat ion 

 
• Sunday  -   Wash off pad in front  of stat ion 

 
     Every Friday the Bat talion Chief at  Stat ion 1 will conduct  an inspect ion of each 
stat ion. The stat ion inspect ion form s are to be filled out  and turned in to the 
Assistant  Chief’s box for review. These inspect ions will accom plish two things. First ,  
it  will assure the cleanliness of each stat ion. Second, it  will prom ote a safe working 
environm ent  for Departm ent  em ployees. 
 
1 1 .4  -  MONTHLY CLEANI NG DUTI ES:  

     Air  filters will be checked weekly and replaced as necessary. All t ile floors will be 
waxed on the first  day of the m onth not ify the com pany responsible for waxing 
floors. 
 
1 1 .5  –  QUARTERLY CLEANI NG DUTI ES: 

     Wash and wax all painted surfaces of all apparatus. Polish all alum inum  and 
stainless steel on all apparatus. Sanit ize all inter ior surfaces of the cab and crew 
com partm ents.   
 
1 1 .6  -  SEASONAL AND SPECI AL DUTI ES:  

     As determ ined by the Stat ion Maintenance Officer, em ployees m ay be required 
to perform  special cleanup or im provem ents to the fire stat ion. For exam ple:  the 
gut ters m ay need to be cleaned, or the parking lot  m ay need to be re-st r iped. 
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SECTI ON 1 2 :  REPORTS AND W RI TTEN COMMUNI CATI ONS 

 
1 2 .1  -  GENERAL GUI DELI NES: 

     Em ployees should docum ent  all m at ters that  com e to their  at tent ion that  m ay 
need to be recalled in the perform ance of their  dut ies, and discipline.  
 
     Em ployees are prohibited from  knowingly falsifying inform at ion on any 
departm ent  form  or report  or on any other docum ent  that  relates to official 
departm ent  business. 
 
     Em ployees will com plete departm ent  form s and reports in neat , legible 
handwrit ing being conscious of proper spelling, punctuat ion, gram m ar, and 
accuracy. Docum ents should be void of t ypographical errors. Let ters and 
m em orandum s that  are issued on departm ent  let terhead m ust  be typed by using a 
word processor or com puter.  Departm ent  let terhead should only be used for official 
departm ent  business.  
 
     Supervisory personnel shall be responsible for m aking sure that  all 
docum entat ion concerning official departm ent  business is neat  and correct , that  
punctuat ion and gram m ar is proper and acceptable by business standards, that  
words are properly spelled, that  the docum ent  does not  contain “ typographical 
errors,”  and that  the inform at ion contained in the docum ent  is clear and accurate. 
Supervisors who receive docum entat ion that  does not  m eet  these requirem ents 
should prom pt ly return the docum entat ion to the subm it t ing em ployee for 
correct ion. 
 
     The repeated failure to m eet  the report ing standards shall const itute a violat ion 
of departm ent  policy and m ay result  in the em ployee and/ or the em ployee’s 
supervisor receiving a writ ten reprimand or other disciplinary act ion. 
 
     I f an em ployee does not  understand how to fill out  a part icular form  or report ,  it  
is that  em ployee’s responsibilit y to contact  their  im m ediate supervisor for 
clar ificat ion and assistance. 
 
1 2 .2  -  I NCI DENT REPORT: 

     The incident  report  is used to docum ent  the act ions of the fire departm ent  at  
the scene of any em ergency or non-em ergency incident  of which the departm ent  
m ay encounter. The fire departm ent  current ly uses FI REHOUSE SOFTWARE (FH)  to 
handle m ost  of the departm ent  data. Em ployees will be issued a login nam e and 
password to access the software. Em ployees will use the FH incident  report  to 
docum ent  their  official act ivit ies. The form  is self-explanatory and consists of 
several “ fill in the blank”  style ent r ies. Em ployees should fam iliar ize them selves 
with this software and seek assistance if they do not  understand the m anner in 
which to properly enter an incident  report .  
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     I nform at ion gathered on this form  is needed to fill out  NFI RS reports, Firehouse 
Software Data reports, I SO stat ist ics, and for other departm ental purposes. To 
m aintain accurate record keeping for the departm ent , every report  should be 
accurate and filled out  the best  of the em ployees abilit y with the inform at ion 
presented at  the t im e, and entered into FI REHOUSE as soon as possible. All reports 
are to be entered by the Supervisor pr ior to going off shift .  Failure to com ply with 
the com plete, accurate, and t im ely ent ry of inform at ion m ay result  in disciplinary 
act ion.  
 
     The public m ay be provided a com puter-generated copy of a report  upon officer  
approval. I f a m em ber of the public wants a copy of the report , they m ust  contact  
the Adm inist rat ive Assistant  during regular business hours, and they m ay purchase 
a copy of the report  for five (5)  dollars. The Fire Chief m ay waive the report  fee.  
 
1 2 .3  -  MAI NTENANCE REPORT FORM: 

     The m aintenance report  form  is provided to docum ent  the condit ion, operat ion, 
non-operat ion, repair, and m aintenance of equipm ent  and apparatus. The 
m aintenance report  form  is self-explanatory and consists of “ fill in the blank”  style 
ent r ies. I t  is im portant  that  this form  is filled out  correct ly to m aintain accurate 
m aintenance records and so that  at tent ion will be given where needed for repairs or  
m aintenance of equipm ent  and apparatus. This form  will be placed in the 
Maintenance Box outside of the office door. 
 
1 2 .4  -  I NSPECTI ON REPORT FORM: 

     The inspect ion report  form  is used to conduct  com m ercial, indust r ial,  
educat ional, governm ental, and inst itut ional building fire safety reviews. These 
reports will be filled out  neat ly in legible writ ing and signed by the inspect ing 
m em ber. Any violat ions of the Arkansas Fire Prevent ion Code will be listed on the 
form . The departm ent  will retain the white or iginal copy signed by the business 
representat ive.  The business will receive the yellow copy. The white copy will be 
placed in the inspect ion folder for that  occupancy. The inspect ion will be entered in 
the com puter by the supervisor pr ior to the end of the shift .  
 
A second form , (Pre- fire Plan) , for first  t im e inspect ions, or change in occupancy, is 
to be com pleted when a business receives their  pr im ary inspect ion. This will include 
owner data, st ructure data, ut ilit y shutoffs, em ergency contact  num bers, and 
hazardous condit ions. This form  will be placed in the inspect ion folder with the 
inspect ion. Em ployees should report  new businesses to the Fire Marshal’s Office so 
that  they can be added to the database. 
 
These form s are necessary to m aintain proper docum entat ion on st ructures in the 
fire dist r ict . These files m ay be used to determ ine a history of violat ions, cause and 
origin of a fire, or other inform at ion for invest igat ion, pr ivate insurance purposes, 
I SO purposes, etc. 
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1 2 .5  -  BURN PERMI TS/ BURN PERMI T LOG: 

     The Fire Chief, or his/ her designee, m ay issue a no charge burn perm it  to a 
m em ber of the public with a legit im ate purpose to burn in accordance with all 
applicable, city, county, and state laws. The perm it  applicat ion should be com pleted 
with the dates of burning, the responsible party’s nam e, address, phone num ber, 
and locat ion of the burn. The person request ing the perm it  will sign the bot tom  of 
the applicat ion. The applicat ion will then be subm it ted to the Fire Chief for approval 
or denial.  Upon issuance of the perm it , the perm it  m ay be pick-up at  Stat ion 1 the 
following business day. The person picking up the perm it  m ust  then sign the bot tom  
of the perm it . The fire departm ent  will retain the white copy for departm ent  
records. The white copies should be placed in the burn perm it  log.  
 
1 2 .6  -  I NTERACTI ON REPORT: 

     Em ployees m ay be required to docum ent  various act ivit ies during the norm al 
course of business on an interact ion report . This is basically a blank form  that  
provides a standardized m eans of docum ent ing an event . This form  m ay be used to 
docum ent  inappropriate act ion, violat ions of policy and procedures, concerns or 
problem s encountered with the public or other ent it ies, praises and 
com m endat ions, recom m endat ions for change, and so forth. The interact ion report  
is considered to be a general form  to docum ent  act ivity. Em ployees should be 
m indful of legible handwrit ing, proper spelling and gram m ar, and com plete detailed 
inform at ion, as it  is an official docum ent . Em ployees should understand how to 
com plete this form , and subm it  the form  to the Fire Chief through the chain of 
com m and, before any correct ive or proact ive act ions can be taken by the 
adm inist rat ion. A copy of interact ion reports will be placed in your personnel file, as 
well as the personnel files of everyone involved.  
 
1 2 .7  -  W RI TTEN CORRESPONDENCE: 

There are two basic form s of writ ten correspondence:  a m em o and a writ ten let ter. 
 
1 2 .7 a –  MEMO: 

    A departm ent  m em o is generally used for inter-departm ental com m unicat ion and 
docum entat ion, as well as updat ing and adding to the SOP/ SOG m anuals. Mem os 
regarding SOP/ SOG’s, writ ten by a Chief Officer and approved by the Fire Chief will 
am end and supercede current  SOP/ SOG’s. These m em os are be printed off by the 
on-duty supervisor and placed on the m em o board at  each stat ion for review by all 
em ployees. An update to the SOP/ SOG m anual will then be placed in the m anual to 
reflect  this change. I t  is the responsibilit y of each em ployee to check this m em o 
board at  the beginning of every shift  to see if any updates or revisions have been 
posted since their last  shift .  Such m em os will also be sent  to each em ployees fire 
departm ent  em ail address. 
 
     The m em o should be writ ten on departm ent  let ter head followed by four item s 
at  the top of the m em o. This inform at ion should then be followed by two line 
spaces, and then the m essage (body)  of the m em o (not  all capitalized) . 
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Mem o Exam ple: 

 
 TO:   CHI EF FRANK HI LL 
  
 FROM:  CAPTAI N JOHN HOGUE 
 
 RE:   TURNOUT SUPPLY 
 
 DATE:   JANUARY 4, 2006 
 

As of this date, the departm ent  current ly has eight  spare turnout  
jackets, eight  spare turnout  pants, twelve pair of boots of var ious 
sizes, twenty pairs of gloves of various sizes, and six yellow helm ets. I  
recom m end… 

 
1 2 .7 b –  LETTER: 

     A writ ten let ter is a form al com m unicat ion with the persons, organizat ions, or 
agencies outside of the fire departm ent . Em ployees m ust  be ext rem ely careful 
when writ ing a let ter, and m ake sure they are free from  gram m at ical and spelling 
errors (spell check let ters com posed on com puter) , as they are a representat ion of 
the fire departm ent . A poorly writ ten let ter reflects poorly upon the fire departm ent . 
 
     The let ter should be writ ten using Microsoft  Word (or sim ilar word processing 
program )  and should be pr inted on a laser or deskjet  pr inter. I f using a departm ent  
com puter,  the docum ent  should be saved to the hard dr ive under My 
Docum ents/ Correspondence. The file should be saved as [ whatever your t it le is]  
[ the date] .doc. When appropriate, a copy of the let ter should be m ade, stam ped as 
a copy, and filed in the appropriate file. 
 

Exam ple:  A let ter to a const ruct ion com pany from  the Fire Marshal’s Office 
concerning the review of a set  of const ruct ion plans. A copy of this let ter 
should be m ade, stam ped “copy” , and the copy placed in the buildings 
inspect ion file for future review. 

 
     The let ter should be writ ten in a professional m anner on departm ent  let terhead. 
All inform at ion, t it les, paragraphs, and closings should line up on the left  m argin 
( left  block form at ) . 
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Let ter  Exam ple: 

 
 
January 10, 2002 
 
 
Mobley Const ruct ion Com pany 
2314 Cant rell Road 
Lit t le Rock, AR 72227 
 
RE:  Const ruct ion Project  on Manson Road 
 
Dear Sir / Madam :  
 
Regarding site plans subm it ted for your const ruct ion project  at  201 Manson Road, I  
am  in receipt  of these plans and have com pleted m y review. 
 
There are two concerns with the plans that  were subm it ted. First , … 
 
Sincerely, 
 
 
Asst . Chief Mark Mahan 
Sherwood Fire Departm ent  
 
cc:  I nspector P. Brown, City of Sherwood, File 
 
TMM: m oe 
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Follow this form at  when writ ing a let ter:  
 

1.  The date (use a writ ten date, not  num erical)  followed by four line spaces 
(press enter five t im es) . 

2.  The person you are writ ing and their  address followed by one line space 
(press enter two t im es) . 

3.  The topic of the let ter (or the RE: )  followed by one line space (enter two 
t im es) . 

4.  The greet ing ( i.e. Dear Sir / Madam , Dear Mr. Brown, Dear Ms. Jones)  followed 
by one line space (enter two t im es) . 

5.  The int roduct ion, body, and conclusion of the m essage. All paragraphs should 
line up on the left  m argin and not  be indented. There should be one line 
space between each paragraph (enter two t im es) . 

6.  The closing ( i.e. Sincerely, Regards, etc.)  followed by a com m a and then two 
line spaces (enter three t im es) . This area is where the signature of the writer 
is placed. 

7.  The typed rank and nam e, division, and departm ent  of the let ter writer 
followed by one line space (enter two t im es) . 

8.  Who else is receive(d)  a copy of the let ter ( i.e. cc: )  followed by one line 
space (enter two t im es) . 

9.  Finally, the init ials of the person who is signing the let ter and the person that  
typed the let ter. I f this is the sam e person, then this ent ry is not  required. 
However, if for exam ple, Bobby Joe Brown writes a let ter for Chief Hill,  then 
the init ials will be FTH: bjb 

 
     A well-writ ten let ter represents the departm ent , im plies confidence and yields 
results. A poorly writ ten let ter creates the exact  opposite. Each em ployee should 
take t im e and be careful so that  writ ten correspondence presents a posit ive im age 
for the departm ent . 
 
1 2 .8  -  FREEDOM OF I NFORMATI ON REQUESTS 

     I t  is the policy of the departm ent  to com ply with the Arkansas Freedom  of 
I nform at ion Act  (FOI A) . I f a FOI A request  is received, ask for a nam e and phone 
num ber and t ry to determ ine what  inform at ion is being requested. Not ify the Fire 
Chief and the departm ent ’s legal counsel, providing the contact  inform at ion and 
out lining the FOI A request , as you understand it .  FOI A requests can be verbal or 
writ ten. 
 
No original docum ents will be rem oved from  the fire departm ent . 
 
     I f the request ing party would like photocopies, a rate of $.25 per page m ay be 
charged. A copy of an incident  report  m ay be obtained for $5.00 per report . These 
fees m ay be waived by the Fire Chief. 
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1 2 .9  –  Stat ion Log Books:  
 
      The stat ion log books are considered Legal Docum ents and all ent r ies m ade in 
these log books are t reated as such. Therefore everything that  takes place during 
your assigned shift  that  direct ly effects the departm ent , personnel, apparatus, 
stat ion, or any other occurrence that  could potent ially be quest ioned at  a later date 
and t im e should be docum ented in com plete detail in the stat ion log book. Each 
ent ry will accurately reflect  the date, t im e, what  took place, and the personnel or 
people involved with the occurrence. 
 
      At  shift  change the supervisor com ing on duty will docum ent  the crew on duty, 
what  t im e each em ployee reported for duty, and any hold over/ leave early t im es for 
the em ployees going off or com ing on duty before any other ent ry is m ade. The 
supervisor will sign his or her nam e and em ployee num ber under every ent ry m ade 
in the log book as proof that  they had knowledge of the ent r ies m ade and that  they 
accept  the responsibilit y that  the ent r ies m ade are correct  and com plete to the best  
of their  knowledge. I t  will be the supervisors’ responsibilit y to insure that  the log 
book is com plete, and all necessary ent r ies have been m ade in the log book before 
leaving the stat ion at  the end of their  assigned shift .  I f it  is determ ined by the on 
com ing supervisor that  the log book is incom plete, or pert inent  inform at ion has 
been left  out  by the off going supervisor, and interact ion report  will be filled out  
docum ent ing the occurrence and it  will be forwarded to the appropriate officer in 
the chain of com m and so that  the appropriate disciplinary act ions can be taken 
pursuant  to the departm ents Policies and Procedures.       
 
 
SECTI ON 1 3 :  RADI O COMMUNI CATI ONS PROTOCOL 

 
1 3 .1  -  USE OF RADI O SYSTEMS: 

     The pr im ary purpose of the departm ent  radio system  is to facilitate a rapid and 
efficient  m eans of com m unicat ions between departm ent  personnel and the 
Com m unicat ions Center. Em ployees shall use the departm ent  radio system  only for 
official departm ent  business or to com m unicate inform at ion to other departm ent  
personnel.  
 
The pr im ary dedicated channels used by the departm ent  are reserved for 
departm ent  business only.  
 

FD- 1 :  Fire Dispatch 1, this channel will be used for all t raffic during a response. I t  

is recorded and goes to the dispatch center at  Sherwood P.D. You will Check en-

route, on-scene, and back in-service on this channel. I t  will also be used to run all 

fire ground operat ions.  

 

FD- 2 : Fire Dispatch 2, this channel is the sam e as FD-1. I t  will be used if another 

called is dispatched during a run in-progress. I n other words if E-2 is running a call 

on FD-1 and E-3 is dispatched to another call E-3 will use FD-2. I t  is recorded and 

you can talk to Dispatch.  
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FG- 1  and FG- 2 : Fire ground 1 and 2, these two channels are our talk around 

channels. They are not  m onitored by dispatch and you cannot  talk to dispatch on 

them . They are not  recorded. FG-1 will be used when you are out  in the dist r ict , 

and for checking in, and out  of the dist r ict .  

 

City Com m on: This channel is the sam e as it  was. You can talk to dispatch, MEMS, 

Sherwood PD, or any other radio in the city that  has this channel program m ed into 

it .  I t  is recorded and is m onitored by dispatch. You m ust  use this channel if you 

need to talk to MEMS during a m edical call.   

 

Agency Com m on 1  and 2 : These channels are used for m utual aid responses with 

the surrounding m unicipal departm ents.  

 

PC Fire 1 , 2 , and 3 : These channels are used for m utual aid responses with the 

surrounding county fire departm ents.    
 
     Fire Departm ent  personnel will use plain English in t ransm it t ing radio t raffic.  
Em ployees should refrain from  using “10-codes”  or m edical signals. Em ployees 
should speak in a clear art iculate m anner when com m unicat ing over the radio. 
 
     Em ployees shall m ake their  com m unicat ions br ief and not  “ t ie-up”  the radio with 
unnecessary t raffic. 
 
     When broadcast ing on the radio, em ployees should be m indful that  the 
Com m unicat ions Center handles three separate departm ents and m ust  pr ior it ize the 
im portance and/ or urgency of pending radio t raffic and requests for inform at ion. 
Em ployees shall m ake an effort  to m inim ize radio t raffic and requests for  
inform at ion when it  is apparent  that  the Com m unicat ions Center is occupied with 
m ore pressing m at ters. Em ployees will always t ransm it  in a professional m anner 
and not  engage in bicker ing or sarcasm . At  no t im e will an em ployee use profanity 
over the radio system . 
 
Em ployees shall not  allow persons (other than departm ent  personnel)  to use their  
assigned radios unless the circum stances are such that  the use of the radio by 
another person is necessary to com m unicate or receive a m essage that  is cr it ical to 
the perform ance of the em ployee’s dut ies. 
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EMPLOYEE ACKNOW LEDGEMENT 

 
 
I  acknowledge that  I  have access to, via the departm ent  web page, a copy of the 
Departm ent ’s Em ployee Policy Handbook. This handbook contains policies, 
pract ices, rules, and regulat ions that  I  have read, understand and agree to com ply 
with during m y em ploym ent  with the Departm ent . 
 
This handbook is not  intended to create any cont ractual or other legal r ights. I t  
does not  alter the Departm ent ’s at -will em ploym ent  policy nor does it  create an 
em ploym ent  cont ract  for any period of t im e. 
 
I  further understand that  I  will be responsible for com plying with future changes in 
policies, pract ices, rules and regulat ions com m unicated to em ployees, whether or 
not  I  have signed an acknowledgem ent  of such changes.  
 
I  have had an opportunity to ask m y supervisor and the Assistant  Chief and/ or Fire 
Chief any quest ions I  have about  the Departm ent ’s policies. 
 
 
 
 
 
_____________________________________  ___________________ 
Em ployee Signature       Date 
 
 
 
_____________________________________ 
Printed Nam e 
 
 
 
 

FI LE A SI GNED COPY I N  THE EMPLOYEE’S PERSONNEL RECORD W HEN 

COMPLETED 

 
 
 
 
   Orientat ion given by __________________________________ 
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