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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.1

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/1998

DIVISION TITLE: ADMINISTRATIVE POLICIES- ADMINISTRATIVE POLICIES

REVISION DATE: 3/16/2016

SECTION TITLE: MAINTENANCE/DISTRIBUTION OF MANUALS

REVIEWED DATE:

COMPILATION OF POLICY MANUALS
The Fire Chief shall compile all of the policies and procedures adopted by the Board into a District “Policy
and Procedures Manual”. The Fire Chief shall be responsible for updating the Manual regularly.
DISTRIBUTION OF POLICY MANUALS
Orientation of the use of the District Policy Manual will be part of the Volunteer Recruit Academy. Revised
or updated policies will be made available through online and ongoing Training.
DISTRICT POLICY MANUAL TO BE AVAILABLE TO THE PUBLIC
The “Policy and Procedures Manual” is a public record. At least one hard copy of the updated Policy
Manual shall be maintained and available for inspection and use by the public at the District’s main
Administrative office during regular business hours.
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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.2

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 8/20/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES- PUBLIC RECORDS

REVISION DATE:

SECTION TITLE: RECORD RETENTION

REVIEWED DATE:

PURPOSE
To ensure Siuslaw Valley Fire & Rescue (SVFR) follows the legal requirements of the Oregon
Administrative Code and the Oregon Secretary of State Archives Division for records retention.
POLICY
SVFR shall follow all requirements mandated in in ORS 166-150-0005 through 166-150-0215. A copy of
ORS 166-150-0115 (Fire and EMS Records / Attachment-A) shall be kept by the District Recording
Secretary and will be referenced as needed in the process of records management.

Back to Table of Contents

SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.3

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 07/18/2013

DIVISION TITLE: ADMINISTRATIVE POLICIES - PUBLIC RECORDS

REVISION DATE: 7/17/2014

SECTION TITLE: POLICY ON FEES FOR OBTAINING PUBLIC RECORDS

REVIEWED DATE:

PURPOSE
Pursuant to the Oregon Public Records Law (ORS 192.410 to ORS 192.505), Siuslaw Valley Fire and
Rescue adopts this policy for recovering costs of obtaining or reviewing public records.
This policy applies only to records of Siuslaw Valley Fire and Rescue not exempt from disclosure under
the Oregon Public Records Act.
All requests for public records must be made in writing and must include the following information:
•

Date of Request

•

Name of Requester

•

Address of Requester

•

Telephone number and/or email address of Requester

•

A description of the records requested

•

A statement informing the District whether the Requester wishes to receive copies of the
requested documents or inspect the documents in person

•

Requester’s signature

Records requests must be personally delivered to the District office during normal working hours,
mailed to the District at 2625 Highway 101 North, Florence, OR 97439 ore-mailed to the District at
julie@svfr.org.
Readily available records will be provided as soon as possible. Records which are not readily available
because of the size or complexity of the request or the nature of the requested records will be produced
within a reasonable time. In such case, the District shall inform the individual requesting the records
when the requested records will be available for review and/or copying.
The District’s nominal fee for search, review, release and copying of any public record, including
photographs, are as follows:
•

Copies of public records are $0.25 per page for letter size copies and $0.30 per copy for legal
size copies. Double sided copies count as two (2) pages. If a request is for a certified copy of a
record, the requester will be charged an additional $2.50 per record.

•

Charges for tape recordings and other electronically stored materials will be calculated based
upon the actual cost of the tape, computer disc, etc., plus the time required to make the copy,
computed at the rate of $5.00/quarter hour, with a minimum charge of one quarter hour.

•

If a request for District records requires personnel to spend more than 15 minutes collecting or
reviewing the requested records prior to their release or copying, the requester will be bill at an
hourly rate of $5.00/quarter hour for each staff member involved, with a minimum of one half
hour ($10.00) charge. The total staff time to collect and review the requested records will be
estimated by the District, and the estimated fee must be deposited with the District before
District personnel will begin collecting, reviewing or copying the requested records. If the
amount of time involved is less than estimated, the excess deposit shall be refunded to the
requester. If the actual cost is in excess of the deposit, the difference must be paid by the
requester before the requested documents are provided. The actual costs of research will be
billed to the requester even if District personnel are unable to locate the requested records, or
the District determines that the requested records are exempt from disclosure under the Public
Records Act.

A change of the format of a record (for example, paper records scanned and saved onto a disc) will be
billed for actual time for such a change at a rate of $5.00/quarter hour, with a minimum charge of one
quarter hour, plus any additional costs associated with the change of format. Changes of format
calculated to address the requirements of the Americans with Disabilities Act will not incur any
additional charge.
The District may furnish records without charge or at a substantially reduced fee if the District
determines that the waiver or reduction of fees is in the public interest because making the record
available primarily benefits the general public.
If a request is of such size, complexity, or nature that compliance would disrupt the District’s normal
operation, separate arrangements will need to be made prior to such a release of records in accordance
with advice from legal counsel.
If the request requires advice from the District’s attorney, the requester will be billed for the actual cost
to the District of the time spent by the District’s attorney to review, redact and segregate the records.
The District will not charge a requester for time spent by the District’s attorney in determining the
application of the Public Records Law to the request.
If the estimated fee for compliance with a request is more than $25.00, the District will provide a
written cost estimate to the requester and will not proceed/respond to the request until the District
receives confirmation that the requester wants the District to respond to the request.
At no time will original records or photographs of the District be removed from the District files or from
the place of regular record retention. Original District records and/or photographs shall not be reviewed
unless District personnel are available to oversee that review. The charge for District personnel time for
monitoring will be at a rate of $5.00/quarter hour, with a minimum charge of one quarter hour.

Siuslaw Valley Fire and Rescue
2625 Highway 101 North Florence, OR 97439-9702
(541) 997-3212

Request for Disclosure of Public Records
Date:
Name of Requester:
Requester Address:
Requester Phone:
Requester Email (Optional):
Public Documents Requested (use additional pages if necessary):
1.
2.

(Name or description of record)

(Name or description of record)

I wish to arrange an opportunity to personally inspect the requested records
I wish to receive copies of the requested records

See Policy on Fees for Obtaining Public Records for a list of applicable fees.

(Requester’s Signature)

Records Custodian
Use Only
Received Date:
Receiver’s Initials:
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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.4

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 08/04/1998

DIVISION TITLE: ADMINISTRATIVE POLICIES - PUBLIC CONTRACTING RULES

REVISION DATE:

SECTION TITLE: PUBLIC CONTRACTING RULES SELECTION OF PERSONS TO
PERFORM PERSONAL SERVICE CONTRACTS

REVIEWED DATE:

DEFINITION OF PERSONAL SERVICE CONTRACT
A contract entered into by the Siuslaw Valley Fire and Rescue for the consulting services
of registered professional engineers, registered architects or registered professional
engineers, or registered professional land surveyors is a personal service contract.
SELECTION
When the Board desires to enter into a personal service contract, the Board shall direct the Fire Chief to
select three (3) qualified applicants for the personal service contract at issue.
At the Fire Chiefs discretion, the District may solicit applications for the personal service contract by
advertisement.
•

The Fire Chief's screening and selection procedures shall include a consideration of each
candidate's:

•

Specialized experience, capabilities and technical competence that may be demonstrated by the
proposed approach and methodology to meet the project requirements;

•

Resources available to perform the work, including any specialized services, within the
applicable time limit;

•

Record of past performance, including but not limited to price and cost data from previous
projects, quality of work, ability to meet schedules, cost control and contract administration;

•

Ownership status and employment practices regarding women, minorities in emerging small
businesses or historically underutilized businesses;

•

Availability to project locale;

•

Familiarity with the project locale;

•

Proposed project management techniques; and

•

Cost of services.

The Board shall select its preferred consultant from the pool of three applicants. If desired, the Board
may interview candidates or request additional material from the applicants prior to making its final
selection.

Back to Table of Contents

SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.5

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/1998

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 7/19/2017

SECTION TITLE: PERSONNEL RECORDS AND RETENTION

REVIEWED DATE: 7/19/2017

PURPOSE
To maintain personnel files confidentially and allow access to those Managers and Supervisors that have
a need to know.
MAINTENANCE OF PERSONNEL FILES
Official personnel records of employees shall be maintained by the Administrative Division Chief. If there
is a change of name, address, telephone number, marital status, number of dependents, or any other
change in status, a member of the Administrative Team should be notified as soon as possible. All files
relating to an employee will be maintained separately and electronically on a confidential network drive.
REMOVAL
Documents shall not be removed from a personnel file, except pursuant to a determination by the Fire
Chief that each particular document is not accurate, or is no longer relevant or timely to any personnel
or performance matter. Any document that is removed shall be maintained in a separate file containing
all such documents, not indexed under the name of any employee.
MEDICAL RECORDS
Documents containing medical information shall be kept in a separate, confidential file that is not part
of the employee's personnel file. While these records shall be treated as confidential, supervisors and
managers may be informed regarding necessary work restrictions and necessary accommodations, first
aid and safety personnel may be informed, when appropriate, of an employee's disability, if the
disability might require emergency treatment, and government officials investigating compliance with
discrimination laws shall be provided relevant information on request.
PAYROLL FILE
Documents that contain identifying information will be kept in a separate confidential payroll file and
are not subject to examination by Managers, Supervisors or anyone requesting public information.

PERSONNEL FILES
This policy defines circumstances under which an employee may examine his/her personnel records;
and an individual who is not an employee of the District may examine an employee's personnel record.
This policy and procedure applies to all District employees.
Employees may be allowed to include in their personnel file any material deemed relevant to job
qualifications or performance, in the judgment of the District. Employees may inspect and review their
personnel files, excluding confidential reports from previous employers.
Employees may protest, or comment upon, in writing, any materials placed in their personnel file. Such
protest/comments shall be placed in the personnel file.
REVIEW OF PERSONNEL FILES
Personnel files are to be reviewed in the administrative office and are not to be removed from district
property.
Representatives of government or law enforcement agencies, in the course of their duties, may be
allowed access to file information. This decision will be made at the discretion of the Administrative
Division Chief in response to the employee’s request, a valid subpoena or a valid court order.
Personnel file access by current and former employees will generally be permitted upon request within
5 business days of the request.
FILE RETENTION
I-9 Forms will be retained under the U.S. Citizenship and Immigration Services (USCIS) retention
requirements: "I-9 forms should be retained for three years after the date of hire, or one year after the
date employment ends—whichever is later."
Payroll Records will be retained according to the OAR 166-150-0155
Personnel records will be retained according to OAR 166-150-0160
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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.7

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/98

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 08/17/16

SECTION TITLE: HOLIDAYS OBSERVED

REVIEWED DATE:

HOLIDAYS OBSERVED
The Board of Directors authorizes the following paid holidays to be observed by the
full-time career employees of the District:
New Year’s Day, January 1
Martin Luther King Day, 3rd Monday in January
President's Day, 3rd Monday in February
Memorial Day, last Monday in May
Independence Day, July 4th
Labor Day, 1st Monday in September
Veterans Day, November 11th
Thanksgiving Day, 4th Thursday of November and the following Friday
Christmas Day, December 25th
Choice of December 24th or December 26th
NOTE: If Christmas falls on a weekend the preceding Friday and following Monday will be recognized as
the holidays for December 25th, and December 24th or 26th. If New Year’s Day falls on a weekend, staff
will determine if they wish to choose the preceding Friday or following Monday as time off in
recognition of the holiday.
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SECTION NUMBER: 1.8

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/98

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 08/17/16

SECTION TITLE: SICK LEAVE

REVIEWED DATE:

GOAL: To create a fair and legal working environment for full time employees who utilize their sick leave
benefits.
PURPOSE: Sick leave is intended to help employees when they or their family members experience
medical problems, injuries, births, or deaths. Laws, such as the Family Medical Leave Act (FMLA) and the
Oregon Family Leave Act (OFLA), have been enacted to protect employees when they or their family
experience any of the above problems. Siuslaw Valley Fire and Rescue (SVFR) is committed to following
all laws and treating employees fairly while simultaneously insuring the interests of the district are
protected.
Employees are strongly encouraged to remember that sick leave is a benefit intended to help them in
their time of need. Sick leave should be used judiciously and only when it is needed. SVFR is committed
to meeting all Oregon Family Leave Act (OFLA) and Family Medical Leave Act requirements and provide
a fair working environment for our full-time employees. This policy is intended to establish clear
expectations for both the SVFR management team and the employee to follow in the use and
administration of sick leave for full time employees.
POLICY: Regular full-time employees shall earn sick leave with full pay at the rate of eight (8) hours leave
for each calendar month of service. Sick leave shall accrue from the date of employment, but it shall not
be granted until the successful completion of the probation period. It cannot be used in advance of
accrual.
Employees are eligible to use sick leave for the following reasons:
•

A personal illness or injury.

•

Quarantine of an employee by a physician for disabilities or illness.

•

Illness in the immediate family requiring the employee to remain at home, providing the
immediate family is defined as mother, father, spouse, sister, and brother, mother-in-law, father
in-law, grandparents, children or grandchildren of the employee.

•

Death of a member of the immediate family as defined above. The employee will be granted up
to five (5) working days of additional sick leave for use in these situations. If the employee needs
more than five days, they may use accumulated sick leave up to an additional five days upon the
approval of their supervisor.

Employees shall be charged sick leave on an hour by hour basis for each hour of absence. NOTE: The
number of working days will be adjusted for shift personnel.
An employee who is unable to report to work because of any of the reasons set forth above shall report
the reason for his/her absence to his/her supervisor within one (1) hour from the time he/she is
expected to report to work. Sick leave with pay may not be allowed unless such report is made. In
situations where excessive amounts of sick leave with pay have occurred within short periods of time,
the Supervisor, Human Resources Manager, or Fire Chief reserve the right to request a written
statement from the employee’s physician certifying that the employee or their family member’s
condition prevented them from appearing for work.
The improper use of sick leave is cause for disciplinary action up to and including dismissal.
Sick leave shall accrue from year to year, but shall be used only in the circumstances set forth above.
The District shall not compensate unused sick leave. However, unless prohibited by law now in effect or
hereinafter adopted, the monetary value of one-half of accrued unused sick leave may be used in the
calculation of the employee's final average salary, as it relates to PERS.
OFLA and FMLA
According to the OFLA, full time employees are entitled to an additional 12 weeks of job protection and
employer’s contribution of healthcare benefits. The 12 weeks of job protection and the continuation of
healthcare benefits begin once the employee has used all of their accumulated sick leave and vacation,
or has given written notice to the employer that they do not wish to use their vacation and want to
begin using OFLA job protection benefits.
The employee shall make a written request to SVFR that they wish to utilize the OFLA benefits by
submitting an OFLA Job Protection Form to the Human Resources Manager. To assist the employee,
SVFR will send written notice to the employee advising them they have exhausted all sick and medical
leave benefits and are now eligible to begin utilizing the OFLA 12 week job protection period.
CATASTROPHIC SICK LEAVE
In situations where an employee has experienced a catastrophic illness or injury that has exhausted
their sick leave and vacation, and job protection rights as described in the OFLA additional sick leave
and/or job protection can be granted by Board.
These situations are rare and will be handled on a case by case basis. The board shall make the
determination if the employee will receive full compensation or an extension of job protection as
described in the OFLA. In these situations, the Board shall have the right to extend the leave up to one
month. If additional leave is needed beyond the one-month extension the Board will be required to
reevaluate the situation and make the determination if additional leave shall be granted in increments
of no greater than one month at a time.
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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.9

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 05/08/2008

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 08/03/2016

SECTION TITLE: MILITARY LEAVE

REVIEWED DATE:

The Siuslaw Fire District follows the guidelines established by state and federal military leave law.
Specifically, we follow the Oregon Family Military Leave Act and the Uniformed Services Employment
and Reemployment Rights Act (USERRA) regarding military leave.
These laws are intended to ensure that employees who serve or have served in the Armed Forces,
Reserves, other "uniformed services:" (1) are not disadvantaged in their civilian careers because of their
service; (2) are promptly reemployed in their civilian jobs upon their return from duty; and (3) are not
discriminated against in employment based on past, present or future military service.
These military leave benefits are provided to qualified employees in authorized military service. The
benefits include the granting of unpaid leave for up to five years, certain health care continuation
benefits, and reinstatement to your old job without the loss of benefits or seniority. Military leave
duration and benefits may differ for each employee, depending upon the circumstances of your
employment or military service, so you should discuss your particular military leave with the Fire Chief
to determine what benefits your service qualifies you to receive.
When an employee is called to uniformed military service, the law requires the employee to give
advance written or verbal notice to their employer (unless such notice is precluded by military
necessity). The employee should submit a Leave of Absence Request Form to his or her supervisor as
soon as he or she is notified of an impending call to service or training, along with adequate
documentation or orders from your commanding officer or other military supervisor.
Returning military employees must report back to work or apply for reemployment within the following
guidelines (these guidelines are set by state and federal law and sometimes change; the District will
follow the guidelines provided in the applicable, current state and federal law):
•

If the employee served fewer than 31 days, the employee must return to work the next regularly
scheduled workday.

•

If the employee served more than 30 days but fewer than 181 days, the employee must notify
his/her supervisor of his/her intention to return to work within 14 days after completion of
service.

•

If the employee served more than 180 days, the employee must notify his/her supervisor of
his/her intention to return to work within 90 days after completion of service.

•

Upon notification of intent to return to work, the employee must provide military discharge
documentation to his/her supervisor that establishes timeliness of application for
reemployment and length and character of the staff member’s military service.

All employees returning from any type of extended leave must demonstrate that they are fit for duty
and can safely perform the essential functions of their jobs. Please contact the Chief if you have further
questions regarding military leave.
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SECTION NUMBER: 1.10

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 1/19/2012

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 09/21/2016

SECTION TITLE: ADMINISTRATIVE LEAVE

REVIEWED DATE:

Administrative Employees Defined
Administrative employees are defined as the Fire Chief and Division Fire Chiefs and are further defined
as at-will employees. Administrative employees are not eligible for overtime, compensation time or
emergency call pay.
Administrative Leave
In lieu of overtime, compensation time and emergency call pay, administrative employees, as defined in
Section 1.14, will be given five (5) days administrative leave annually with the stipulation that the five
days must be taken in each calendar year with no carryover or monetary value.
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SECTION NUMBER: 1.11

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 7/18/2012

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 09/21/2016

SECTION TITLE: COMPENSATION TIME

REVIEWED DATE:

Compensation Time (Comp Time)
The District may grant Comp Time, hour for hour, for those full-time personnel that perform extra duty
during their normal off-duty time. Examples of extra duty are teaching volunteer classes, attending
classes, or other duties assigned during their off-duty time. Comp Time will be based on FLSA standards
and the Local 851 Collective Bargaining Agreement for represented employees.
Approvals, Accrual, and Use
An administrative officer must approve in writing the use of comp time prior to full-time personnel
being assigned duty during their off-duty hours. A full-time member must schedule comp time in
advance with his/her superior. Comp time must be taken within three months of the date it is earned.
No more than 40 hours of earned comp time may be accumulated in any three-month period.
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SECTION NUMBER: 1.12

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 7/18/2012

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 7/18/2012

SECTION TITLE: FLEXTIME POLICY

REVIEWED DATE:

Purpose: The purpose of this policy is to enhance fire district operations with the use of Administrative
Personnel that are not normally eligible for compensation time. The district
will accommodate
reasonable requests of administration of their normal work hours for special projects that require
week-end or holiday hours. It is understood that administrative personnel are eligible for
Administrative Leave as defined in the District’s Operations Manual for normal day to day off-duty
meetings, emergency events, and projects. This policy is for those weeks when administrative staff
member’s job requirement mandates that he/she work on a weekend or a holiday.

Definitions: Flextime is a term used to define an alternate work schedule by which administrative
personnel not eligible for compensation time may work within specific limits dictated by the needs of
the job and is subject to prior review and approval by the Fire Chief.
Core Hours: Standard work week for administrative personnel shall be from 8:00 a.m. to 5:00 p.m.
Monday through Friday for fire district operations. The standard work week is established by the fire
district policy and subject to change by the Fire Chief.

Policy: It is the policy of the fire district to allow administrative employees the option of a flexible work
week when his/her job requires his service on a weekend or holiday with the following conditions:
The normal work week shall continue as a 5 day, 40-hour work week for normal fire department
administrative operations.
Certain fire department events may from time to time require an administrative employee to work on a
weekend or holiday.
The Fire Chief may, at his/her discretion, permit an administrative employee to utilize flextime on the
next/previous assigned work day.
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SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.13

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 4/30/02

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 01/15/14

SECTION TITLE: PROGRESSIVE DISCIPLINE

REVIEWED DATE:

DISCIPLINE GENERALLY
On-the-job conduct of District employees and volunteers affects the ability of the District to serve its
citizens and affects the taxpayer’s impression of District government. Employee safety, public safety,
productivity, and morale are dependent upon employee conduct. Occasionally it is necessary for
supervisors to resort to corrective action when other actions are inappropriate, or when a particular
employee fails to respond to informal guidance.
In order to provide a fair method of coaching, and when necessary, disciplining employees and/or
volunteers, the District’s Fire Chief or his designee will use progressive discipline procedures to the
extent appropriate under the circumstances in the District’s best judgment. This section concerning
discipline does not apply to the District’s Fire Chief, who serves under the terms of an employment
agreement.
When administered appropriately and professionally, discipline typically ends at the coaching /
counseling phase because most employees and volunteers want to be successful. Therefore, officers
engaging in the disciplinary process should remember that it is their job to use these opportunities to
help the employee and/or volunteer become successful and provide them with the tools needed to
fulfill their professional goals and duties.

CORRECTIVE ACTION - GENERAL GUIDELINES
Corrective action may be initiated for many proper reasons, including, but not limited to, violations of
the work rules, insubordination, or poor job performance. The severity of the action generally depends
on the nature of the offense and an employee’s work record, and may range from verbal counseling to
discharge.
Corrective actions for poor performance or misconduct include:
•
•
•
•
•
•

Coaching and counseling
Written warning
Temporary reduction in pay in lieu of suspension
Suspension
Demotion
Discharge

Any or all of these steps may be utilized, depending upon individual circumstances and the nature of the
infraction. Exceptions or deviations from the normal procedure may occur whenever the District deems
it appropriate, on a case-by-case basis.

Coaching and counseling for firefighters shall be administered by Company Officers. The intent of
coaching and counseling is to help a member become successful. It is highly encouraged that Company
Officers providing coaching and counseling utilize the following guidelines when interacting with a
subordinate:
•

Focus on the behavior and not the individual. Explain how the behavior has a negative impact
on the organization and fellow firefighters.

•

Attempt to tie the negative behavior to a policy and provide a copy of the policy to the
employee for their review.

•

Provide open, honest and respectful feedback to the employee in an effort to help them
become successful.

•

Conduct yourself professionally and respectfully at all times. Remember that coaching and
counseling are intended to encourage success, not be punitive.

•

Provide a short narrative describing the coaching / counseling session to the Operations Chief
for their records and to provide them with a historical background if discipline progresses to
higher levels. Documentation of the event should include the date and time the coaching /
counseling session took place, any policies that were reviewed, and the name of the
firefighter(s) receiving the coaching / counseling.

•

Formal corrective action in the form of a verbal warning shall only be administered by an officer
with the rank of Captain or higher. Written warnings shall only be administered by supervising
Division Chiefs, or the Fire Chief. Suspension, demotion, or discharge shall be administered by
the Fire Chief.

•

The officer or manager administering a verbal warning or higher-level form of discipline shall
advise the employee or firefighter they are receiving the level of discipline being administered
at the beginning of the interaction with the employee or firefighter. Under no circumstance
should the employee or firefighter ever be surprised after the interaction that they have
entered the progressive discipline process.

CIVIL SERVICE AND REPRESENTED EMPLOYEES
Civil Service and represented employees will receive discipline in accordance to all Civil Service Rules
and the Collective Bargaining Agreement.

APPLICATION OF PROGRESSIVE PROCEDURES
For performance deficiencies, employees will normally be verbally counseled once before receiving
a written warning. A supervisor may or may not choose to make the imposition of a verbal warning
part of the employee’s personnel file.
DEPRIVATION PROCEDURE
Pre-Deprivation Conference: If the Fire Chief determines there is cause for the discharge, suspension or
demotion of an employee, the Fire Chief shall notify the employee in writing of the specific reasons and
that a suspension without pay, demotion and/or discharge is being considered. The employee shall be
provided with the facts upon which the actions are based. The Fire Chief shall afford the employee a
formal opportunity to refute the charges during a scheduled pre-termination hearing. Upon completion
of the pre-termination hearing the Fire Chief will decide to proceed with termination or impose a lesser
degree of corrective action.
All pre-discharge hearings shall be scheduled within three (3) working days after notice of action has
been given. If an employee needs more time to prepare for the hearing, the Fire Chief may extend the
date of the pre-termination hearing.

APPEAL OF DISCIPLINE ACTION
Right to Appeal from Discipline: Any regular employee subordinate to the Fire Chief who has been
suspended, reduced in pay, demoted or dismissed, shall have the right of appeal to the Board of
Directors. Notice of the appeal must be filed not later than ten (10) days of the effective date of the
action. The notice of appeal shall include at least the following information: (1) a statement of the
complaint and the facts upon which it is based; (2) the action requested; (3) a statement of the reasons
why the action is appropriate; (4) a statement of any policies, procedures or law or rules which have not
been adhered to or which should be followed. The appeal shall be heard by the Board President within
twenty (20) days after receipt of the request. The Board President shall furnish the Fire Chief with a
copy of the notice of appeal in advance of the hearing.
Who May Appeal: Only regular employees not excluded from the application of these policies have a
right to appeal disciplinary actions. In addition to formal appeals under this section, the Fire Chief may
give consideration to all suggestions and complaints that concern administration of the personnel
policies.
Investigations: In connection with an appeal or complaint, with respect to any matter arising under
these personnel policies, the Fire Chief may conduct an investigation as he deems necessary. The Fire
Chief shall make a written report upon all matters investigated under the personnel policies.

Hearings on Appeal
Procedure: The Board President shall set a hearing upon timely requests made under this policy. The
employee and the Fire Chief shall be given written notification of the time and place of the hearing.
The order of the procedure at the hearing will be as follows:
•

The Fire Chief Officer will set forth the reasons for the action and the facts on which it is based.
The employee may conduct cross-examination, if appropriate.

•

The employee may present evidence in support of the appeal with or without the assistance of
legal counsel or other representative.

•

The Fire Chief may cross-examine or submit evidence in rebuttal or both.

•

Opening statements, if any, will be brief and confined to the issues. Closing argument, if any,
will be first by the Fire Chief, then by the employee. The Fire Chief may offer rebuttal evidence,
if desired.

•

Evidence of a type commonly relied upon by reasonably prudent persons in the conduct of their
serious affairs shall be admissible. Irrelevant, immaterial or unduly repetitious evidence may be
excluded. Affidavits and counter-affidavits are acceptable as evidence. If either party intends to
rely on an affidavit, it shall provide the other party with such affidavit together with the name,
address and telephone number of the affiant at least ten (10) days prior to the hearing or such
affidavit shall be inadmissible.

Conduct of Hearings: A hearing before the Board of Directors is intended solely for the purpose of
receiving evidence either to refute or substantiate specific charges brought by the Fire Chief. The
hearing shall be conducted accordingly. The Board President may impose limits on questioning in the
interest of the orderly conduct of the hearing and fairness.
Counsel or Representative: In appealing a disciplinary action to the Board President, an employee may,
but is not required to, have counsel or other representative.
Board President Findings: If, after receiving evidence presented in hearings on disciplinary actions, the
Board President finds that sufficient evidence supports the charges, that the complained-of action
taken by the Fire Chief was reasonable and was taken for a proper reason consistent with policy, the
Board President may affirm the action; if the Board President finds that the complained-of action taken
by the Fire Chief was not so made, the Board President shall fashion an appropriate remedy and the
personnel file shall be purged of such record. The Board President, in lieu of affirming the disciplinary
action, may modify the discipline as the circumstances warrant.
At the time of the filing of the request of the appeal with the Board President, the Fire Chief shall
supply the employee with an outline of the procedures used by the Board President. The decision of
the Board President shall include findings of facts and shall be final.
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SECTION NUMBER: 1.14

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/28/2012

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 11/16/2016

SECTION TITLE: EXIT INTERVIEWS

REVIEWED DATE:

INTENT
In an effort to determine why our volunteers leave our Fire District and find ways to retain our
volunteers, the District is committed to learning more about the needs of our volunteers.
POLICY
All volunteers that separate from the District, either voluntarily or through a disciplinary action process
will be asked to participate in an Exit Interview with the Operations Division Chief or their designee. The
interview will be considered confidential to encourage the volunteer to speak freely. The findings of the
interview will be shared with other appropriate personnel to help our staff find ways to improve the
retention of our volunteers.
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SECTION NUMBER: 1.15

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 8/20/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: USE OF SDAO’S PRE-LOSS LEGAL PROGRAM

REVIEWED DATE:

PURPOSE
To ensure Siuslaw Valley Fire & Rescue (SVFR) follows the recommendations of the Special Districts
Association of Oregon’s (SDAO) liability coverage document.
POLICY
SVFR shall contact a member of SDAO’s Pre-Loss Legal Team to receive legal advice before making any
major decision that could lead to a lawsuit. Situations that require consultation with the SDAO Pre-Loss
Legal Team include, but are not limited to, employee termination and significant disciplinary action
resulting in demotion or extended suspensions without pay.
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SECTION NUMBER: 1.16

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 2/01/2011

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CAREER PERSONNEL – ORGANIZATIONAL STRUCTURE

REVIEWED DATE:

PURPOSE
The purpose of the following sections is to provide members of the district/department with a general
outline of the District’s organizational structure.
FULL-TIME CAREER POSITIONS DEFINED
Fire Chief
Division Fire Chiefs
Fire Marshal
Administrative Assistant
Administrative Secretary
Senior Fire Captain
Firefighter/Engineer
PART-TIME POSITIONS DEFINED
Deputy Fire Chief/Division Fire Chief
Fire Training Officer
Deputy Chief Officer
DEFINITION OF MANAGEMENT TEAM
Fire Chief
Division Chief – Fire Prevention
Division Chief – Operations/Emergency Services
Division Chief – Administrative Services
Division Chief – Recruitment and Retention/Personnel Officer
Battalion Chief – Shift and Station Commanders
Training Officer
Fire Chief
In addition to being responsible for overall department operations, this position assumes the following
duties:
• Master Planning
• Budget
• Records
• Interagency and Interdepartmental Communications

Division Chief – Fire Prevention
This position is directly accountable to the Fire Chief with the following related areas of responsibility:
•
•
•
•
•
•

Fire and Life Safety Code Enforcement
Fire Protection Systems
Plan checking
Fire and Arson Investigations
Water Systems
Public Education

Back to Table of Contents

SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.17

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 2/01/2011

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CAREER PERSONNEL

REVIEWED DATE:

MANAGEMENT RIGHTS
It is understood by both the Career Employees and Volunteer Firefighters and the Fire District that
nothing in these rules shall be construed to waive or reduce any rights of the Fire District, which include,
but are not limited to the following exclusive rights to:
•
•
•
•
•
•
•
•

Determine the mission of the Fire District
Set standards of service
Determine the procedures and standards of selection for employment
Direct its employees
Maintain efficiency of the organizational operations
Determine methods, means and personnel by which District operations are to be conducted
Take all necessary actions to carry out its mission in emergencies
Exercise complete control and discretion over the technology of performing the work

Fire District rights also include the right to:
•
•
•
•

Determine the procedure and standard of selection of promotion
Relieve employees from duty because of lack of work or other legitimate reasons
Take disciplinary actions
Determine the content of job classifications; provided, however, that the exercise of the Fire
District does not preclude employees from filing grievances regarding the practical
consequences that decisions on matters may have on wages, hours or other terms and
conditions of employment.

CAREER BENEFITS
Employee wages shall be determined by the Board of Directors in the Annual Operation Budget and shall
be benchmarked by survey of Local Coastal Fire Agencies.
Health insurance shall be provided for the employees, their spouse and dependent children as defined
by the insurance carrier.
Paid holidays are defined in Section 1.7.
Vacation benefits are defined in Section 1.25.
Sick leave is defined in Section 1.8.
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OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 6/25/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: ATTENDANCE POLICY

REVIEWED DATE:

PURPOSE
Siuslaw Valley Fire and Rescue (SVFR) is a governmental organization funded primarily by tax revenue.
SVFR provides important emergency and prevention services to people within our taxing district. In
order to provide these important services, it is imperative that employees are present for their
scheduled shifts. When employees are absent from their assigned shifts it becomes difficult to fulfill
customer expectations.
SVFR awards its full-time employees with sufficient vacation, holiday, sick leave, and admin leave
throughout the year. The intent of providing the employee with compensated time off is to ensure
employees are able to receive pay during scheduled time off and unexpected medical problems. It is the
employee’s responsibility to use this time off appropriately and for its intended purpose.
Excessive absenteeism negatively effects productivity and morale. Employees are hired to provide a
service to the district. The service they are hired to provide cannot be accomplished when an employee
does not show up for work. SVFR strives to provide a fair work environment for their employees. In turn,
employees are expected to be productive and not use excessive sick leave unless they or an immediate
family member has experienced a catastrophic illness or injury. It is also the responsibility of the
employee to ensure all work and professional obligations are addressed and met prior to using
administrative leave, vacation, or flex time. Employees are also expected to adequately communicate to
supervisors and other district staff if an appointment or other obligation will be missed due to the use of
sick leave. Although not every situation can be predicted, the onus of responsibility of maintaining a
professional and customer friendly relationship falls on the employee. The scheduling of vacation,
administrative leave, and flex time are detailed in their respective policy. Employees are expected to
refer to and follow these procedures.
DEFINITIONS
Excessive Absenteeism – Typically defined as 12 or more unscheduled missed days of work per year. It
can also be described as absenteeism that interferes with the ability of an employee to meet their work
and professional obligations.
Tardiness – Defined as showing up for a scheduled shift late without prior approval or notification of the
employee’s supervisor.
Excessive Tardiness – Showing up for work late (unexcused) more than two times within a month or
more than four times within a three-month period.

POLICY
Maintenance of good attendance is a condition of employment and an essential job function. This policy
details how absences and tardiness are counted for the purposes of maintaining excellent customer
service throughout the business day.
Oregon Family Leave Act (OFLA) and the Federal Family and Medical Leave Act (FMLA)
Absences due to illnesses or injuries which qualify under the OFLA and FLMA Family will not be counted
against an employee’s attendance record. Medical documentation within the guidelines of the OFLA and
FMLA may be required in these instances.
Absences and Tardiness
Prescheduled times away from work using accrued vacation, holiday, admin, or flex time days are not
considered occurrences for the purpose of this policy.
Arrival and departure times will be determined by scheduled work hours. An employee is considered
late if he or she reports to work more than five minutes after the scheduled starting time; an early
departure is one in which the employee leaves before the scheduled end of his or her shift.
If an employee is scheduled to work overtime and either fails to report or reports after the scheduled
start time, an occurrence will be charged as noted above.
Use of Flex Time
Flex time is a benefit for salaried employees who work greater than 40 hours in a scheduled work week.
Vacation, administrative leave, and sick time during the 40 hour work week is not considered working
hours. Therefore, flex time shall only be used when the employee has actually worked 40 hours.
Step Discipline
Step One
Six occurrences (absences and tardies combined) in any six-month period will be the basis for a coaching
discussion between the employee and direct supervisor. The purpose of the coaching session is to make
the employee aware that he/she has been absent or tardy frequently enough to draw attention and to
be certain that the employee understands this policy and the consequences of violation. The coaching
session will be documented to the employee’s personnel file.
Step Two
Any additional unscheduled absence or tardiness in the same six-month period is cause for a verbal
warning with documentation to the employee’s file. The verbal warning, delivered by the employee’s
direct supervisor, serves to notify the employee that he/she is in violation of this policy and that
additional occurrences will result in further disciplinary action.
Step Three
The next unscheduled absence or tardiness to the above in the same six-month period will trigger a
written warning putting the employee on formal notice of violation as mentioned above.

Step Four
An additional unscheduled absence or tardiness to the above in the same six-month period is cause for a
final written warning with a one-day suspension (without pay). This is considered the final step in the
disciplinary process regarding attendance and punctuality.
Step Five (Final)
An additional unscheduled absence or tardy to the above steps in the same six-month period is cause for
termination of employment.
No Call / No Show
Not reporting to work and not calling to report the absence is a no call/no show and is a serious matter.
The first instance of a no call/no show will result in a final written warning. The second separate offense
may result in termination of employment with no additional disciplinary steps. Any no call/no show
lasting three days is considered job abandonment and will result in immediate termination of
employment.
If the employee has already begun the step discipline process for attendance/punctuality when a no
call/no show occurs, the disciplinary process may be accelerated to the final step.
Management may consider extenuating circumstances when determining discipline for a no call/no
show (for instance, if the employee is in a serious accident and is hospitalized) and has the right to
exercise discretion in such cases.
PROCEDURES
No disciplinary actions will be taken without the direct involvement of the Human Resources
Department as counsel to management. All warnings will be delivered by the direct supervisor as
circumstances require.
Management reserves the right to use its discretion in applying this policy under special or unique
circumstances.
Habitual offenders (those who have established a pattern of absences, such as consistently having six or
more occurrences in any given six-month period or routinely calling off on Mondays and/or Fridays) may
trigger step discipline even though six-month old infractions have fallen off, if he or she continues to
incur occurrences.
Management reserves the right to amend or discontinue this policy at any time without notice.
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EFFECTIVE DATE: 6/25/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PRIVATELY OWNED MUSTER TRUCKS

REVIEWED DATE:

PURPOSE
This policy establishes guidelines for private owners of antique fire apparatus who want to display the
Siuslaw Valley Fire and Rescue (SVFR) name and/or logo SVFR.
POLICY
SVFR claims full legal ownership of its name and logo and the name and logos of any of the original fire
departments who formed SVFR. SVFR supports and recognizes the historical value of restoring antique
fire apparatus for the purposes of public appreciation and recreation. Occasionally, a private owner will
restore a piece of antique apparatus formally owned by SVFR or one of the fire departments who
formed SVFR that wants to display the SVFR name or logo in an effort to display the apparatus’ historical
origins. Private owners of antique fire apparatus may only display a name or logo owned by SVFR under
the following conditions:
•

The owner provides the SVFR Fire Chief with a letter requesting permission to display a name or
logo owned by SVFR. The letter must also state and agree to using the apparatus for display and
recreational purposes only and not misrepresent themselves as members of SVFR.

•

The SVFR Fire Chief provides the owner with a letter stating the owner has been given
permission to display a name or logo owned by SVFR.

•

The owner provides and displays lettering and/or signage on the apparatus that is clearly visible
from 10 feet, which states, “this vehicle is privately owned”. The lettering and/or signage shall
be at the owner’s expense.

•

The owner signs an agreement that expunges SVFR
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SECTION NUMBER: 1.20
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EFFECTIVE DATE: 6/21/2000

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 7/17/2014

SECTION TITLE: ALCOHOL/CONTROLLED SUBSTANCES/LEGAL
RECREATIONAL DRUGS

REVIEWED DATE:

PURPOSE
To establish and maintain a drug and alcohol-free workplace in the interest of both public safety, and a
safe and productive work environment.
SCOPE
All existing personnel and any applicants who receive offers of employment or membership with the
Siuslaw Valley Fire & Rescue (SVFR).
DEFINITIONS
Illegal Drugs - Any controlled substance, medication, or other chemical substance that is not legally
obtained, is not being used legally, or is not being used for the purpose(s) for which it is prescribed or
intended by the physician. Illegal drugs may include over-the-counter medications if they are not being
used for the purpose(s) for which they are intended.
Legal Drugs - Prescribed or over-the counter drugs that are legally obtained by personnel and used for
the purpose(s) for which the physician intended them. These drugs can include alcohol medicinal
marijuana, recreational marijuana (in some states), synthetic cannabis, and other synthetic stimulants
such as, but not limited to Bath Salts or spice.
On Duty - Any time a member is functioning in a capacity which represents SVFR. This includes but is not
limited to responding on emergency calls, training, participating in prevention activities, or station
duties. This applies whether paid or unpaid, as well as meal and break periods, regardless of whether or
not the member is on district property.
Drug Testing - Drug testing can include but is not limited to collecting testing specimens from blood,
urine, saliva, and hair clippings.
POLICY
The nature of fire and rescue services requires everyone involved in these activities to be mentally alert
and have complete control of their physical actions. Therefore, it is the policy of SVFR that we shall
maintain a drug and alcohol-free work environment.
Members and employees shall not consume any illegal drug on or off duty. Members and employees
shall not respond to emergency calls or engage in any SVFR related activity when they have consumed
any alcohol or substance that could impair their physical and/or mental capabilities within the past
twelve hours. Members and employees shall not respond to emergency calls or engage in any SVFR

related activity when they have consumed any prescription or over the counter medication that affects
their mental alertness and/or physical actions. Members and employees are expected to report for duty
clean and sober.
SVFR and their officers reserve the right to send any member or employee home who, in their best
judgment, is impaired by a drug or alcohol. All members and employees are expected to report any
violation mentioned above to their supervisor immediately. Failure to report a known violation, as
described above, will lead to disciplinary action up to termination.
Medicinal and Legalized Marijuana
Employees and members who are prescribed medical marijuana shall not report to duty, participate in
any district related activity, or respond to calls under the influence of this substance. Employees
prescribed medical marijuana shall show proof of their prescription prior to drug testing to ensure the
district and testing facility is aware of a probable positive test.
Oregon and federal laws do not consider recreational use of marijuana legal. The metabolic by-products
of marijuana are detectable in drug screening tests for up to thirty days. Employees or members testing
positive for this substance will be considered in violation of district policy. Employees and members who
consume recreational marijuana in a state that has legalized recreational use of marijuana must
consider this and recognize the district and testing facility has no reliable and scientific way to
distinguish when and or where the substance was consumed.
Pre-employment Testing
Pre-employment drug testing will be administered to all applicants selected for membership or
employment by SVFR. Test results must be received prior to responding on any emergency call, driving a
SVFR vehicle, or assuming the role of an officer, including the rank of Engineer. Applicants who are
unwilling to sign a waiver and consent form authorizing a drug test and submit to a drug test will be
disqualified indefinitely from responding to emergencies, operating SVFR vehicles, and/or participating
in any organizational activity.
A confirmed positive test, associated with pre-employment drug testing, shall be considered grounds for
disqualification for membership and/or employment with SVFR. Applicants with confirmed positive test
results from the pre-employment drug testing may reapply in a minimum of sixty (60) days, following
proof of wellness. Proof of wellness is demonstrated by the successful completion of an approved drug
and alcohol counseling program. Such applicants must submit to another drug test which must result in
negative test results prior to membership and/or employment by the District. Any applicant who had a
confirmed positive pre-employment drug test but is later employed by the District must submit up to
two random drug tests within the first twelve months of employment. The member must sign a consent
form before the random drug testing is conducted. The number and timing of such random tests will be
at the Fire Chief’s sole discretion. No notice will be given for such tests.
Reasonable Belief Testing
In the event the Fire Chief and/or his / her designee has a belief based on objective and sufficient facts
to lead a reasonable person to suspect that an employee or member has used an illegal drug or is under
the influence of alcohol, or under the influence of a prescription or non-prescription medication that is
affecting work performance, the member or employee will be asked to submit to drug and alcohol
testing.

Examples of situations in which the Fire Chief could believe that prohibited use has occurred include, but
are not limited to, staggering or irregular gait, the odor of alcohol on the breath, slurred speech, dilated
or constricted pupils, appearance, pattern of conduct, hyperactivity, abnormal performance problems,
or other atypical behaviors.
The Fire Chief shall consider information provided by other firefighters or members of the public who
come forward with information that a SVFR member or employee is possibly using illegal drugs or is
under the influence of alcohol while performing their duties. In these situations, the Fire Chief is
expected to act in the best interest of the community to ensure SVFR’s firefighting force is fit for duty.
The Fire Chief is also expected to handle these matters in a professional and confidential manner.
If there is reason to believe that a member’s or employee’s performance is impaired by drugs or alcohol,
their supervisor shall review the incident and/or circumstances with the Fire Chief (or highest ranking
Chief Officer available) whenever feasible. Examples of when an employee’s or member’s performance
could be impaired by drugs and/or alcohol include but are not limited to, poor job performance,
changes in behavior, altered mental status, on-the-job injuries, accidents, vehicle collisions, or near miss
situations. Based on the findings of this investigation, the Fire Chief or his/her designee may require the
member or employee to be tested for the presence of drugs and alcohol.
No drug or alcohol testing may be conducted without the written approval of the Chief or their designee
if the Chief is not available. Once a member or employee is suspected of being under the influence of a
substance, that person shall be immediately removed from duty and placed on administrative leave until
it is determined whether testing is going to take place, or the person is fit for duty.
NOTE: The district shall follow all state driving laws. In the event a district member is believed to be
driving district owned apparatus while under the influence of drugs or alcohol, the immediate supervisor
shall stop the suspected member from operating the apparatus and contact the Duty Chief. If the Duty
Chief concurs with the findings of the member’s supervisor and believes the member is illegally driving
under the influence, the Duty Chief shall contact law enforcement to advise them of the situation. The
district will support all law enforcement agencies in their investigations of suspected and confirmed
driving under the influence situations.
Random Testing
SVFR reserves the right to perform random drug screens on their members or employees at any time to
ensure the work force consists of clean and sober members and employees. A member or employee
may decline the random test but will be disqualified indefinitely from responding to emergencies,
operating SVFR vehicles, and/or participating in any organizational activity.
DISCIPLINE
Employees who test positive for drugs or alcohol following a reasonable suspicion incident test or a
random follow-up test or who are in violation of any part of this policy may be subject to disciplinary
action including termination. The level of disciplinary action will depend on the circumstances. A second
positive substance test following reasonable suspicion incident test or random test will result in
termination. Refusal to sign a consent form, refusal to submit to a test, and/or tampering with a test
sample will be grounds for immediate termination.

CONFIDENTIALITY
All test results and other documentation and information concerning the testing will be kept as
confidential as feasible, and will be shared with the employee, the Fire Chief, the employee’s supervisor,
at the discretion of the Fire Chief, and/or others only as appropriate under the circumstances. Test
results will be released as required by law or as necessary to respond to inquiries by a governmental
agency or entity. A confidential file for the test results will be maintained separately from the employee
files.
Members and employees who seek assistance and successfully complete an approved treatment
program before such use affects job performance or before violating this policy may not be subject to
disciplinary action. These situations will be handled on a case by case basis. Payment for an approved
treatment program will be the responsibility of the employee or member. Any and all final decisions
regarding the reinstatement of an employee or member shall be made with safety as the primary
influencing factor.

Siuslaw Valley Fire and Rescue
Drug Test Consent Form
CONSENT FOR PRE-EMPLOYMENT, RANDOM, OR REASONABLE SUSPICION
DRUG TEST SCREEN AND RELEASE COVENANT NOT TO SUE AND INDENMITY
AGREEMENT
I hereby CONSENT, pursuant to the guidelines of the Siuslaw Valley Fire and Rescue Alcohol / Controlled
Substances / Legal Recreational Drugs policy, to allow Siuslaw Valley Fire and Rescue and their designate
laboratory to take a specimen of my hair, urine, blood or perform a mouth swab and submit it for a preemployment, random, or reasonable suspicion drug test screening. I FURTHER CONSENT to allow the
laboratory testing service to make the results of such screening available to Siuslaw Valley Fire and
Rescue.
In consideration for such services being rendered on my behalf, all results will be considered
CONFIDENTIAL and shall not be released to any person or media outlet without my expressed consent.
Any such violation of privacy shall deem this agreement null and void. With this understanding, I hereby
RELEASE the laboratory testing service, its officers, agents and employees from any and all claims which
I might otherwise have due to such results being made so available. I hereby CONSENT NOT TO FILE ANY
ACTION at law or in equity against Siuslaw Valley Fire and Rescue, the laboratory testing service, their
respective officers, agents, and employees in connection with the results of such screen being made so
available. In addition, I hereby agree to INDEMNIFY and SAVE HARMLESS Siuslaw Valley Fire and Rescue,
the laboratory testing service, their respective officers, agents, and employees from all damages,
expenses, reasonable attorney’s fees, and costs of court which they or any of them may suffer or incur,
jointly or severally, due to the results of such screen being made so available.
SIGNED this ______ day of

, 20

____.

____________________________
Signature

____________________________
Printed Name
CURRENT MEDICATIONS PRESCRIPTION AND NON-PRESCRIPTION
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________

Revised 6/20/2014
Reviewed by SDAO
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SECTION TITLE: EDUCATIONAL INCENTIVE

REVIEWED DATE:

PUPOSE
Siuslaw Valley Fire and Rescue (SVFR) is committed to supporting and recognizing the benefits of a
highly trained and educated staff. The Educational Incentive Program (EIP) is intended to acknowledge
the educational achievements of our full-time employees.
SCOPE
The Educational Incentive EIP is available to all active full-time employees who have successfully
completed probation and are in good standing. Employees on disciplinary probation and/or
administrative leave will not be eligible for the EIP. Eligibility of employees on long term disability will be
handled on a case by case basis. Additionally, the EIP is not available to the Fire Chief who works under a
separate employment agreement and could be required to possess certain educational degrees and
certifications as a condition of employment.
DEFINITIONS
Accreditation – Is the process of a having college’s or university’s curriculum and admission practices
reviewed by an accrediting agency. Accrediting agencies are private regional or national educational
associations that develop evaluation criteria and conduct peer evaluations to ensure a school meets
their established standards. These agencies must be officially recognized by the United States
Department of Education.
Nationally Accredited College or University – Any college or university that meets the academic
requirements of the Council for Higher Education Accreditation (CHEA), Accrediting Council for
Independent Colleges and Schools (ACICS), or Accrediting Commission of Career Schools and Colleges
(ACCSC).
Regionally Accredited College or University – Any college or university that meets the academic
requirements of their local regional accreditation agency such as the Northwest Commission on Colleges
and Universities' (NWCCU) standards for academic rigor.
National Fire Academy Executive Fire Officer Program - The Executive Fire Officer Program (EFOP) is an
initiative of the United States Fire Administration/National Fire Academy designed to provide senior fire
officers with the academic and cognitive tools needed to be successful in their position. The EFOP
consists of a unique series of four graduate level courses spanning a four-year period. Each course is 2
weeks in length and comes with a significant amount of required pre-course work and reading to
prepare the student for the class. EFOP students are required to complete an Applied Research Project
(ARP) that relates to their organization within six months after the completion of each of the four
courses. The ARP is evaluated by NFA staff and academic professionals for content, applicability, and to
ensure the project meets the academic standards of graduate level research. A certificate of completion
for the EFOP is awarded after the successful completion of all required courses and APRs.

POLICY
It is the policy of SVFR to promote higher education of all members of the district. In an effort to
recognize the academic achievements of our full-time staff the district shall offer the following financial
incentives to employees who have attained a designated level of educational achievement:
•

Associates Degree in Fire Science or applicable field of study add 3% to base wage. Does not
include an AS degree in EMS for an employee filling the position of Firefighter / Paramedic. The
degree must be awarded from a Nationally or Regionally Accredited college.

•

Bachelors’ Degree in an applicable field of study add 5% to base wage. The degree must be
awarded from a Nationally or Regionally Accredited university.

•

Master’s Degree in an applicable field of study add 7% to base wage. The degree must be
awarded from a Nationally or Regionally Accredited university.

•

National Fire Academy Executive Fire Officer Certification add 2% to base wage.

NOTE: The highest educational incentive available is 9%. Educational incentive percentages will not be
stacked on top of each other with the exception of the EFO certification. For example, an employee who
has earned an Associates, Bachelor’s, and Master’s Degree would not be eligible for a 15% pay incentive.
Instead, the employee would be eligible to receive the highest incentive available which would be 7%for
the Master’s Degree. If the same employee possesses an EFO certification they would be eligible for an
additional 2% on top of the 7%for the Master’s Degree.
PROCEDURE
In an effort to ensure a fair and consistent process in the determination of the eligibility and applicability
of an educational degree for incentive pay; the employee seeking the incentive pay, the Fire Chief, and
Human Resources Manager will utilize the following procedure:
The employee seeking the incentive pay shall provide the Human Resources Manager with a copy of
their diploma and/or certificate. The copy of diploma or certificate must be made from the original
document and be legible.
The Human Resources Manager will contact the granting educational institution and obtain the
following information:
•

Documentation that the educational institution is a Nationally and/or Regionally accredited
college or university.

•

A copy of the degree curriculum to include all required and elective courses. Copies of student
transcripts may be used to obtain this information.

•

confirmation in the form of an email or letter that the employee seeking the educational
incentive graduated from their institution and was awarded the degree presented to the Human
Resources Manager.

The Human Resources Manager and Fire Chief will evaluate the course curriculum for relevancy. A
minimum of at least 30% of the courses taken to obtain the degree shall be related to a significant
aspect of the employee’s job to ensure relevancy.
If the degree meets all the above criteria, the Human Resources Manager will notify the employee they
are being granted the incentive pay in the form of a memo. To aid in proper accounting and
documentation the pay incentive will not be included in the employee’s monthly wages until the
following pay period. Therefore, EIP shall not be retroactive.
All documentation provided by the employee and educational institution used to determine eligibility
and relevancy
shall be placed in the employee’s personnel file to document this policy / procedure was followed.
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SECTION NUMBER: 1.22

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 9/30/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 7/17/2016

SECTION TITLE: PAYROLL, SCHEDULING, AND OVERTIME PRACTICES

REVIEWED DATE:

PURPOSE
To ensure legal, fair, and efficient practices are used when compensating the employees and volunteers
of Siuslaw Valley Fire and Rescue.
WORK WEEK AND WORKING HOURS
The normal workweek consists of forty (40) hours from Monday through Sunday. Employees are
expected to accomplish work priorities in a timely fashion within the normal workweek to the greatest
extent possible. If additional time is needed to accomplish assigned work objectives, the employee shall
inform their supervisor who will determine if they want to authorize the employee to work in excess of
their 40-hour work week.
WAGE COMPENSATION
Wage Policy: The District maintains a pay plan covering all positions in the District, showing the
minimum and maximum rates of pay. In arriving at such salary ranges, consideration is given to
prevailing rates of pay for comparable work in other public and in private employment. Factors are
based on consideration of conditions of work and basic pay, current costs of living, the local economy
and wage adjustments in the community, suggestions of supervisors, the current labor agreement, and
the District’s financial condition. For employees covered under the current labor agreement wage rates
are listed in the agreement.
Salary Review: Full time employee’s salaries will be reviewed after twelve (12) months of continuous
employment in the current classification. Wage increases are not automatic. Supervisors will make
salary increase recommendations to the Fire Chief based upon their work performance throughout the
year.
OVERTIME AND COMPENSATED TIME
Employees who are non-exempt under the Fair Labor Standards Act will be paid for all hours in excess of
40 in a workweek at the rate of time and one-half their regular rate. Employees may choose to take
compensatory time off instead of wages. Compensatory time will be computed at time and one half.
Comp time accrual will be capped at 40 hours.

PAYDAY
The District’s pay period will be from the first day of the month through the last day of the month.
Paychecks will be deposited no later than the fifth day of the month. A mid month payroll draw shall be
allowed upon written request of the employee. In the event of an emergency, employees may be
permitted a payroll draw with the permission of the Fire Chief.
Every attempt will be made to project payroll deposit dates that could be effected by holidays, or other
unforeseen circumstances. Management will try to project the deposit dates for the fiscal year and
provide a copy of a calendar depicting these dates to the employees. Occasionally there will be
circumstances such as vacations, training, or illnesses that could change these dates. In these situations
management will notify the employees of the revised pay date.
PAYROLL DEDUCTIONS
Required Deductions: Federal and state laws require the following deductions from every paycheck:
•
•
•
•
•
•

Federal Withholding Tax
State Withholding Tax
Social Security Taxes (FICA)
State Accident Insurance Employee Surcharge (WBF)
Court ordered child support payments or garnishments
Retirement, (Public Employees Retirement System)

Optional Deductions: Other deductions may be made from the employee’s paycheck with the
employee’s written request, including, but not limited to:
•
•
•
•
•
•

Credit Union participation
Charitable contributions
Insurance contribution
Union Dues or fair share payments
Supplemental medical insurance
Deferred Compensation

Deferred Compensation: Any District employee may elect to enroll in a deferred compensation plan
approved by the District. Deferred compensation accounts will be established on behalf of any
employee who is willing to make contributions to the plan in accordance with plan requirements.
PUBLIC EMPLOYEE RETIREMENT SYSTEM
The District participates in the Public Employee Retirement System for employees working over 599
hours per year. Information about contributions and retirement or disability benefits may be obtained
from the Administrative Division Chief or from the PERS headquarters.

TIME RECORDS
Time cards shall serve as an accurate record of the amount of hours worked by an employee, and are
required by State and Federal law. Each employee shall record accurately the time-spent working on
District business.
Employees will record their time worked on their monthly time cards at the end of each shift. He/she
and the shift supervisor will initial the time card at the end of each shift and sign the time card at the
end of the month.
An employee of the District may volunteer service to the District, and the time involved would not be
recorded. Volunteer hours worked shall NOT INVOLVE THE SAME TYPE OF SERVICE which the person is
employed to perform for the District. All volunteer activities by employees must be approved in
advance, and in writing.
PAY UPON SEPARATION
A regular employee terminating employment with the District will be paid any earned and unpaid wages
due for work hours, earned vacation, and compensatory time (administrative employees only) which
shall be paid at the employee’s hourly rate (hereafter “pay upon separation”). An employee who is
involuntarily terminated will be paid no later than the end of the first business day after a discharge or
termination. If an employee resigns and fails to give at least forty-eight (48) hours advance notice prior
to quitting District employment, pay upon separation shall be paid within forty-eight (48) hours of the
termination excluding weekdays and holidays.
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SECTION NUMBER: 1.23

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/30/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PROCEDURE FOR REPORTING RELATED INJURIES

REVIEWED DATE:

PURPOSE
A soon as possible after job related injury or illness:
•

Obtain incident reports from everyone involved, who, what, where, when and any other details,
incident reports need to be signed by the person filing them out.

•

Complete form 801-Report of Job Injury or Illness Worker’s compensation form (have employee
fill out their portion on the front and back of the form)

•

Duty Chief will fill out the Employer portion of the form

•

Give employee/volunteer the ‘Guide for Workers Recently Hurt on the Job information form

•

Give incident reports and Form 801 to Human Resources Manager

If the ill or injured volunteer/employee is seen by a physician they will need the following information:
Special District’s Association of Oregon
PO Box 23679
Tigard, OR 97281
503-670-7066/800-305-1736
503-620-6217 (Fax#)
HR Manager Responsibility
Make sure form is completed.
Fax or mail copy of report to SDIS.
Make a copy for the volunteer/employee.
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SECTION NUMBER: 1.24

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 01/19/2000

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: NON-DISCRIMINATION AND HARASSMENT

REVIEWED DATE:

EQUAL EMPLOYMENT OPPORTUNITY
It is the District's policy to employ, retain, promote, discipline, discharge, and otherwise treat all
employees and job applicants on the basis of merit, qualifications and competence or membership in
any other classification protected under federal or Oregon law. It is the policy of the District to comply
with federal and state statutes on equal employment opportunity. This policy shall be applied without
regard to an individual's sex, race, color, religion, national origin, ancestry, age, marital status, political
affiliation, veteran status or any physical handicap or disability which can be accommodated reasonably.
The Fire Chief is the Coordinator for the District's procedures for the implementation of this policy. It is
the intent and desire of the district that equal employment opportunity will be provided in employment,
promotions, wages, benefits and all other privileges, terms and conditions of employment.
HARASSMENT
Statement of Concern
The District will work to eliminate and prevent harassment and to alleviate any effects harassment may
have on the working conditions of an employee. All harassment is forbidden, including unsolicited
remarks, gestures or physical contact, display or circulation of derogatory written materials or pictures
regarding either gender or disability or racial, ethnic or religious groups, and personnel decisions based
on an employee's response to such harassment. No person may be harassed based on his/her
relationship with a person with characteristics set forth in this paragraph. The District regards job
related harassment as a serious transgression and reason for discipline or discharge.
Policy
The policy of the District is that every employee has a right to be free of harassment. In response to
formal reports of harassment, the District will protect all parties involved from retaliation, false
accusations, or future harassment, and where indicated, will take prompt and adequate remedial
measures.
Should an issue of harassment be raised, all related matters will be kept confidential to the extent
possible throughout the investigation, counseling and disciplinary stages. Any supervisor or manager
receiving notice of harassment shall notify the Fire Chief who will direct an investigation and ensure that
the charge is resolved appropriately.
Reporting Harassment: Any employee who feels harassed or is aware of harassment of another
employee is urged to report this to an immediate supervisor, department head, or the Fire Chief. The
report may be informal or formal. A formal report shall include a written statement, which may be a
grievance under a labor agreement.

Response to Reports of Harassment
Written reports concerning harassment will be forwarded to the Fire Chief unless there is an allegation
against that person, and if so, then written reports will be forwarded to the Chairman of the Board who
will delegate the matter to the District's legal counsel. This procedure will apply to written statements
received from reporting employees or written records made by supervisory employees, including
department heads. Whenever supervisory employees become aware of allegations of harassment, they
will make a written record of the allegations and will forward the record to the District in accordance
with this policy.
Sealing of Records Relating to Harassment: Records relating to harassment, including written reports
regarding alleged harassment, memos between District employees concerning investigation of such
allegations and District recommendations in response to allegations. Records relating to sexual
harassment will be retained by the District for a minimum of six (6) years. All such records will be
retained in a sealed file. There will be a cross-reference to the sealed file of the reporting employee, the
allegedly affected employee and the employee who was reported to have harassed another. Once the
material in the sealed file is determined to have reasonable bearing on job performance or on the
efficient and effective management of the District, reference to it in one or more individual personnel
files may be removed.
No information from the sealed file nor any indication of the cross reference to the sealed file will be
disclosed to persons who do not have confidential access to the personnel affairs of the District,
provided that there are two exceptions which permit disclosure. First, an employee who reported
harassment and/or an employee who was allegedly affected by harassment may request that the
District provide information to another regarding the investigation of harassment. On a case by-¬case
basis, the District, in its own discretion, may agree to release specified information. Secondly, whenever
the District would provide general information to persons who are not officers or employees of the
District regarding an employee or former employee from the District's personnel file and the employee's
personnel file reflects a finding of reasonable cause for disciplinary action, then the District will also
send information regarding the investigation of harassment, except that no readily identifiable
reference to other parties involved may be included, and any statement which the employee had
requested be held in the file will accompany the disclosure. Information about the finding of reasonable
cause for disciplinary action would not be given in response to a request for verification of dates
employed.
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REVISION DATE:

SECTION TITLE: VACATION

REVIEWED DATE:

VACATION
All full-time employees shall earn vacation on a monthly basis in accordance with the following
schedule:
0 - 5 years
6 -10 years
10+ years

8 hours
10 hours
12 hours

Full-time employees may accrue vacation leave to a maximum of the amount earned in the most recent
twenty-four (24) month period. It shall be the employee's responsibility to arrange vacation in order to
reduce the total to the maximum accrued. Otherwise, the amount which exceeds the maximum will be
forfeited.
Administrative employees working under the provisions of an employee contract with the Fire District
shall be subject to the vacation provisions of said contract.
Vacation leave will not be granted beyond the amount of vacation leave accumulated.
Any employee leaving the Fire District in good standing, after giving proper notice of termination, shall
be compensated for vacation leave accrued and unused to the date of separation.
Any employee, requesting vacation, shall submit a "Request for Leave" form.
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SECTION NUMBER: 1.26

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 01/19/2000
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REVISION DATE:

SECTION TITLE: JURY DUTY

REVIEWED DATE:

JURY DUTY
Every full-time member of the District who is notified by the courts to appear as a prospective juror or
who is retained by the court to sit as a juror, shall be entitled to be absent from duty with the District
without loss of salary and/or benefits for the period of time he/she is actually detained by the courts.
Anytime a full-time member is required to serve the courts on a regularly scheduled work day, he/ she
shall return to their duty assignment after being released by the court to complete the duty shift.
Any full-time member receiving notification of jury duty shall immediately notify the administrative
office.
Any checks received by employees for normal work hours spent on jury duty, except travel pay, should
be given to the Finance Officer at the administrative office.
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SECTION NUMBER: 1.27

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 07/01/1999

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE: 06/25/13

SECTION TITLE: RESIDENCY

REVIEWED DATE:

RESIDENCY
Residency is required of all full-time employees and volunteer firefighters, and shall include the entire
confines of Siuslaw Valley Fire and Rescue. Residency is defined as being the primary, full time residence
of said employees and volunteer firefighters for the majority of off-duty or leisure time. Any volunteer
firefighter may make application to the Chief of the Fire Department to reside outside the residency
requirement.

Back to Table of Contents

SIUSLAW VALLEY FIRE AND RESCUE
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REVISION DATE:

SECTION TITLE: SOCIAL MEDIA POLICY

REVIEWED DATE:

PURPOSE
This procedure provides guidelines to all members who participate in any form of personal social
networking through Social Media.
DEFINITIONS
Posts: Messages sent through or placed on Social Media websites by users, whether in the form of
emails, “status updates”, “wall” messages, “tweets”, diary entries, instant messages, weblog (or “blog”)
entries, photographs, videos, etc. Social Media refers to websites hosted by individuals or entities on
which individuals and entities communicate by posting information, sending emails and/or otherwise
sharing data including, but not limited to, all forms of on-line community activities, such as on-line social
networks, message boards, conversation pages, photo sharing websites and chat rooms, “Wikis” such as
Wikipedia and other sites where text can be posted, Facebook, My Space, Friendster, personal blogs
(i.e., Blog Spot, Café Press, etc.), Photobucket, Flickr, You Tube, Twitter, Yahoo, Google, (including
Google Docs, Gmail, and other applications). This delimitation also applies to new forms of
communication that may arise in the future.
The Fire District understands members may maintain or contribute to Social Media and/or engage in
“posts” outside of their paid or volunteer positions with the Fire District and may periodically engage in
“posts” containing information about their Fire District positions or Fire District/Association activities on
Social Media. Members engaging in such activities are required to exercise good judgment and comply
with SOP.
SOCIAL MEDIA POLICY
The Fire District has the right to monitor and review Social Media “posts” made by volunteers and
career firefighters as it deems necessary and appropriate for the efficient and effective administration
and operation of the Fire District. To that end, members have no expectation of privacy while using Fire
District-owned equipment, even when one is merely using the equipment to access one’s personal email
account or other Social Media. Pursuant to ORS 192, members are advised that “posts”, e-mails and text
messages to/from such individuals may be deemed public records and subject to disclosure under the
Oregon Public Records Act.
MEMBERS’ USE OF THE FIRE DISTRICTS OWNED EQUIPMENT CONSTITUTES CONSENT FOR THE FIRE
DISTRICT TO MONITOR AND INCERCEPT COMMUNICATION WHILE IN TRANSIT, AFTER RECEIPT OR WHILE
STORED ON FIRE DISTRICT OWNED EQUIPMENT.
Members may not disclose confidential information about the Fire District or its members, or
confidential information about third parties who have provided information to the Fire District, including
federal, state or local security/safety information, personnel information and Protected Health
Information as defined in the Health Insurance Portability and Accountability Act of 1996 (“HIPAA”).

Members maintaining or contributing to the Social Media or engaging in “posts” must not use the Fire
District’s name in their identity (e.g. username, “handle” or screen name). They also must not speak as a
representative of the Fire District, unless expressly authorized by the Fire District.
Mutual respect and teamwork are essential to effective and efficient Fire District administration and
operation. Members must be courteous, respectful and thoughtful about how the Fire District and other
members may be affected by “posts”. Incomplete, inaccurate, inappropriate, threatening, harassing or
poorly worded “posts” may be harmful to other members, damage member relationships and
undermine the fire district’s efforts to encourage teamwork.
Members bear full responsibility for information contained in their “posts” and their Social Media.
Members must make certain that their “posts” are accurate and must correct inaccurate statements
they make. Members must not reference other Fire District members or Fire District customers without
obtaining their express permission to do so. Most Social Media sites require that users, when they sign
up, agree to abide by a “Terms of Service” document. Members are responsible for reading, knowing
and complying with the “Terms of Service” of the Social Media sites they use.
Stated simply, a member’s decision to use a different medium does not excuse recklessness in public
communication or limit the Fire District’s ability to regulate one’s Social Media and “posts” as it could
any other communication. The Fire District supports your rights to engage in discourse about matters of
public concern, to discuss the terms and conditions of one’s employment and supports your First
Amendment rights; however, the Fire District prohibits actions that violate this policy.
PHOTOGRAPHS
Members may take photographs or videos (whether by handheld camera or camcorder, cell phone
camera or video camera or otherwise) while performing any Fire District duty or activity, specifically
during an emergency response, only when doing so will not interfere with the members’ performance of
his/her duties, those of other Fire District members, or with public safety, unless taking the photographs
or videos are part of the members’ job/position description, the member was ordered to perform the
task by a higher ranking officer, or the member obtained the prior written authorization of the Fire Chief
or his/her designee. Any photograph or video taken while performing any Fire District duty or activity is
the property of the Fire District, and is not the personal property of the person taking the photograph or
video.
Any photograph or video taken on the scene of an emergency incident must be included as a part of the
incident report.
A member may not make personal use of a photograph or video taken while performing a Fire District
duty or activity if the photograph or video contains identifying features such as addresses, faces, license
plate, etc. “Personal use” includes, without limitation, using the photograph/video in Social Media
“posts”; displaying the photograph/video in any area that may be viewed by the public or otherwise
exhibiting or displaying the photograph/video in any area that may be viewed by the public; or
otherwise exhibiting or displaying the photography/video in a manner that is inconsistent with this
policy. Additionally, a member may not make personal use of any photograph or video taken while
performing a Fire District duty or activity until after the completion of all related reports and
investigations.
The Fire District cannot limit a member from taking videos or pictures of emergency incidents of Fire
District activities while he/she is off duty; however, such actions are not authorized by the Fire District
and the member will be personally responsible for any civil or criminal liability arising from such actions,
including but not limited to, claims of invasion of privacy, defamation, intentional infliction of emotional
distress, etc. The Fire District may also impose corrective or disciplinary action against the member for

such off-duty activities where the activities (1) relate to a bona fide occupational requirement (2) are
reasonably and rationally related to the Fire District activities and responsibilities of the member, or (3)
there is a conflict of interest with the members’ responsibilities to the Fire District or the appearance of
such a conflict of interest.
As with photographs or videos taken while performing a Fire District duty or activity, the Fire District
discourages members from making personal use of a photograph or video taken while off-duty if the
photograph or video contains identifying feature such as addresses, faces, license plates, etc. or prior to
the completion of all related reports and investigations. Such personal use may create a conflict of
interest or appearance of a conflict of interest, may constitute a release of confidential information of
the Fire District of protected health information, or may violate other provisions of this policy. Members
must be deliberative and thoughtful when disclosing any such information in “posts”, e-mail or text
messages.
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SECTION TITLE: USE OF DATA – MOBILE DEVICES

REVIEWED DATE:

POLICY
Use of district computers and mobile communication / data devices shall be consistent with the mission
of Siuslaw Valley Fire and Rescue. Access of inappropriate sites or personal use of these devices is
strictly forbidden.
PURPOSE
To provide guidelines and regulations for the use of district computers and mobile communication /
data devices.
To ensure inappropriate sites are not accessed from district computers and mobile communication /
data devices.
To ensure district computers and mobile communication / data devices are used for district business.
To ensure the use of public funds are being spent appropriately and for the benefit of the citizens we
serve.
DEFINITIONS
Inappropriate sites include, but are not limited to, sites that contain sexually explicit materials, promote
hate or violence, or encourage any type of offensive behavior.
District computers and mobile communication / data devices include any district owned personal
computers, laptops, tablets, or cell phones capable of sending and receiving voice and/or data from
another device or the internet.
SCOPE
All district personnel.

PROCEDURE
Use of any computers and mobile communication / data devices shall be in conformity with all state,
federal, network provider, and district policies, procedures, laws, and licenses. Users are responsible for
the appropriateness of and content of the material they access, transmit, or publish from a district
computer and mobile communication / data device. Use of the district computer system and/or mobile
communication / data device shall occur under the following guidelines:
No software or program shall be installed without the approval of the network administrator or the Fire
Chief.
Use of a district computer and/or mobile communication / data device to access, store, or distribute
obscene pornographic material is strictly prohibited.
Accessing social media, online shopping, or other websites for personal reasons during work hours is
strictly prohibited.
Malicious use of a district computer and/or mobile communication / data device to develop programs to
harass other users or gain unauthorized access to another computer and/or mobile communication /
data device is strictly prohibited.
Logging onto the district network or a district database using another member’s user name and
password is strictly prohibited.
Personal use of district computers and/or mobile communication / data devices is strictly prohibited.
SVFR places a high value on community service and recognizes that salaried employees work variable
and busy schedules. Therefore, full time chief officers and full time salaried staff members may use their
work computer and mobile data devices for approved service club related activities.
Personnel using a district owned computer and/or mobile communication / data device shall remember
that all records, emails, text messages, internet viewing histories, and other data records stored,
transmitted, or received are property of the district and can be accessed by the district at any time
without the permission of the individual issued or using the district computer and/or mobile
communication / data device. Therefore, there shall be no expectation of privacy when it comes to the
accessing the memory and databases of these devices.
Phone damage that occurs as the result of legitimate work-related activities shall be the responsibility of
the District. Phone damage that is the result of personal related activities shall be the responsibility of
the employee. Due to the dynamic nature of these situations, determination of reimbursement for a
damaged phone shall be made in good faith by the Fire Chief and handled on a case by case basis.

BOARD MEMBER IPADS
All Board Members shall be issued an iPad to assist them in conducting district related business such as,
but not limited to reading electronic board packets, accessing email, and accessing electronic / internet
based board related training and reference material.
The district will allow Board members to use their issued iPad for personal use that falls within the
parameters of the district’s code of conduct and approved websites / activity as described above under
Procedure Sections a, b, and d. It is the district’s belief that allowing a board member to use the iPad
regularly will improve their knowledge of the device and shorten the time it takes for them to receive
important email correspondence.
As part of the district’s philosophy to be good stewards of our community, board members shall be
allowed to use their iPad for other community service related work they are involved in.
The life expectancy of an iPad is estimated to be four years. The cost of an iPad is approximately $400.00
which includes software upgrades and keyboard. The estimated amortized depreciation of an iPad is
approximately $100.00 per year.
At the end of the service life of the iPad (four years) the board member may purchase the iPad for
$25.00.
If a board member is not reelected during the service life of an iPad (four years), they may purchase the
iPad at the depreciated rate the iPad is valued at.
Board members shall remember that an issued iPad is district property and subject to administrative and
forensic discovery. Board members should not assume any right to privacy and are encouraged to use
good judgment in the use of these devices.
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RESPONSIBILITY
Due to the para-military nature of the Fire Service, uniformity of clothing is most desirable. The
Chief/Duty Chief is charged with identifying the appropriate uniform to be worn by personnel under his
command for each activity to which they are assigned.
SPECIFICATIONS
Class A Uniform (Chief Officers):
Dress blue uniform, with double-breasted coat, by Flying Cross, style #629, or Dress blue uniform, with
double- breasted coat, by Lighthouse, style Dress Uniform with 6 buttons in front.
Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of coat, one inch below the shoulder
seam, with appropriate braid and lapel pins designating rank.
Long sleeve white shirt, black necktie, black belt, and dress black shoes.
Class B Uniform (Chief Officers):
Shirts:
•

Sentinel White Shirt with long sleeves #D-SH062 (Source: Galls)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, one inch below the
shoulder seam.

•

Red Cap White Shirt with long sleeves. (Source: Rick’s Custom Caps)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, one inch below the
shoulder seam.

•

White crewneck T-Shirt/undershirt required.

Pants:
•

Sentinel Black Pants #D-TR046 (Source: Galls)

•

Dura-Kap Industrial Pants #PT20BK (Source: Rick’s Custom Caps)

Accessories: Black belt, black tie, and black dress shoes.

Class B Uniform (Captains and below):
Shirts:
•

Sentinel Dark Blue Shirt with long sleeves #D-SH062 (Source: Galls)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, one inch below the
shoulder seam.

•

Red Cap Dark Blue Shirt with long sleeves (Source: Rick’s Custom Caps)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, placed as stated
above.

•

Navy Blue or white crewneck T-Shirt/Undershirt is required.

Pants:
•

Sentinel Dark Navy Pants #D-TR046 (Source: Galls)

•

Dura-Kap Industrial Pants #PT20BK (Source: Rick’s Custom Caps)

Accessories: Black belt, black tie and black dress shoes.
Class C Uniform/work uniform (Chief Officers):
Shirts:
•

Sentinel White Shirt with long sleeves #D-SH062 (Source: Galls)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, one inch below the
shoulder seam.

•

Red Cap white shirt with long sleeves (Source: Rick’s Custom Caps)

•

Siuslaw Valley Fire and Rescue arm patch to be sewn on left sleeve of shirt, placed as stated
above.

•

White crewneck T-Shirt/Undershirt is required.

Pants:
•

Black Wrangler work pants

•

Dura-Kap Industrial pants #PT20BK (Source: Rick’s Custom Caps)

Accessories: Black shoes (style optional).
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SECTION TITLE: GROOMING STANDARDS

REVIEWED DATE:

STANDARDS OF PERSONAL APPEARANCE FOR CAREER PERSONNEL
To maintain the integrity and pride of this department, it is essential that all employees have a clean and
healthy appearance. Fire Department personnel are looked upon as models in society and are expected
to dress in a neat, conservative manner. Therefore, the following standards are set forth to assure
proper appearance and safety of Siuslaw Valley Fire and Rescue.
The following standards shall be adhered to by all emergency response personnel and apply while on
duty or participating in activities which require a uniform:
•
•
•
•

Hair that is tinted or dyed must be of a natural human color.
Hair shall not interfere with donning hoods or other protective clothing and equipment.
Male and female employees may have long hair, but shall wear it in a manner that prevents it
from covering the top half of the ear or extending beyond the top of the uniform shirt collar
while standing.
Afros and permed hair shall not be more than two (2) inches out from the scalp in any direction.

All non-emergency response personnel shall adhere to the following hair standards:
•
•
•
•

Hair that is tinted or dyed must be of a natural human color.
Male employees’ hair shall not cover more than the top half of the ear or extend beyond the top
of the uniform shirt collar while standing.
Female employees’ hair shall not extend beyond the middle of their back and shall be kept wellgroomed.
Neatly trimmed and maintained facial hair and sideburns are permissible. At no time, however,
shall hair or facial hair be allowed to interfere with breathing apparatus or other safety
equipment.

Fingernails shall be clean and trimmed. The length of fingernails shall not exceed one-half inch beyond
the fingertip. Women may wear colored polish on their nails; however, no bright or highly contrasting
colors shall be worn. The length of fingernails for fire suppression personnel shall not exceed the
fingertip.
Makeup may be worn by female employees; however, no brightly colored or highly contrasting facial
makeup may be worn.
Tattoos on exposed portions of the body shall not be permitted. Those employees who have existing
tattoos in violation of this subsection are exempted. However, no additional tattoos on exposed
portions of the body shall be permitted.

STANDARDS OF PERSONAL APPEARANCE
Jewelry, other than those items listed below, may not be worn by emergency response personnel:
•
•
•

Wrist watch
Wedding ring or set, class ring, or other ring of tasteful design. A maximum of one ring/set may
be worn on each hand.
Medical alert bracelet

Mirrored sunglasses shall not be worn while interacting with the public.
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REVISION DATE:

SECTION TITLE: BADGES

REVIEWED DATE:

The Fire Department badge is a symbol denoting membership in the organization. The ownership of a
badge with the name of Siuslaw Rural Fire Protection District No. 1, Siuslaw Valley Fire and Rescue, or
Florence Fire Department resides with Siuslaw Valley Fire and Rescue, regardless of who purchased the
badge. A badge may be issued to a volunteer firefighter at the discretion of the administration of the
fire district. The badge will be numbered and must be returned to the District at the time the volunteer
separates from membership in the fire department. The use of a fire district/department badge must be
in accordance with the "Rules and Regulations" of Siuslaw Valley Fire and Rescue. A volunteer may
purchase his/her badge as a keepsake after ten (10) years of successful service and separation from
membership in the organization. A career firefighter may be awarded his/her badge as a ceremonial
award at the time of his/her retirement.
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EFFECTIVE DATE: 3/2/2012

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: FIRE DEPARTMENT LOGO

REVIEWED DATE:

FIRE DEPARTMENT LOGO
The fire department encourages the enthusiasm that is shown by wearing and displaying the official
Siuslaw Valley Fire and Rescue logo. The department, however, must assure that the image of the
organization is maintained at a high level.
DEPARTMENT LOGO SHIRTS
Any use of the fire department’s logo and name must be approved by the fire department
administration.
Fire department logo shirts are available for purchase after the completion of the Recruit Academy.
Logo shirts must not be worn in any place or manner to bring discredit to the organization.
Any discredit brought upon the organization by wearing or displaying the logo will be considered a
violation of the policies of Siuslaw Valley Fire and Rescue.
Members that leave the organization are requested to abandon the use of the department name and
logo in public, unless the member has retired after having served for ten or more years.
VEHICLE LOGOS
If the logo is to be displayed on a private vehicle, the private vehicle must be operated within the
current state and local laws and regulations, and must not be operated in a manner to bring discredit to
the organization. In the event of a change in ownership or the transfer of registration, the logo must be
removed from the private vehicle.
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REVISION DATE:

SECTION TITLE: MEDICAL EXAMINATION

REVIEWED DATE:

MEDICAL EXAMINATION
The National Fire Protection Association (NFPA) has developed a set of standards that candidates must
meet to be considered for a career firefighter position. A medical examination will be conducted by a
physician from the fire department. If a temporary condition causes a disqualification, an examination
will be postponed until it is resolved. Other conditions that affect job performance will be classified as
Category A indicating that the minimum medical requirements are not met to perform the job tasks and
are disqualified --- or Category B indicating that the minimum medical requires are met, if one can do
the job tasks without jeopardizing the health or safety of yourself, your peers or civilians.
There is an expectation an applicant will be in good general health and drug-free when applying for this
position. The following tables are a list of the medical tests required, and some of the Category A and B
conditions that could be grounds for disqualification. These lists are not complete, but they cover the
most common conditions and requirements.
Physician will check your:

Minimum Requirements:

Weight:
Vision

Normal distribution for height
20/20
20/40
Nothing less than 25 decibel loss for the following
hertz ranges:
•
500
•
1000
•
2000
•
3000
90 – 140 Systolic
60 – 90 Diastolic
Normal:
•
Rhythm
•
Size
•
Rate

Hearing

Blood Pressure

Heart

In addition, the systems shown in Fig. 2 must all be functioning normally in order to pass:
Fig. 2
Lungs
Skin
Gastrointestinal
Muscular/skeletal
Limbs
Neurological

Category A conditions that are grounds for disqualification:
System:
Vision

Grounds for Failure:
•
Can’t be corrected above 20/40 with lenses
•
20/100 or worse uncorrected
•
Color blindness that leave you unable to use imaging devices

Ear

•
•
•

Vertigo
Impaired balance
Significant hearing loss

Blood

•
•
•
•
•

Hypertension
Thoracic Aneurism
Clotting disorders
Sickle Cell
Blood replacement therapy

•
•
•
•

Coronary Artery Disease
Bypass surgery
Angioplasty
Pacemaker

•
•
•

Tuberculosis
Emphysema
Pulmonary hypertension

Skin
Gastrointestinal

•
•
•

Carcinoma or melanoma
Uncorrected hernia
Diabetes treated with insulin

Urinary

•

Renal failure

Heart

Lungs

Fig. 3 Category A Continued
Condition:

Neurological

Muscular/skeletal

Drugs
Note: Use of any illegal drug is
grounds for immediate
disqualification

Grounds for Failure:
•
Multiple sclerosis progressing in last 3 years
•
Myasthenia gravis progressing in last 3 years
•
Progressive muscle atrophy
•
Active epileptic seizures
•
Dementia
•
Parkinson’s disease
•
Any head defect that prevents you from wearing a helmet
or causes you to fail the respiratory face piece fit test
•
Scoliosis of more than 40
•
Spinal pain that requires narcotic medication
•
Spinal fusion of more than 2 disks
•
Joint replacement
•
Skeletal hardware such as rods or plates
•
Amputation of hand, foot or thumb
•
Recent or non-healing bone graft
•
Recurring shoulder dislocations
•
Narcotic
•
Sedatives
•
Blood thinners
•
Beta blockers
•
Inhalers
•
Tobacco
•
Clinical intoxication

In Fig. 4 Category B conditions that may be allowed if they don’t impact your ability to complete job tasks:

Fig. 4
System:
Color blindness
Vision

Ear
Blood
Heart
Lungs
Skin

Gastrointestinal

Muscular/skeletal

Minimum Requirements:
•
Monochromatic but can use imaging devices
•
Correctable to 20/40 or better with lenses
•
Detached retina
•
Optic neuritis
•
Some peripheral vision loss
•
Uneven hearing loss in one ear
•
Surgical repair of an aneurism
•
Anemia
•
Atrial Fibrillation
•
Flutters
•
Pulmonary surgery
•
Cystic Fibrosis
•
Dermatitis
•
Eczema
•
Surgically corrected hernia
•
Cholecystitis
•
Gastritis
•
GI Bleeding
•
Acute hepatitis
•
Diabetes controlled with diet and exercise
•
Depression of the skull and deformities that do not impact the fit of
the helmet and/or face piece
•
Cysts
•
Scoliosis less than 40
•
Arthritis
•
Some loss of motor skills
•
Surgically repaired shoulder dislocation
•
Knee repair

Fig. 4 Category B Continued
System:
Neurological
Urinary

Drugs

Minimum Requirements:
•
Migraine
•
Recent head injuries
•
Kidney disease
•
Disease of the bladder, urethra, or prostate
•
Cardio-vascular medication
•
Stimulants
•
Psychoactive agents
•
Corticosteroids
•
Antihistamines
•
Muscle relaxants

Again, these are just some of the most common conditions the physician will be checking for during your
exam.
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SECTION NUMBER: 1.50
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EFFECTIVE DATE: 5/23/2006

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: MERITORIOUS AWARDS AND CITATIONS

REVIEWED DATE:

MERITORIOUS AWARDS AND CITATIONS
Meritorious awards, citation awards, and other valor decorations may be worn on Siuslaw Valley Fire
and Rescue uniforms at the approval of the Fire Chief. Citation bars are to be worn above the name
plate over the right uniform shirt pocket.
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SECTION NUMBER: 1.51

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 12/27/2013

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CODE OF CONDUCT

REVIEWED DATE:

PURPOSE
The purpose of this procedure is to outline the basic standards of conduct expected of fire district
personnel.
SCOPE
All fire district personnel are expected to abide by the standards of personal conduct outlined within this
policy, and present themselves in a highly self-disciplined and professional manner both on and off duty.
POLICY
As a basic condition of employment, all employees have an obligation to conduct their official duties in a
manner that serves the public interest, upholds the public trust, and protects the department’s
resources. To this end, all employees have the responsibility to:
•
•
•
•
•
•
•

Conduct and present themselves on and off duty in a manner which will bring credit to Siuslaw
Valley Fire and Rescue and our community;
Perform their duties to the very best of their abilities and in a manner that is efficient, cost
effective, and meets the needs of the public;
Demonstrate integrity, honesty, and ethical behavior in the conduct of all department business,
both on and off duty;
Ensure that personal interests do not come in conflict with official duties and avoid both actual
conflicts of interest and the appearance of conflicts when dealing with vendors, customers, and
other individuals doing business or seeking business with the fire district;
Ensure that all department resources, including funds, equipment, vehicles, and other property,
are used in strict compliance with department policies and solely for the benefit of the
department, unless prior authorization is received from the Fire Chief;
Conduct all dealing with the public, other district employees, city and federal employees, and
other organizations in a manner that presents a courteous, professional, and service-oriented
image of the district;
Treat the public and other employees fairly and equitably, without regard to age, color,
ethnicity, national origin, political affiliation, race, religion, gender, sexual orientation, or any
other factor unrelated to the department’s business;

Officers and supervisors shall set an example for other employees and have a responsibility to
ensure that their activities and decisions pertaining to community services, personnel actions, and
management of public funds are consistent with the fire district policies and practices.
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EFFECTIVE DATE: 03/25/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CONFLICT RESOLUTION

REVIEWED DATE:

PURPOSE
The purpose of this policy is to ensure that conflicts among District personnel are handled at the lowest
possible level within the organization, and to provide members with an informal and formal process for
resolving all work-related conflicts.
Conflict will occur within any organization and when handled appropriately, can lead to personal and
organizational growth. Therefore, all personnel are strongly encouraged to resolve disagreements
quickly and in the most professional and respectful fashion possible.
SCOPE
This policy applies to all personnel of the Siuslaw Valley Fire and Rescue (SVFR) District.
POLICY
For the purposes of this policy, the words: dispute, problem and complaint are all considered conflict.
For the purposes of this policy, the word “employee” means anyone who is employed full-time, parttime, or volunteers with SVFR.
Any employee who experiences a work-related disagreement with another employee of equal or greater
rank shall first utilize the Informal Process to resolve the conflict.
If the conflict has failed to be resolved in the informal process, the employee shall proceed to resolving
the conflict through the Formal Process.
Informal Process Procedure
Each employee is empowered and encouraged to deal with conflict resolution at the time of the conflict.
Many times, a small problem can be successfully resolved immediately, rather than allowing it to fester
and grow, resulting in a much bigger issue.
Persons in conflict are encouraged to use their own skills and resources creatively to resolve conflict in a
mutually satisfying way. Typically, this is accomplished through face to face communication at an
appropriate time and location. Conflict resolution should not be conducted on-scene, in the presence of
other district employees, or members of the public.

All employees are encouraged to discuss conflicts using open, honest, and respectful communication
intended to help each other grow professionally and personally. Employees are also encouraged to view
constructive criticism as an opportunity for improvement when it is presented to them respectfully.
Issues which are not successfully and satisfactorily resolved through face to face communication may
benefit from utilizing the Formal Process.
Reserved.
Formal Process Procedures
When informal efforts have been unsuccessful in resolving conflict, one or both of the parties may
request the formal review process by submitting a written grievance to their immediate supervisor.
The grievance shall state the complaint in writing and the action requested. This written grievance shall
identify which policies or practices, principles or values were believed to have been violated, any
attempts to resolve the conflict through the informal process, and the results, and setting forth a
proposed remedy.
Supervisor Review:
•
•
•

Upon notification of a conflict, the supervisor will document the issue, investigate the dispute
and steps taken to attempt to resolve the problem, and make a decision on the outcome.
A written response on the outcome will be presented to the employee within ten (10) calendar
days of the supervisor’s receipt of the grievance.
If the grievance remains unresolved, the employee may proceed to Fire Administration Review.

Fire Administration Review:
•
•
•
•
•
•
•
•

When either of the parties believes the problem has not been resolved through the Supervisor
Review, either may present the dispute to Fire Administration.
Within seven (7) calendar days after the decision in Step 1 is due, the employee shall present
the written grievance and such decision to Fire Administration with a copy to the Human
Resources Manager and the Fire Chief.
The written grievance shall identify which policies or practices, principles or values were
believed to have been violated, any attempts to resolve the conflict through the informal and
supervisory process, and the results, and setting forth a proposed remedy.
The representative will notify the other party that a dispute has been filed with Fire
Administration.
Fire Administration shall schedule a conference with party(s) within ten (10) calendar days after
the receipt of the grievance.
Fire Administration will review the written response from the prior step and facilitate further
communication about the dispute between the involved parties.
Fire Administration will investigate the problem and attempt to resolve the complaint in
conference. A conference with both parties shall be held within seven (7) calendar days.
Fire Administration shall render a written decision to the employee, with a copy to the Human
Resources Manager and the Fire Chief within seven (7) calendar days after conclusion of the
conference, unless additional time is needed in which case both parties will be informed of the
expected date of response.

•
•
•

If the grievance remains unresolved, the employee may appeal the decision directly to the Fire
Chief. Depending on the type of conflict being grieved, the Fire Chief reserves the right to
include the Human Resources Manager as part of the final conflict resolution team.
The Fire Chief’s decision regarding the conflict shall be final.
In grievances involving the Fire Chief that have not been resolved through the informal process,
the member may contact the Board President to seek resolution following the same appropriate
procedures. In these situations, the Board Presidents decision shall be final.

RESPONSIBILITIES
Every employee should first attempt to resolve any conflict at the lowest possible level within the
conflict resolution chain of command, which is:
•
•
•
•
•

Firefighter
Captain
Battalion Chiefs
Supervising Division Chief or Manager
Fire Chief

Supervisors are strongly encouraged to resolve disputes within the department.
If the dispute specifically involves the supervisor, the employee should address the problem with the
next higher level of management.
Under no circumstance shall the employee address such conflict with members of the Board of Directors
unless the situation involves the Fire Chief as noted in 3.f.vii. In this case, communication shall be limited
to the Board President.
Members shall not deviate from the above procedures. Failure to use the conflict resolution model in
resolving conflict may be considered an act of insubordination and is subject to disciplinary action.
All parties to a grievance shall refrain from discussing the grievance outside of the formal grievance
steps, and any documents or oral communications regarding the issues shall be considered confidential.
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REVISION DATE:

SECTION TITLE: EMPLOYEE DATING

REVIEWED DATE:

POLICY
Siuslaw Valley Fire and Rescue (SVFR) is a paramilitary organization which depends on the chain of
command and clear lines of communication between officers, managers, and subordinate personnel.
Disruptions in the application of the chain of command and the ability to maintain clear communications
can cause organizational discord. As a result, SVFR strongly believes that an environment where
employees maintain clear boundaries between employee personal and business interactions is most
effective for conducting business and maintaining a professional working environment.
Although this policy does not prevent the development of friendships or romantic relationships between
coworkers, it does establish very clear boundaries as to how these relationships will progress during
working hours and within the working environment. Individuals in supervisory positions or other
influential roles are subject to more stringent requirements under this policy, due to their status as role
models, their access to sensitive information, and their ability to influence others.
PROCEDURES
During working time and in working areas, employees are expected to keep personal exchanges limited
so that others are not distracted and productivity is maintained.
During non-working time, such as lunches, breaks and before and after work periods, employees are not
precluded from having appropriate personal conversations in non-work areas, as long as their
conversations and behaviors could in no way be perceived as offensive or uncomfortable to a
reasonable person.
Employees are strictly prohibited from engaging in physical contact that would in any way be deemed
inappropriate by a reasonable person anywhere on district premises, whether during working hours or
not.
Employees who allow personal relationships with coworkers to affect the working environment and
their productivity will be subject to the appropriate provisions of the district’s disciplinary policy. Failure
to change behavior and maintain expected work responsibilities shall be viewed as a serious disciplinary
matter.
Employee off-duty conduct is regarded as private, as long as such conduct does not create problems
within the workplace. An exception to this principle, however, is romantic or sexual relationships
between supervisors and subordinates.
Supervisors, managers, executives or anyone else in sensitive or influential positions must disclose the
existence of any relationship with another coworker that has progressed beyond a platonic friendship.
Disclosure may be made to the immediate supervisor or the Human Resources Manager. This disclosure

will enable the organization to determine whether any conflict of interest exists because of the relative
positions of the individuals involved.
Where problems or potential risks are identified, the district will work with the parties involved to
consider options for resolving the problem. The initial solution may be to make sure that the parties
involved no longer work together on matters where one is able to influence the other or take action for
the other. Matters such as hiring, firing, promotions, performance management, compensation
decisions, financial transactions, etc. are examples of situations that may require reallocation of duties
to avoid any actual or perceived reward or disadvantage.
In some cases, other measures may be necessary.
Continued failure to work with the district, to resolve such a situation in a mutually agreeable fashion,
may be deemed as insubordination and result in the use of the progressive discipline policy.
The provisions of this policy apply, regardless of the sexual orientation of the parties involved.
Where doubts exist as to the specific meaning of the terms used above, employees should make
judgments on the basis of the overall spirit and intent of this policy.
Any employee, who believes this policy is not being adhered to, should make their feelings known to the
HR Manager.
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SECTION TITLE: TUITION REIMBURSEMENT PROGRAM

REVIEWED DATE:

PUPOSE
Siuslaw Valley Fire and Rescue (SVFR) is committed to supporting and recognizing the benefits of a
highly trained and educated staff. The Tuition Reimbursement Program is intended to honor and
promote the educational achievements of our full-time employees.
SCOPE
The Tuition Reimbursement Program is available to all active full-time employees that have successfully
completed probation and are in good standing.
POLICY
Tuition reimbursement is awarded when an eligible full-time employee completes a college course with
a minimum final grade of a B or higher. The Tuition Reimbursement Program is available to all eligible
full-time employees actively pursuing an Associates, Bachelor’s or Master’s Degree from a Nationally or
Regionally accredited college or university in a relevant field of study.
Approval of reimbursement is at the discretion of the Fire Chief and dependent upon available funds.
SVFR will attempt to budget up to $5,000.00 annually for tuition reimbursement. Reimbursement will be
provided after the full-time employee has completed the class and provides documentation they
received a final grade of a B or higher to the Finance / HR Manager. Proper documentation includes a
copy of a grade report, tuition receipt, and a memo from the employee requesting reimbursement.
Reimbursement will be limited to a maximum of half of the cost of tuition only. Textbooks, lab fees, and
other expenses associated with the class are not reimbursable. Full-time employees are limited to
seeking reimbursement for up to three classes within an academic term or semester.
Distribution of reimbursement shall be based on a first come first serve basis and is limited to the
amount budgeted for within the respective budgetary year. Therefore, if $5,000.00 has been budgeted
in a fiscal year and eligible employees have received tuition reimbursement of up to $4,000.00 within
the first quarter of the budget year; only $1,000.00 shall remain available to all eligible employees for
the duration of the budget year.
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POSITION
Under the Board of Fire Directors direction, plans and directs the activities of the fire department in the
protection of life and property; performs related work, as required.
REPRESENTATIVE DUTIES
•

Plans, directs and reviews activities of personnel performing fire inspection, prevention,
suppression, emergency services, disaster planning and management.

•

Oversees the revisions, development and enforcement of District fire codes.

•

Makes recommendations to the Board of Fire Directors for the establishment and maintenance
of an adequate fire defense.

•

Directs the preparation of reports for the Board of Fire Directors and District officials.

•

Prepares and administers the district budget.

•

Supervises the preparation and maintenance of records and reports.

•

Prepares long-range plans for the development of the fire department.

•

Meets with community groups and officials to explain and improve departmental programs.

•

Prepares specifications for fire apparatus.

•

Directs firefighting and supervises subordinate officers in the development and operations of
fire training, fire prevention programs, disaster planning and administrative procedures.

•

Coordinates activities involving insurance companies, state and federal agencies and agencies
responsible for water service on problems relating to fire protection.

•

Responds and takes charge of emergency calls when off duty and available

•

Studies the standard rating schedule of the Insurance Services Office and prepares plans for
improving the District’s rating.

•

Makes assignments and supervises subordinate officers in the care and maintenance of stations
and equipment.

•

Reviews reports on departmental activities.

•

Attends conferences and meetings in fire department related issues.

•

Approves payrolls and bills payable.

•

Prepares articles and delivers speeches.

•

Supervises all fire department personnel, either directly or through delegated authority.

•

Participates in fire suppression, prevention, EMS, and rescue operations when needed.

•

Serves as Emergency Management Coordinator to WLEOG.

•

Writes, executes and administers adopted deployment plans.

Equipment and Knowledge Essential to the Job
Current NFPA Codes, Oregon Revised Statutes, professional journals, pager, cellular phone, emergency
equipped vehicle, computer and mainframe based programs, manual, OR-OSHA regulations and fire
department manuals. Knowledge of governmental, personnel and human resource, policies and
procedures.
EMPLOYMENT STANDARDS
Education and Experience: A bachelor’s degree from an accredited college or university in public
administration, fire science or other closely related field. Five years experience as a Chief Officer and a
total of a minimum of seven to ten years full time experience in a comparable or larger agency with
extensive experience in a senior management role. Successful completion of the National Fire Academy
Executive Fire Officer Program within five years of appointment.
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POSITION
Under the direction of the Fire Chief, directs, manages, supervises, and
coordinates the activities and operations of the Fire Prevention Division by serving as the fire district Fire
Marshal. Coordinates assigned activities with other divisions and outside agencies; assists with complex
administrative support to the Fire Chief.
REPRESENTATIVE DUTIES
The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or duties set forth below to address business and changing business practices.
Responsible for the timely commercial and target hazard occupancy inspections to ensure that the
minimum fire and life safety requirements are being maintained on existing occupancies.
Responsible for the maintenance of the maps and street guides for the City and Fire District. The Fire
Marshal shall ensure that the street names and street numbers are accurate for the guides and maps
used by the 911 Dispatch Center.
The Fire Marshal is the department’s Water Officer and is responsible for maintaining accurate fire flow
information at the fire administration office.
The Fire Marshal is the keeper of department fire records. He/she is responsible for submitting NFIRS
data to the Oregon State Fire Marshal on a monthly basis.
Responsible for the investigation of all district fires in an effort to determine the origin and cause of the
fire.
Coordinate with Law Enforcement Personnel in the investigation of suspicious or incendiary fires, up to
and including apprehension and court action.
Function as the Duty Chief during assigned weeks.
Responsible for the district’s pre-fire plan program.
Responsible for the supervision and evaluation of all personnel assigned to the Fire Prevention Division.
Provides staff assistance to Fire Chief.
Serves as the liaison for assigned Division to other divisions, departments and outside agencies,
negotiates and resolves sensitive and controversial issues.

Attends and participates in professional groups meetings; stays abreast of new trends and innovations in
the field of fire prevention, suppression, training, and management.
Responds to and resolves difficult and sensitive citizen inquiries and complaints.
Prepare and administer division budget.
Performs other related duties as required.
QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or to be
learned within a short period of time in order to successfully perform the assigned duties.
Knowledge of:
•
•
•
•
•
•
•
•
•
•

Operational characteristics, services, and activities of the fire department
Principals, practices, and methods of governmental administration.
Modern methods and techniques of fire department administration.
Principles of business letter writing and basic report preparation.
Principles of grant preparation and sources of funding.
Principles and practices of program development and administration.
Office procedures, methods, and equipment including computers and applicable software
applications, such as word processing, spreadsheets, and databases.
Principles and practices of customer service.
Principles of supervision, training, and performance evaluations.
Pertinent federal, state, and local laws, codes, and regulations.

Ability to:
•
•
•
•
•
•
•
•
•
•
•
•

Oversee and participate in the management and administration of the assigned Division within
the fire department
Supervise, direct, and coordinate the work of lower level staff.
Participate in the development and administration of division goals, objectives and procedures.
Research, analyze, and evaluate new service delivery methods and techniques.
Prepare and administer division budgets.
Analyze problems, identify alternate solutions, project consequences of proposed actions and
implement recommendations in support of goals.
Interpret and apply federal, state, and local policies, laws and regulations.
Prepare clear Board of Directors agenda items.
Operate office equipment, including computers and supporting word processing, spreadsheet,
and database applications.
Adapt to changing technologies and learn functionality of new equipment and systems.
Communicate clearly and concisely, both orally and in writing.
Establish and maintain effective working relationship with those contacted in the course of
work.

Education and Experience
An Associate’s degree from an accredited college in fire science or related field is desired. Any
combination of experience and education which provides the applicant with the level of required
knowledge and abilities may be considered. The ideal candidate will possess a minimum of seven to ten
years’ experience in a senior management role.
Requirements
Candidate must sign a contract with the fire district agreeing to be a non-tobacco user.
Candidate must have a current Oregon Driver’s License.
Successful candidate shall reside within the district boundaries of Siuslaw Valley Fire and Rescue within
six months of employment.
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POSITION
Under the direction of the Fire Chief, directs, manages, supervises, and coordinates the activities and
operations of the operations division including operations, training, facility/equipment maintenance,
and responds to emergency incidents when assigned. Also responsible for coordinating assigned
activities with other divisions and outside agencies; assists with complex administrative support to the
Fire Chief.
Representative Duties
The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or duties set forth below to address business and changing business practices.
Assumes management responsibility for assigned programs, activities and operations of the department
including operations, training, facility /equipment maintenance, communications, information
technology, and related programs and services.
Manages and participates in the development and implementation of goals, objectives, policies, and
priorities for assigned programs and services; recommends and administers procedures, policies and
priorities for assigned programs and services; and recommends and administers policies and
procedures.
Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures;
recommends, with subsequent department policy, appropriate service and staffing levels.
Plans, directs, coordinates, and reviews the work plan for career staff; assigns work activities, projects
and programs; reviews and evaluates work products, methods and procedures; meets with staff to
identify and resolve problems.
Participates in the selection and evaluation of career personnel and volunteer officers; prepares
performance evaluations for career personnel and volunteer officers; and implements discipline
procedures according to policy.
Oversees and participates in the development and administration of assigned Division’s annual budget;
participates in the forecast of funds needed for staffing, equipment, materials, and supplies; monitors
and approves expenditures, and implements adjustments.
Oversees the development and implementation of the department’s training programs for firefighting,
emergency medical services and other emergency response services and programs; develops and
implements training programs and schedules; identifies the fire training needs of career and volunteer
personnel; provides and/or coordinates staff training and drills in firefighting methods, techniques, and
related subjects; coordinates training programs with other divisions, departments, and outside agencies.

Manage the purchasing, maintenance, and inventory of all fire related equipment, vehicles and property
including communications equipment, vehicles, and related equipment; establishes replacement
schedules for equipment, vehicles and property; ensures budget support replacement schedules.
Participates in facilities planning for the fire department; coordinates maintenance and repairs to
existing facilities, as necessary.
Provides staff assistance to Fire Chief.
Serves as the liaison for assigned Division to other divisions, departments and outside agencies,
negotiates and resolves sensitive and controversial issues.
Attends and participates in professional groups meetings; stays abreast of new trends and innovations in
the field of fire prevention, suppression, training, and management.
Responds to and resolves difficult and sensitive citizen inquiries and complaints.
Function as the Duty Chief during assigned weeks.
Performs related duties as required.
QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or to be
learned within a short period of time in order to successfully perform the assigned duties.
Knowledge of:
•
•
•
•
•
•
•
•
•
•

Operational characteristics, services, and activities of the fire department.
Principals, practices, and methods of governmental administration.
Modern methods and techniques of fire department administration.
Service delivery issues related to fire and emergency medical services.
Principles of business letter writing and basic report preparation.
Principles and practices of program development and administration.
Office procedures, methods, and equipment including computers and applicable software
applications, such as word processing, spreadsheets, and databases.
Principles and practices of customer service.
Principles of supervision, training, and performance evaluations.
Pertinent federal, state, and local laws, codes, and regulations.

Ability to:
•
•
•
•
•

Oversee and participate in the management and administration of the assigned Division within
the fire department.
Supervise, direct, and coordinate the work of lower level staff.
Participate in the development and administration of division goals, objectives and procedures.
Research, analyze, and evaluate new service delivery methods and techniques.
Prepare and administer division budgets.

•
•
•
•
•
•

Analyze problems, identify alternate solutions, project consequences of proposed actions and
implement recommendations in support of goals.
Interpret and apply federal, state, and local policies, laws and regulations.
Operate office equipment, including computers and supporting word processing, spreadsheet,
and database applications.
Adapt to changing technologies and learn functionality of new equipment and systems.
Communicate clearly and concisely, both orally and in writing.
Establish and maintain effective working relationship with those contacted in the course of
work.

Education and Experience
An Associates degree from an accredited college in fire science or related field is desired. Any
combination of experience and education which provides the applicant with the level of required
knowledge and abilities may be considered. The ideal candidate will possess a minimum of seven to ten
years experience in a senior management role.
Requirements:
•
•
•

Candidate must sign an employment contract with the fire district agreeing to be a non-tobacco
user.
Candidate must have a current Oregon Driver’s License.
Successful candidate shall reside within the district boundaries of Siuslaw Valley Fire and Rescue
within six months of employment.
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FINANCE / HUMAN RESOURCES MANAGER - (An at will position)
Under the direction of the Fire Chief, directs, manages, supervises, and coordinates all finance and
human resource related activities of the fire district and assists with complex administrative support to
the Fire Chief.
Representative Duties
The following duties are typical for this classification. Incumbents may
not perform all of the listed duties and/or duties set forth below to address business and changing
business practices.
Provides staff assistance to Fire Chief.
Serves as the liaison for assigned Division to other divisions, departments and outside agencies,
negotiates and resolves sensitive and controversial issues.
Attends and participates in professional groups meetings; stays abreast of new trends and innovations in
the disciplines of budget administration and human resources, and management.
Responds to and resolves difficult and sensitive citizen inquiries and complaints.
Performs related duties as required.
Assumes responsibility for assigned services and activities of the Administrative Division within the fire
department including budgeting, payroll, purchasing, accounting, personnel, and
administrative support service.
Coordinates the organization, staffing, and operational activities for the Administrative Division.
Serves as the Board’s Recording Secretary. Prepares agenda packets for board meetings, including the
coordination and review of agenda materials, finalizing agendas and overseeing distribution of the
packets. Attends Board of Directors meetings and is responsible for the minutes and preserves all
records of the Board of Directors.
Participates in the development and implementation of goals, objectives, policies, and priorities;
recommends and implements resulting policies and procedures; oversees the maintenance of the
department’s Policy and Procedure Manual.
Identifies opportunities for improving service delivery methods and procedures; identifies resources
needs, reviews with appropriate management staff and implements improvements.

Directs, coordinates, and reviews the work plan for assigned administrative services and activities;
assigns work activities and projects; monitors work flow; evaluates work products, methods, and
procedures; meets with staff to identify and resolve problems.
Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training;
works with employees to correct deficiencies; implements discipline and termination procedures.
Participates in the development and administration of the district budget; forecasts funds needed 1 for
staffing, equipment, materials, and supplies; monitors, reviews and approves purchase requisitions,
accounts payable, and expenditures; recommends adjustments as necessary; prepares and updates
budget report for the Board of Directors and the Fire Chief.
Serves as the District Human Resources Manager; oversees and participates in personnel administration
functions including recruitment and retention, testing, interviewing, and hiring of new employees, and
volunteer firefighters.
Performs other related duties.
QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or to be
learned within a short period of time in order to successfully perform the assigned duties.
Knowledge of:
•
•
•
•
•
•
•
•
•
•
•

Principals, practices, and methods of governmental administration.
Modern methods and techniques of fire department administration.
Service delivery issues related to fire and emergency medical services (desired).
Principles of business letter writing and basic report preparation.
Principles of grant preparation and sources of funding.
Principles and practices of program development and administration.
Office procedures, methods, and equipment including computers and applicable software
applications, such as word processing, spreadsheets, and databases.
Principles and practices of municipal budget preparation and administration.
Principles and practices of customer service.
Principles of supervision, training, and performance evaluations.
Pertinent federal, state, and local laws, codes, and regulations.

Ability to:
•
•
•
•
•
•
•
•

Oversee and participate in the management and administration of the district budget
Supervise, direct, and coordinate the work of lower level staff.
Participate in the development and administration of division goals, objectives and procedures.
Research, analyze, and evaluate new service delivery methods and techniques.
Prepare and administer division budgets.
Prepare clear and concise administrative and financial reports.
Analyze problems, identify alternate solutions, project consequences of proposed actions and
implement recommendations in support of goals.
Interpret and apply federal, state, and local policies, laws and regulations.

•
•
•
•
•

Prepare clear Board of Directors agenda items.
Operate office equipment, including computers and supporting word processing, spreadsheet,
and database applications.
Adapt to changing technologies and learn functionality of new equipment and systems.
Clearly and concisely, both orally and in writing.
Establish and maintain effective working relationship with those contacted in the course of
work.

Education and Experience
An associate’s degree or higher from an accredited college in an applicable discipline is desired. Any
combination of experience and education which provides the applicant with the level of required
knowledge and abilities may be considered. The ideal candidate will possess a minimum of seven to ten
years’ experience in a senior management role.
Requirements:
•
•
•

Candidate must sign a contract with the fire district agreeing to be a non-tobacco user.
Candidate must have a current Oregon Driver’s License.
Successful candidate shall reside within the district boundaries of Siuslaw Valley Fire and Rescue
within six months of employment. Analyze problems, identify alternate solutions, project
consequences of proposed actions and implement recommendations in support of goals.
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CIVIL SERVICE CLASSIFICATION: Training/Volunteer Coordinator
JOB TITLE: Part-time Training/Volunteer Coordinator
REPORTS TO: Division Chief of Operations
JOB SUMMARY
Under general supervision of the Fire Chief and direct supervision of the Operations Division
Chief, the Training / Volunteer Coordinator plans, organizes, coordinates, manages, and supervises the
activities of all district training and volunteer recruitment and retention programs. Other duties as
directed by the Fire Chief or their designee. Responds to incidents and participates in weekly drills. Paid
a part time salary based on a 20-hour work week as prescribed in the annual budget.
REPRESENTATIVE DUTIES
The following is a list of duties assigned to this position. Nothing in this job description precludes the
addition or removal of any duties assigned to this position:
•

Directs and manages the Fire Department training program; coordinates training programs with
department personnel to avoid scheduling conflicts; establishes and maintains files of varying
training programs; coordinates and oversees alternative volunteer firefighter training programs;
evaluates personnel on progress in training programs; maintains records of training programs
and participants. Provides monthly training related reports to their supervisor.

•

Directs and manages the district volunteer program; coordinates recruitment and retention
programs; works with the Human Resources Manager and Operations Division Chief to oversee
the implementation of volunteer firefighter training programs; evaluates volunteer personnel on
performance. Provides monthly volunteer activity related reports to their supervisor

GENERAL POSITION STANDARDS & REQUIREMENTS
Knowledge of modern fire suppression, emergency medical treatment, emergency equipment and
procedures; knowledge of fire safety procedures, chemical combustion and the various characteristics of
fires; working knowledge of Siuslaw Valley Fire & Rescue policies and procedures; ability to
communicate effectively both orally and in writing; ability to develop comprehensive and informative
training programs, and to effectively instruct department personnel on assigned training programs;
ability to exercise effective leadership, maintain discipline, promote harmony, exercise sound judgment
and establish effective working relationships with fellow employees, Officers, and the general public.

QUALIFICATIONS
Ability to serve and maintain the capability to function in a combat position at their current rank.
DPSST Firefighter-I Certification or the ability to obtain within three months of appointment.
DPSST Fire Instructor-I Certification or the ability to obtain within one year of appointment.
Oregon EMR with the ability to obtain Oregon EMT-Basic certification within two years of appointment.
TRAINING & EXPERIENCE
High school diploma or GED, with an AS Degree in Fire Science or related field desired.
Three years of Company Officer experience desired.
Experience as a Siuslaw Valley Fire & Rescue firefighter highly desired.
Oregon EMT-Basic or higher certification desired.
Ability to use or learn to use Microsoft Office products, internet related software, and other common
office tools.
A combination of training and experience that demonstrates the ability to develop, manage, and
coordinate training and volunteer recruitment and retention programs.
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Under the direction of the Fire Chief / Director and the immediate supervision of the Administration
Division Chief. The Full Time Administrative Assistant provides support in clerical details, maintains data
bases, provides customer service to both internal and external customers, and provides administrative
support to other members of the administrative staff, WLEOG and the Board of Directors.
REPRESENTATIVE DUTIES
The following is a list of duties assigned to this position. Nothing in this job description precludes the
addition or removal of any duties assigned to this position.
Performs receptionist duties, which includes greeting the public in a prompt and professional service
oriented manner.
•
•
•
•
•

Professional appearance.
Customer service oriented.
Receives, screens and transfers telephone calls to the appropriate individual.
Responds politely to inquiries and promptly provides information within the scope of the
position, and refers calls or other inquiries to other parties, as appropriate.
Collects the mail daily from the mailbox and distributes it to the appropriate individuals.

Data entry in a variety of Software programs.
Assists in the maintenance of personnel, medical and training files.
Provides secretarial support to district administrative staff, which includes composing, editing and
typing a variety of correspondence, reports, memoranda and other material, requiring judgment as to
content, accuracy and completeness.
May perform the function of recording secretary to West Lane Emergency Operations Group (WLEOG)
WLAD and SVFR, which includes the preparation of the monthly meeting agendas and supporting
documentation.
Coordinates annual Life Med program.
Submits monthly board notices and other items as directed to the newspaper, prepares monthly
newsletter and other flyers.
Purchase orders, maintains master list of numbers and matches to invoices
IT contact for service requests.
Orders office supplies.

Archive paperwork.
General filing-organizes and maintains.
Office equipment-operates office equipment such as binding machine, ID maker, and laminator.
Mail-Pick up and deliver to appropriate recipients.
Maintain packets for new hires and volunteers to include a master checklist.
Update website to include pictures, minutes, agendas and articles.
Could be required to report to or remain at work beyond normal business hours to assist in the
management of disasters and emergencies that span multiple operational periods.
Other duties as assigned.
ADDITIONAL JOB FUNCTIONS
May perform duties of similar complexity, as required or assigned by the Finance/Human Resource
Manager or the Fire Chief.
QUALIFICATIONS
The following generally describes the knowledge and ability required.
Knowledge of:
•
•
•
•

Computer ability sufficient to use Microsoft Office Word, Excel, Publisher and to learn other
software programs as the need arises.
Must have a sound knowledge and ability in business correspondence, and the ability to
proofread grammar, spelling, and punctuation with a high degree of accuracy.
Must have a broad knowledge of general office skills and equipment
Must be willing to acquire a basic working knowledge of Fire District and Ambulance District
operations, policies and procedures.

Physical capabilities:
•
•
•

Ability to sit at a workstation for extended periods
Ability to stand, walk and drive as needed throughout the day; ability to lift, carry and put away
parcels
Ability to monitor audible communications devices, such as radio, telephone and fax throughout
the day and while performing other duties.

Other Capabilities:
•
•
•
•

Ability to perform work for several individuals, and to handle many interruptions and
adjustments to priorities throughout the day
Ability to communicate effectively in a courteous manner to diverse audiences, including
outside agencies, staff, upper management and volunteer firefighters.
Ability to communicate calmly and effectively with diverse and sometimes upset individuals and
the public
Ability to maintain strict confidentiality

Education and Experience:
Minimum of a High School Diploma, Associate’s degree or higher is desirable. Any combination of work
experience and education which provides the applicant with the required level of knowledge and
abilities may be considered.
Requirements:
Candidates employed after August 2014 will be required to sign an agreement with the fire and
ambulance district agreeing to be tobacco free.
Candidate must have a current Oregon Driver’s License or the ability to obtain within two months of
being hired.
Successful candidate shall reside within the district boundaries of Western Lane Ambulance and Siuslaw
Valley Fire and Rescue within six months of employment.
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Classification: Administration
Position Title: Administrative Division Chief
Reports to: Fire Chief
Pay Class: Salary Exempt
Job Summary
Under the direction of the Fire Chief, directs, manages, supervises, and coordinates all finance and
human resource related activities of the fire district and assists with complex administrative support to
the Fire Chief.
Representative Duties
The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or duties set forth below to address business and changing business practices.
Provides staff assistance to Fire Chief.
Serves as the liaison for assigned Division to other divisions, departments and outside agencies,
negotiates and resolves sensitive and controversial issues.
Attends and participates in professional groups meetings; stays abreast of new trends and innovations in
the disciplines of budget administration and human resources, and management.
Responds to and resolves difficult and sensitive citizen inquiries and complaints.
Assumes responsibility for assigned services and activities of the Administrative Division within the fire
department including budgeting, payroll, purchasing, accounting, personnel, and administrative support
service.
Coordinates the organization, staffing, and operational activities for the Administrative Division.
Serves as the Board's Recording Secretary. Prepares agenda packets for board meetings, including the
coordination and review of agenda materials, finalizing agendas and overseeing distribution of the
packets. Attends Board of Directors meetings and is responsible for the minutes and preserves all
records of the Board of Directors.
Participates in the development and implementation of goals, objectives, policies, and priorities;
recommends and implements resulting policies and procedures; oversees the maintenance of the
department's Policy and Procedure Manual.

Identifies opportunities for improving service delivery methods and procedures; identifies resources
needs, reviews with appropriate management staff and implements improvements.
Directs, coordinates, and reviews the work plan for assigned administrative services and activities;
assigns work activities and projects; monitors work flow; evaluates work products, methods, and
procedures; meets with staff to identify and resolve problems.
Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training;
Works with employees to correct deficiencies; implements discipline and termination procedures.
Participates in the development and administration of the district budget; forecasts funds needed for
staffing, equipment, materials, and supplies; monitors, reviews and approves purchase requisitions,
accounts payable, and expenditures; recommends adjustments as necessary; prepares and updates
budget report for the Board of Directors and the Fire Chief.
Serves as the District Human Resources Manager; oversees and participates in personnel administration
functions including recruitment and retention, testing, interviewing, and hiring of new employees, and
volunteer firefighters.
Performs other related duties.
Qualifications
The following generally describes the knowledge and ability required to enter the job and/or to be
learned within a short period of time in order to successfully perform the assigned duties.
Knowledge of:
•
•
•
•
•
•
•
•
•
•
•

Principals, practices, and methods of governmental administration.
Modem methods and techniques of fire department administration.
Service delivery issues related to fire and emergency medical services (desired).
Principles of business letter writing and basic report preparation.
Principles of grant preparation and sources of funding.
Principles and practices of program development and administration.
Office procedures, methods, and equipment including computers and applicable software
applications, such as word processing, spreadsheets, and databases.
Principles and practices of municipal budget preparation and administration.
Principles and practices of customer service.
Principles of supervision, training, and performance evaluations.
Pertinent federal, state, and local laws, codes, and regulations.

Ability To:
•
•
•
•
•
•

Oversee and participate in the management and administration of the district budget
Supervise, direct, and coordinate the work of lower level staff.
Participate in the development and administration of division goals, objectives and procedures.
Research, analyze, and evaluate new service delivery methods and techniques.
Prepare and administer division budgets.
Prepare clear and concise administrative and financial reports.

•
•
•
•
•
•
•

Analyze problems, identify alternate solutions, project consequences of proposed actions and
implement recommendations in support of goals.
Interpret and apply federal, state, and local policies, laws and regulations.
Prepare clear Board of Directors agenda items.
Operate office equipment, including computers and supporting word processing, spreadsheet,
and database applications.
Adapt to changing technologies and learn functionality of new equipment and systems.
Clearly and concisely, both orally and in writing.
Establish and maintain effective working relationship with those contacted in the course of
work.

Education and Experience
An associate's degree or higher from an accredited college in an applicable discipline is desired. Any
combination of experience and education which provides the applicant with the level of required
knowledge and abilities may be considered. The ideal candidate will possess a minimum of seven to ten
years' experience in a senior management role.
Requirements:
•
•
•

Candidate must sign a contract with the fire district agreeing to be a non-tobacco user.
Candidate must have a current Oregon Driver's License.
Successful candidate shall reside within the district boundaries of Siuslaw Valley Fire and Rescue
within six months of employment.
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Classification: Volunteer
Position: Fire Corps
Reports To: Division Chief of Operations
POSITION SUMMARY
This is a volunteer position that is under the direction of the Volunteer Coordinator or their designee,
assists District personnel in a support functions, primarily within the following areas:
•
•
•
•
•
•

Administration/Clerical
Grant Writing
Photographer
Fire Ground Support / Rehab Personnel
Technical
Fire Prevention

MAJOR DUTIES AND RESPONSIBILITIES SUMMARY
Administration/Clerical: perform administration within a district station or
headquarters, such as data entry, filing of reports and general office duties.
Grant Writer: will work with District staff to identify grant opportunities, write grants, and administer
the awarded grant.
Fire Department Photographer: will work with District staff to obtain photographic and video images,
maintain the District electronic photo and video library, and manage the District ID card program.
Fire Ground Support: assist the Incident Commander in on scene activities to include traffic control,
assisting personnel with replacing empty self-contained breathing bottles, setup and manage a rehab
area during training activities and emergency operations.
Fire Prevention: assist with the installation and maintenance of smoke / CO alarms, address signs, and
participate in public education events.
Technical Support: assists with technical duties to include but not be limited to radio, computer, finger
printing, and other technically related skills.

MINIMUM QUALIFICATIONS
Ability to pass the SVFR background check and drug screen.
Completion of the SVFR Fire Corps orientation program.
Ability to develop productive working relationships with other District personnel, first responder
agencies, and the general public.
Ability to communicate effectively in both oral and written English.
Have a valid driver’s Oregon license and be insurable through the District’s insurance provider for
position that require driving.
WORKING CONDITIONS
Volunteer performs work indoors and outdoors as the situation dictates.
Volunteer may be exposed to temperature extremes depending on weather
conditions, role they are serving in, and fire hazard conditions.
Volunteer can be exposed to intermittent high noise levels such as sirens, engines,
and loud voices.
Volunteer may work with a select team while under direct supervision, and at
times may work with a large group of people.
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Duty Chief
On-Call Position
Under the direction of the Fire Chief and the Operations Division Chief, the Duty Chief provides 24 hour
a day leadership and guidance to the Officers and Firefighters of Siuslaw Valley Fire & Rescue (SVFR).
This is an on-call position that can be filled by any qualified district officer. The Duty Chief is paid a
stipend as prescribed in the annual budget for each week they provide coverage.
REPRESENTATIVE DUTIES
The following is a list of duties assigned to this position. Nothing in this job description
precludes the addition or removal of any duties assigned to this position.
Ensures the district has adequate fire and rescue protection services available by monitoring emergency
response and firefighter availability software.
Functions as the Incident Commander (IC) during complex incidents involving a multi company response.
Serves as the direct supervisor to responding Company Officers during incident response, and other
district related activities occurring outside of normal working hours.
Assists the district safety officer in accident and injury investigations that occur during their shift.
Ensures the safety and welfare of district personnel serving under their command.
Advises the Fire Chief and/or their designee of significant events and incidents as described in the Duty
Chief Procedure.
Coordinates out of district and mutual responses to include but not limited to conflagration activations
and mutual requests.
Assists district personnel with work related injuries, illnesses, and exposures with obtaining appropriate
medical care.
Reports work related injuries, illnesses, and exposures involving district personnel to the appropriate
district administrative staff to include in a timely manner.
Handles customer complaints and provides timely verbal notification to appropriate district
administrative staff.

Prepare and submit professionally written documentation of significant events to appropriate district
administrative staff in a timely manner. Significant events can include but are not limited to customer
complaints, worker injuries, exposures, illnesses, accidents, and near miss situations.
Ensures incident response reports for calls occurring during their shift are completed and submitted in a
timely manner.
Other duties as assigned.
QUALIFICATIONS
Ability to serve in a combat position.
Completion Duty Chief Task Book.
Approval of the Operations Division Chief to serve as the Duty Chief.
Knowledge of:
•
•
•

Incident Command System
Basic supervision practices
District policies and procedures

Physical capabilities:
Ability to pass all medical and physical ability tests required of a combat position.
Training and Experience:
Minimum of three years of experience as a company officer and the successful completion of
the Duty Officer Task Book.

Siuslaw Valley Fire and Rescue
Duty Officer Report Log
Assigned Week of Tuesday ___________ to Tuesday ___________
Assigned Duty Officer ____________________________________
Please list in the proper time box, anyone that substituted for 2 hours or more during the above duty week.
12 midnight
to 8 am

8 am to 12 noon

Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Monday
Tuesday

Emergency Events during the week
Structural Fires
Brush Fires
M.V.A.
Misc. Rescues
Medical Assist

Major Events during the week

12 noon to 4 pm

4 pm to 8 pm

8 pm to
12 midnight

Firefighters Injuries During the Week
District Apparatus or Equipment involved in any accidents. (Include accident reports)

Other Notable Events During the Week

Processing;
Completed form to be submitted to Office Administrator within 3 days of completion of
assigned duty week.

DATE SUBMITTED:

SIGNED BY RECEIVING ADMINISTRATOR
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Classification: Volunteer
Position: Lieutenant
Reports To: Division Chief of Operations
Position Description
Under the direction of the Operations Chief or their designee, the Lieutenant is responsible for the
supervision of a fire company at the station, during training, and emergency response. In the absence of
a Captain, the Lieutenant acts as supervisor and assumes the duties as the incident commander when
first on scene of an emergency. The Lieutenant shall supervise, train, and evaluate subordinates.
Examples of Duties
The Lieutenant shall have knowledge of principles, practices and procedures of protecting lives
and property, operational procedures of the fire district, and the operation and maintenance of
apparatus and equipment used in modern firefighting activities.
The Lieutenant shall have knowledge of first aid and CPR, as well as local geography including the
location of streets and hydrants.
The Lieutenant shall communicate clearly and concisely in both verbal and written format.
The Lieutenant shall be able to operate and train others in the use of station apparatus and equipment
in accordance to all DPSST standards.
Qualifications
Certified through DPSST as an Apparatus Operator and Pump Operator
Qualified to operate Engines, Tenders, and Quick Attacks.
The Lieutenant shall have three (3) years firefighting experience with Siuslaw Valley Fire and Rescue or a
combination of appropriate experience.
Successful completion of all required incident command system (NIMS) training.
Be in good standing with the District and all supervisors.
Maintains an annual minimum drill attendance of 75 percent.

Skills Knowledge and Abilities
Effective communication, oral and written, with supervisors, peers and public.
Understanding and following work rules, and suggested operating guidelines.
Read, write, add and subtract.
Knowledge of national, state and local laws and fire/safety laws.
Organize, direct and coordinate written and oral reports.
Skilled in driving, and use of computer, typewriter, telephone, two-way radio.
Knowledge of fire protection systems, water supply, building construction, direct fire and rescue
operations, disaster control and extinguishment of combustible and flammable materials.
Skills in firefighting, EMS, fire scene command and public relations.
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Classification: Volunteer
Position Title: Captain
Reports To: Division Chief of Operations
Position Description:
Under the direction of the Operations Chief or their designee, the Captain is responsible for the
supervision of a fire company at the station, during training, and emergency response. The Captain acts
as the station supervisor and assumes the duties as the incident commander when first on scene of an
emergency. The Captain shall supervise, train, mentor, and evaluate subordinates.
Examples of Duties
The Captain shall have knowledge of principles, practices and procedures of protecting lives and
property, operational procedures of the fire district, and the operation and maintenance of apparatus
and equipment used in modern firefighting activities.
The Captain shall have knowledge of first aid and CPR, as well as local geography including the location
of streets and hydrants.
The Captain shall communicate clearly and concisely in both verbal and written format.
The Captain shall operate apparatus and equipment in modern firefighting activities in accordance to all
DPSST standards...
The Captain shall mentor and lead subordinate personnel in a positive and professional manner that
promotes goodwill and cohesiveness among team members.
Qualifications
Certified through DPSST as an Apparatus Operator and Pump Operator
Qualified to operate Engines, Tenders, and Quick Attacks.
The Captain shall have three (3) years firefighting experience with Siuslaw Valley Fire and Rescue or a
combination of appropriate experience.
Successful completion of all required incident command system (NIMS) training.

Be in good standing with the District and all supervisors.
Maintains an annual minimum drill attendance of 75 percent.
Skills Knowledge and Abilities
Effective communication, oral and written, with supervisors, peers and public.
Understanding and following work rules, and suggested operating guidelines.
Read, write, add and subtract.
Knowledge of national, state and local laws and fire/safety laws.
Organize, direct and coordinate written and oral reports.
Skilled in driving, and use of computer, typewriter, telephone, two-way radio.
Knowledge of fire protection systems, water supply, building construction, direct fire and rescue
operations, disaster control and extinguishment of combustible and flammable materials.
Skills in firefighting, EMS, fire scene command and public relations.
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Civil Service Classification: Fire Captain
Job Title: Fire Captain, Hourly Employee
Reports To: Operations Division Chief
JOB SUMMARY
Under direction, to have charge of a fire company; to directly supervise fire department personnel, and
to do other work as required.
ESSENTIAL JOB FUNCTIONS
Responds to alarms, selects proper route to be taken to the fire, and as required, orders placement of
the apparatus and equipment in proper positions for efficient operations; makes decisions as to the best
methods and equipment to use in extinguishing the fire and saving lives, unless relieved of command by
a higher ranking officer; supervises and assists in the laying of hose lines, the direction of water streams,
pressure of streams, placement of ladders, ventilation of buildings, and rescue of persons; administers
emergency medical treatment; supervises and conducts salvage and clean-up operations; sees that
equipment is returned to its proper place and serviced after the fire has been extinguished.
Oversees and supervises the maintenance of all stations, apparatus and equipment and inspects them to
see that they are in good condition; inspects personnel and maintains discipline; transmits orders and
information to his/her company; maintains records.
The ability to perform, instruct, supervise and properly document all tasks expected of a
Firefighter/Engineer.
Inspects business establishments, residences, public buildings, and other structures to enforce laws,
ordinances, and regulations pertaining to the prevention of fires; attempts to secure compliance with
fire prevention regulations, by encouragement of violators to repair buildings and stop activities
violating them; reports violations of building codes to building officials; refers persistent violators to
Chief or their designee; distributes educational information on fire prevention; prepares reports and
maintains records of inspection.
Ensures the safety of their company at all times. Ensures their company is trained and prepared to
respond to emergencies. Provides an excellent example for subordinate members of the fire
department to follow. Provides excellent customer service to the citizens they encounter while
performing their duties.
Keep personnel under their supervision, safe, trained, and prepared to deliver effective emergency
service. Lead personnel effectively and maintain discipline; maintain records and submit reports.

Knowledge of principles, practices, and procedures of modern firefighting and of the saving of lives and
property, as applied to structures and conditions in the district, rules and regulations of the fire
department; operation and maintenance of the types of apparatus and the equipment used by the Fire
Department coupled with the ability to direct the efficient use of such apparatus; principles and
practices involved in training firefighters; water mains, fire hydrants, geography and major fire hazards
of the district; first aid and resuscitation practices; local, state, and national safety codes, ordinances,
and laws relating to fire prevention; building materials and construction, and of the principles of
combustion; supervision, management and organizational principles.
Highly organized, dependable, and ability to keep matters confidential. Clear, concise oral and written
communication to present reports. Establish and maintain effective working relationships with directors
or supervisors, employees, and coworkers.
Other duties as assigned.
REQUIRED EDUCATION, DEGREES, CERTIFICATES, AND/OR LICENSES
Graduation from high school or a valid GED.
Associates Degree in Fire Science or a related field from an accredited college (preferred), or a minimum
of fifty credit hours from an accredited college towards a related field of study (highly desired).
Minimum of the Oregon DPSST certification as a Firefighter-1 or the ability to obtain within six months
hire.
Successful completion of a company officer training program and related position task book or the
ability to so within six months of hire.
Minimum of an Oregon Health Division EMT-Basic certification or the ability to obtain within six months
of hire. Five years of experience as a firefighter / engineer in a comparable or larger fire department.
(Preferred)
Possess a valid Oregon Driver’s License.
EQUIPMENT
Operates office equipment, such as computers and software, calculator, copy machine, scanner,
shredder, fax machine, and multi-line telephone.
PHYSICAL REQUIREMENTS
Must be able to pass a medical physical exam, based on NFPA 1582. - Sits, stands for extended periods
of time.

CONDITIONS OF EMPLOYMENT
Meet or exceed all requirements for a Full Time Firefighter / Engineer.
•
•
•
•
•

Pass a Criminal Background and Reference Check.
Successful Completion of the district Physical Ability Exam or current CPAT certificate.
Successful Completion of a medical physical exam in accordance to NFPA 1582.
Pass Pre-Employment Drug Screening.
Work flexible hours and overtime as required.

The examples of duties are intended only as illustrations of the various types of work performed. The
omission of specific statements of duties does not exclude them from the position if the work is
similar, related, or a logical assignment to the position.
The job description does not constitute an employment agreement between the Fire Captain and the
district. This job description is subject to change by the Fire Chief as needed.
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GENERAL PURPOSE
Protect life and property by performing firefighting, emergency aid, hazardous materials, and fire
prevention duties.
Maintain fire equipment, apparatus, and facilities.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Perform firefighting activities including driving fire apparatus, operating pumps and related equipment,
laying hose, and performing fire combat, containment and extinguishment tasks.
Perform emergency aid activities including administering first aid and providing other assistance as
required.
Participate in fire drills, attend classes in firefighting, emergency medical, hazardous materials, and
related subjects.
Receive and relay fire calls and alarms. Operate radio and other communication equipment.
Participate in the inspection of buildings, hydrants, and other structures in fire prevention programs.
Maintain fire equipment, apparatus and facilities. Perform repairs to departmental equipment.
Perform general maintenance work in the upkeep of fire facilities and equipment; clean and wash walls
and floors; care for grounds around station; make repairs; wash, hang and dry hose; wash, clean, polish,
maintain and test apparatus and equipment.
Assist in developing plans for special assignments such as emergency preparedness, hazardous
communications, training programs, firefighting, hazardous materials, and emergency aid activities.
Present programs to the community on safety, medical, and fire prevention topics.
Perform salvage operations such as throwing salvage covers, sweeping water, and removing debris.
Performs duties as a certified EMT-Basic according to criteria and standards set forth by the district,
Medical Program Director, and the State of Oregon.
Other duties as assigned by supervisors.

PERIPHERAL DUTIES
May act as the Company Officer, when necessary, and qualified.
Assists in department administrative activities as assigned.
Assists in supervising other firefighters as required.
Assists in training new employees as assigned.
Conducts basic fire inspections.
DESIRED MINIMUM QUALIFICATIONS
Education and Experience:
•
•
•
•

High School graduation or GED equivalent.
Successful completion of Emergency Medical Technician Basic and Firefighter I courses. Paid Call
Firefighters employed by the district prior to December 2013 are only required to be certified in
Healthcare Provider Level CPR.

Necessary Knowledge, Skills and Abilities:
•
•
•
•
•
•
•
•
•
•

Working knowledge of driver safety.
Working knowledge of current emergency medical patient care practices.
Ability to learn the operation of fire suppression and other emergency equipment.
Ability to learn to apply standard firefighting, emergency aid, technical rescue, hazardous
materials, and fire prevention techniques.
Ability to perform strenuous or peak physical activities during emergency, training or station
maintenance activities for prolonged periods of time under conditions of extreme heights,
intense heat, cold or smoke.
Ability to act effectively in emergency and stressful situations.
Ability to follow verbal and written instructions.
Ability to effectively communicate in writing and verbally.
Ability to establish effective working relationships with employees, other agencies, and the
general public.
Ability to make independent judgments which have considerable impacts on the organization.

SUPERVISION RECEIVED
Works under the general supervision of a Company Officer.
SUPERVISION EXERCISED
None.

RESPONSIBILITY FOR PUBLIC CONTACT
Frequent contact requiring courtesy, discretion, and sound judgment.
JOB REQUIREMENTS
A valid Oregon driver's license without any restrictions
First Aid & CPR Training as required by the DPSST. EMT-Basic certification is highly encouraged.
Oregon DPSST Firefighter-1 certification within one year of hire.
Completion of any assigned position task book(s) with the prescribed time frame.
Ability to pass all required candidate and incumbent physical fitness and medical examinations
TOOLS AND EQUIPMENT USED
To include but not limited to personal computer; fax machine; telephone; measuring devices; camera;
power tools; hand tools; chain saws; shovels; brooms; ladders; exhaust fans; automobile; fire truck;
ambulance; patient restraints; medical aid equipment; oxygen; heavy extrication equipment; electronics
test equipment; patient lifting devices; breathing apparatus; steel-tip boots; hearing and eye protection;
personal protective equipment and clothing.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Due to the nature of this job, reasonable
accommodations will not be made to enable individuals with disabilities to perform the essential
functions. Firefighting is performed in hazardous conditions under emergency circumstances making
physical ability to do the job a safety requirement. Therefore, firefighters shall be fit for duty.
While performing the duties of this job, the employee is frequently required to stand; walk; use hands
and fingers to feel, handle, or operate objects, tools, or controls; and reach with hands and arms. The
employee is occasionally required to sit, climb, balance, stoop, kneel, crouch, crawl, talk, hear, taste and
smell.
The employee must frequently lift and/or move up to 50 pounds and occasionally lift and/or move up to
130 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception, and the ability to adjust focus.
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee regularly works in outside weather conditions,
including temperature extremes, during day and night shifts. Work is often performed in emergency and
stressful situations. Individual is exposed to hearing alarms and hazards associated with fighting fires

and rendering emergency medical assistance, including smoke, noxious odors, fumes, chemicals, liquid
chemicals, solvents and oils.
The employee occasionally works near moving mechanical parts, in high, precarious places and is
occasionally exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic
chemicals, risk of electrical shock, and vibration. It is reasonably anticipated that the individual will be
exposed to blood-borne pathogens and other infectious materials in the course of their duties.
The noise level in the work environment is usually moderate, except during certain firefighting or EMT
activities when noise levels may be loud.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if the
work is similar, related or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and requirements of
the job change.
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GENERAL PURPOSE
Protect life and property by performing firefighting, emergency aid, hazardous materials, and fire
prevention duties. Maintain fire equipment, apparatus, and facilities.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Perform firefighting activities including driving fire apparatus, operating pumps and related equipment,
laying hose, and performing fire combat, containment and extinguishment tasks.
Perform emergency aid activities including administering first aid and providing other assistance as
required. Participate in fire drills, attend classes in firefighting, emergency medical, hazardous materials,
and related subjects. Receive and relay fire calls and alarms. Operate radio and other communication
equipment. Participate in the inspection of buildings, hydrants, and other structures in fire prevention
programs. Maintain fire equipment, apparatus and facilities. Perform repairs to departmental
equipment.
Perform general maintenance work in the upkeep of fire facilities and equipment; clean and wash walls
and floors; care for grounds around station; make repairs; wash, hang and dry hose; wash, clean, polish,
maintain and test apparatus and equipment.
Assist in developing plans for special assignments such as emergency preparedness, hazardous
communications, training programs, firefighting, hazardous materials, and emergency aid activities.
Present programs to the community on safety, medical, and fire prevention topics.
Perform salvage operations such as throwing salvage covers, sweeping water, and removing debris.
Performs duties as a certified EMT-Paramedic according to criteria and standards set forth by the
district, Medical Program Director, and the State of Oregon.
Other duties as assigned by supervisors.

PERIPHERAL DUTIES
May act as the Company Officer, when necessary, and qualified.
Assists in department administrative activities as assigned. Assists in supervising other firefighters as
required. Assists in training new employees as assigned.
Conducts basic fire inspections.
DESIRED MINIMUM QUALIFICATIONS
Education and Experience:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

High School graduation or GED equivalent.
Successful completion of Emergency Medical Technician Paramedic and Firefighter I courses.
Necessary Knowledge, Skills and Abilities: Working knowledge of driver safety.
Working knowledge of current emergency medical patient care practices.
Ability to learn the operation of fire suppression and other emergency equipment.
Ability to learn to apply standard firefighting, emergency aid, technical rescue, hazardous
materials, and fire prevention techniques.
Ability to perform strenuous or peak physical activities during emergency, training or station
maintenance activities for prolonged periods of time under conditions of extreme heights,
intense heat, cold or smoke.
Ability to act effectively in emergency and stressful situations.
Ability to follow verbal and written instructions.
Ability to effectively communicate in writing and verbally.
Ability to establish effective working relationships with employees, other agencies, and the
general public.
Ability to make independent judgments which have considerable impacts on the organization.
Ability to effectively communicate in writing and verbally.
Ability to establish effective working relationships with employees, other agencies, and the
general public.

SUPERVISION RECEIVED
Works under the general supervision of a Company Officer.
SUPERVISION EXERCISED
None.

Back to Table of Contents

SIUSLAW VALLEY FIRE AND RESCUE

SECTION NUMBER: 1.44

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 7/07/2014

DIVISION TITLE: ADMINISTRATIVE POLICIES – JOB DESCRIPTIONS

REVISION DATE: 7/01/2015

SECTION TITLE: FULL TIME FIREFIGHTER/ENGINEER

REVIEWED DATE:

Civil Service Classification: Firefighter Engineer
Position: Full Time Firefighter / Engineer, Hourly Employee
Supervision from: Fire Captain
JOB DEFINITION
Under general supervision, performs specialized firefighting work involving driving, operation and
maintenance of fire apparatus, and firefighting equipment; provides emergency medical treatment to
sick and injured patients; fights fires and assists in the protection of life and property; participates in fire
prevention work and does other related work as required.
EXAMPLES OF DUTIES
Responds to alarms, connects and lays hose, connects hose to hydrants, pumps and nozzles; rescues
endangered persons, uses cutting and forcible entry tools; enters burning buildings with high pressure
hose lines, operates nozzles, and directs streams of water as assigned; carries, raises, lowers and climbs
ladders; makes forcible entry into buildings when necessary; ventilates burning buildings, assists in
operations to insure that fire is completely extinguished, assists in salvage and cleanup operations,
operates and maintains resuscitation equipment; must become proficient in performing duties of
ambulance driver or attendant; may act as engineer in the absence of regular engineer, cleans and
services fire-fighting equipment; inspects and tests equipment carried on department fire trucks; assists
in the maintenance of clean and orderly conditions in and about department fire stations; tests, washes,
and dries hose; drills with engine company members, completing training in all pertinent firefighting
techniques; studies the District’s water supply, geography and rules and regulations of the department;
studies fire hazards and fire-fighting techniques; attends drills and staff conferences; obeys orders of
superiors.
Responds to medical calls and provides medical care at the BLS level; assists with search and rescue
requests, technical rescues and responds to water rescues at the operational level. Assists with and
participates in training.
Primary responsibilities include, but are not limited to; engine maintenance and repair, small tool repair,
SCBA service and maintenance and repair; ATV maintenance and repair, station maintenance and repair,
annual hose testing, pump testing, foam testing and maintenance. Ladder Truck service and annual
service of all support vehicles, record maintenance for all service and repairs, build training props and
any other associated duties as assigned.
Drives fire apparatus to scene of the fire and ‘spots’ apparatus; prepares for pumping operations,
assumes continuous responsibility for pumping operations and maintaining a constant supply of water
at specified pressures for firefighting purposes; calculates correct pumping pressure in order to insure

the desired nozzle pressure; performs any basic firefighting duties, including laddering, forcible entry,
rescue, EMS, ventilation, exposure protection, and salvage work as required; keeps officer in charge
informed on pumping operations; assumes primary responsibility for maintenance, inspection, repairs,
and adjustment of department apparatus and equipment; and services and cleans same, to assure good
working condition; inspects and tests department apparatus and other equipment and maintains logs on
each; drills with assigned apparatus and other equipment, studies water supply, hydraulics, geography
of the
District, local ordinances, regulations, and policies directly related to the work of the Department; keeps
abreast of the first aid principles and techniques; may respond with ambulance to emergency calls;
tests, washes, dries and changes hose carried on pumper; inspects commercial and residential
structures as a part of regular and continuing fire company responsibility to insure compliance with
federal, state, and local fire prevention laws; performs housekeeping and maintenance work around
quarters; may train or assist in training district personnel.
MINIMUM QUALIFICATIONS AND JOB REQUIREMENTS
Knowledge of:
•

Know the principles of hydraulics, as they apply to firefighting; the proper use and limitations of
pump engines and other fire apparatus and equipment; geography of District, hydrant locations,
main sizes, water pressures and the location and physical conditions of major structures; rules
and regulations, policies and procedures of the Department; federal, state and local laws and
regulations governing fire prevention and safety; knowledge of building materials, construction
methods and zoning.

Ability to:
•

Understand and act in accordance with departmental policies, rules, instructions and written
material in the field of firefighting and the ability to learn firefighting techniques and
procedures, together with skill in applying such techniques to specific situations; mechanical
ability as required in the operation of firefighting equipment; drive a firefighting apparatus
safely and in accordance with traffic laws and ordinances; comprehend written material in the
field of firefighting; analyze fire and driving situations and adopt effective courses of action;
retain presence of mind in emergency situations; understand and carry out verbal and written
directions.

•

Drive and operate pump engine properly and safely in conformance with established
departmental procedures; react quickly and calmly in emergency situations; perform prolonged
and arduous work under adverse conditions with energy and perseverance; read and
understand information relating to firefighting methods and equipment.

•

Other duties as assigned

Education:
•
•

Graduation from high school or a GED.
Associates Degree or higher in a relevant field of knowledge is highly desirable

Certifications required:
•
•
•
•
•
•

Possession of a valid Oregon Class C driver’s license
Oregon Health Division EMT-Basic or higher, or ability to obtain within the probationary
period.
Oregon DPSST Firefighter-1, or ability to obtain within the probationary period.
Successful completion of the SVFR Driver / Operator training program within six months
of hire.

Physical:
•

Successful completion of the district physical agility exam or current CPAT certificate. Successful
completion of a medical physical exam in accordance to NFPA 1582.

The examples of duties are intended only as illustrations of the various types of work performed. The
omission of specific statements of duties does not exclude them from the position if the work is
similar, related or a logical assignment to the position.
The job description does not constitute an employment agreement between the Full Time Firefighter
Engineer and the district. This job description is subject to change by the Fire Chief as needed.
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Under the direction of the Fire Chief / Director and the immediate supervision of the Administration
Division Chief. The Full Time Administrative Assistant provides support in clerical details, maintains data
bases, provides customer service to both internal and external customers, and provides administrative
support to other members of the administrative staff, WLEOG and the Board of Directors.
REPRESENTATIVE DUTIES
The following is a list of duties assigned to this position. Nothing in this job description precludes the
addition or removal of any duties assigned to this position.
Performs receptionist duties, which includes greeting the public in a prompt and
professional service oriented manner.
•
•
•
•
•

Professional appearance
Customer service oriented
Receives, screens and transfers telephone calls to the appropriate individual
Responds politely to inquiries and promptly provides information within the scope of the
position, and refers calls or other inquiries to other parties, as appropriate.
Collects the mail daily from the mailbox and distributes it to the appropriate individuals

Data entry in a variety of Software programs.
Assists in the maintenance of personnel, medical and training files.
Provides secretarial support to district administrative staff, which includes composing, editing and
typing a variety of correspondence, reports, memoranda and other material, requiring judgment as to
content, accuracy and completeness.
May perform the function of recording secretary to West Lane Emergency Operations Group (WLEOG)
WLAD and SVFR, which includes the preparation of the monthly meeting agendas and supporting
documentation.
Coordinates annual Life Med program
Submits monthly board notices and other items as directed to the newspaper, prepares monthly
newsletter and other flyers.
Purchase orders, maintains master list of numbers and matches to invoices
IT contact for service requests

Orders office supplies
Archive paperwork
General filing-organizes and maintains
Office equipment-operates office equipment such as binding machine, ID maker, and laminator.
Mail-Pick up and deliver to appropriate recipients
Maintain packets for new hires and volunteers to include a master checklist
Update website to include pictures, minutes, agendas and articles
Could be required to report to or remain at work beyond normal business hours to assist in the
management of disasters and emergencies that span multiple operational periods.
Other duties as assigned
ADDITIONAL JOB FUNCTIONS
May perform duties of similar complexity, as required or assigned by the Finance/Human Resource
Manager or the Fire Chief.
QUALIFICATIONS
The following generally describes the knowledge and ability required.
Knowledge of:
•
•
•
•

Computer ability sufficient to use Microsoft Office Word, Excel, Publisher and to learn other
software programs as the need arises.
Must have a sound knowledge and ability in business correspondence, and the ability to
proofread grammar, spelling, and punctuation with a high degree of accuracy.
Must have a broad knowledge of general office skills and equipment
Must be willing to acquire a basic working knowledge of Fire District and Ambulance District
operations, policies and procedures.

•
Physical capabilities:
•
•
•

Ability to sit at a workstation for extended periods
Ability to stand, walk and drive as needed throughout the day; ability to lift, carry and put away
parcels
Ability to monitor audible communications devices, such as radio, telephone and fax throughout
the day and while performing other duties.

Other Capabilities:
•
•
•
•

Ability to perform work for several individuals, and to handle many interruptions and
adjustments to priorities throughout the day
Ability to communicate effectively in a courteous manner to diverse audiences, including
outside agencies, staff, upper management and volunteer firefighters.
Ability to communicate calmly and effectively with diverse and sometimes upset individuals and
the public
Ability to maintain strict confidentiality

Education and Experience
Minimum of a High School Diploma, Associate’s degree or higher is desirable. Any combination of work
experience and education which provides the applicant with the required level of knowledge and
abilities may be considered.
Requirements
Candidates employed after August 2014 will be required to sign an agreement with the fire and
ambulance district agreeing to be tobacco free.
Candidate must have a current Oregon Driver’s License or the ability to obtain within two months of
being hired.
Successful candidate shall reside within the district boundaries of Western Lane Ambulance and Siuslaw
Valley Fire and Rescue within six months of employment.
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SECTION TITLE: FISCAL POLICY

REVIEWED DATE:

PURPOSE
In order to deliver efficient, cost effective service to the public, and meet the State and
Federal regulations, Siuslaw Valley Fire and Rescue (SVFR) must operate within acceptable
fiscal standards. The following guidelines should facilitate expenditure of funds approved in
the current budget as well as provide a means to deal with unknown contingencies.
The Board of Directors shall act as the “Contract Review Board” in accordance with
ORS 279A.060.
All purchasing shall conform to regulations contained in the “State of Oregon, Attorney
General’s Public Contracts Manual” current edition adopted by the Board of Directors in
2016.
Quotes will be obtained and recorded on all major purchases unless specified otherwise.
All budgeted single item expenditures for goods and services (not involving public
improvements) will be made within the following guidelines. (OAR 137-047-0000
through OAR 137-047-0800)
•

$1,000 or less – Shall have the approval of the individual employee responsible for that
area of the budget, or their designee.

•

$1,001 to $2,500 – Shall have the approval of the Division Chief responsible for control
of that area of the District budget, the Administrative Division Chief, and the
Chief/Director.

•

$2,501 to $10,000 – Shall require the approval of the Chief/Director. All requests for
approval shall have a minimum of three (3) competitive quotes recorded on the
appropriate form before expenditure is made. If three quotes are not obtainable the
purchaser shall document the steps taken in an attempt to obtain three price quotes.

•

$10,001 to $75,000 – Shall have the approval of the Board of Directors prior to
commitment. All requests for approval shall have a minimum of three (3) competitive
quotes recorded on the appropriate form before expenditure is made. If three quotes
are not obtainable the purchaser shall document the steps taken in an attempt to
obtain three price quotes.

•

$75,001 and above – Shall require formal sealed bids or requests for proposals, or a
cooperative procurement arrangement permitted by State adopted contracting rules,
or by following an approved exception process outlined in the rules.

All budgeted single item expenditures for consultants, architects, land surveying and
related service contracts will be made within the following guidelines. (OAR 137-48-000
through OAR 137-48-0320)
•

$25,000 or less the Chief/Director may enter into a contract without a selection process
as permitted in the rules.

•

$25,001 to $150,000 the Board of Directors may use an informal selection procedure to
award a contract as permitted by the rules.

•

Greater than $150,000 The Board of Directors must use a formal selection process to
award a contract as provided for in the rules.

All budgeted single item expenditures involving public improvements will be made within
the following guidelines. (OAR 137-49-0000 through OAR 137-49-0910)
•

$1,000 or less – Shall have the approval of the individual employee responsible for that
area of the budget, or his designee.

•

$1,001 to $2,500 – Shall have the approval of the Division Chief responsible for control
of that area of the District budget, the Administrative Division Chief, and the
Chief/Director.

•

$2,501 to $10,000 – Shall have the approval of the Chief/Director. All requests for
approval shall have a minimum of three (3) competitive quotes recorded on the
appropriate form before expenditure is made. If three quotes are not obtainable the
purchaser shall document the steps taken in an attempt to obtain three price quotes.

•

$10,001 to $75,000 – Shall have the approval of the Board of Directors prior to
commitment. All requests for approval shall have a minimum of three (3) competitive
quotes recorded on the appropriate form before expenditure is made. If three quotes
are not obtainable the purchaser shall document the steps taken in an attempt to
obtain three price quotes.

•

$75,000 and above – Shall require formal sealed bids or requests for proposals or a
Cooperative procurement arrangement permitted by the rules, or by following an
approved exception process outlined in the rules.

Any deviation from the approved budget document shall have the approval of the Board
of Directors as per Oregon Budget Law requirements.
The Board may authorize the Chief/Director or his/her designee to issue credit/debit
cards, on a limited and highly accountable basis, to those key staff members requiring
those instruments. The card dollar limits will be periodically reviewed by the
Administrative Division Chief and will be reflective of the limits established in section
00.4 above.
The Chief/Director will establish internal fiscal controls to ensure close monitoring of all
financial operations addressed in this policy.
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PURPOSE
To align with the Fiscal Policy of Siuslaw Valley Fire and Rescue. The purpose of the purchase order is to
track cash flow from one department to another and to ensure budget accountability. The purchase
order process serves to provide information from the originator to Accounts Payable.
ALL DISTRICT PURCHASES WILL BE MADE AS FOLLOWS
$1.00 to $1,000- Purchases do not require a purchase order but shall have the approval of the individual
employee responsible for that area of the budget, or their designee.
$1,001 to $2,500- Shall have a purchase order and the approval of the Division Chief responsible for
control of that area of the District budget.**
$2,501 to $10,000- Require a purchase order and the approval of the Chief Director. All purchase orders
must be accompanied by the minimum of three (3) competitive quotes before the expenditure is made.
If three quotes are not obtainable the purchaser shall document the steps taken to obtain three price
quotes. If the purchase is from a sole source provider documentation must accompany the purchase
order.
$10,000 to $75,000- Shall have the approval of the Board of Directors by resolution prior to
commitment. All requests require a purchase order and must be accompanied by the minimum of three
(3) competitive quotes before the expenditure is made. If three quotes are not obtainable the purchaser
shall document the steps taken to obtain three price quotes. If the purchase is from a sole source
provider documentation must accompany the purchase order.
$75,000 and above shall require formal sealed bids or requests for proposals, or cooperative
procurement arrangement permitted by State adopted contracting rules, or by following an approved
exception process outlined in the rules.
Exception: If there is a crew assigned to a conflagration and the need to make a purchase that would
normally require a purchase order should arise, the highest-ranking person will have the authority to
make the purchase and the responsibility to complete the purchase order upon return to the district.
Additionally, the highest-ranking person shall make contact with the Division Chief of Operations at the
first possible opportunity.
**If the Division Chief for the area of budget is unavailable the purchase order must be approved by
either the Administrative Division Chief or the Chief Director.
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PURPOSE
In order to gain and preserve the public trust the District must be vigilant in its protection of
the public resources entrusted to it. Siuslaw valley Fire and Rescue (SVFR) must operate within
strict fiscal guidelines to protect not only today’s programs but the ability for the District to
operate in the future. The purpose of this policy is to adopt the necessary portions of the
Oregon Public Contracting Code as identified in Oregon Revised Statutes Chapters 279A, 279B,
& 279C to ensure the District is compliant with model public purchasing and public contracting
guidelines. This policy additionally assigns responsibility to appropriate members of the
District to ensure this policy is enforced.
POLICY
SVFR shall develop purchasing guidelines and contracting guidelines that are compliant with
“The Oregon Public Contracting Code” and identified in the preceding section of this policy.
Specifically, the District’s purchasing guidelines shall identify procedures for small,
intermediate and large purchases, sole source provider purchases, emergency purchases and
“special” purchases. The Board of Directors of SVFR retains the right as the “Public Contract
Review Board” as allowed in ORS 279A.060. The District reserves the right for its legal counsel
to review all public contracts before signing. The District’s purchasing procedures shall also
comply with adopted auditing practices.
RESPONSIBILITIES
The President of the Board, upon majority ratification of the Board of Directors shall be
authorized to sign Public Purchasing Contracts on behalf of SVFR.
The Chief/Director is responsible for insuring guidelines are implemented that ensure
compliance with the Oregon Public Contracting Code.
Program managers are responsible for following the District’s guidelines in procuring goods
and services necessary to run their programs.
All personnel are responsible for following the District’s guidelines when purchasing goods and
services for the District on a day to day basis.

NON-COMPLIANCE
Failure to follow the District’s adopted purchasing guidelines is considered a serious violation
and may result in revocation of the purchasing privileges and other disciplinary action up to
and including termination.
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MISSION STATEMENT
To preserve and improve the quality of life for all who live, work, visit, and invest in the City of Florence
and the rural area that surrounds the city, through the efficient delivery of emergency services
supported by aggressive fire prevention and public education.
VALUES
Excellence, by striving to set the standard for buildings and equipment, educational programs, and
emergency services through leadership, vision, innovations, and dedication to our work.
Fiscal accountability, by being responsible and efficient in ensuring the financial health of the district
today and for generations to come.
Partnerships, by fostering an atmosphere of cooperation, trust, and resourcefulness with our patrons,
co-workers, and neighboring emergency services agencies.
Customers, by interacting with people in a responsive, considerate, and efficient manner.
Staff, by honoring the contributions of each employee and volunteer and recognizing them as essential
to accomplishing our mission.
QUALIFICATIONS
A Director of Siuslaw Valley Fire and Rescue must be a voter within the boundaries of the fire district.
INDEMNITY
The Board of Directors is entitled to indemnification under the Oregon Tort Claims Act (OTCA). When
the Board is acting within the course and scope of their elected position, OTCA states that, “The sole
cause of action for any tort of officers, employees, or agents of a public body acting within the scope of
their employment or duties…shall be an action against the public body only”. When a Board member
acts outside the course and scope of his/her elected position, he/she has no protection under OTCA.

THE BOARD OF DIRECTORS AS A TEAM
The Board of Directors of Siuslaw Valley Fire and Rescue works together as a team of volunteers elected
to represent district residents. The board is charged with developing policies, providing vision, and
evaluating district functions and operations. The board conducts its business through the deliberations
of agenda topics to reach sound decisions and provide clear direction to the fire chief. At the conclusion
of these deliberations, each board member agrees to support the final decision formalized by a vote of
the Board, and to provide the fire chief with a unified direction. The following tenets support the
Board’s team dynamics:
The Board of Directors is a team of five district residents elected to act on behalf of and for the benefit
of all District residents. Each Board member is equally responsible for ensuring that emergency services
are properly managed in accordance with decisions reached by the Board in regular, special, or
executive-session meetings.
Board members should be free from commitment or obligations to any special group or interest. Board
members must avoid any actual or perceived conflict of interest with respect to their fiduciary duties, or
actions that personally benefit board member(s).
The Board can transact business that is legally binding on the District only during a regular or special
meeting with a quorum of Board members present. No formal decisions may be made in executive
sessions. Minutes must be recorded for every Board meeting, including executive sessions.
The Board retains full legislative and judicial authority over the District in accordance with state laws and
the expressed will of its citizens, but delegates all executive and operational decisions and supervisory
authority to the Fire Chief who is hired by the Board as its chief executive officer.
Board members shall not become or continue to be a volunteer firefighter with the District and should
avoid taking a direct hand in the administration of the District, thereby keeping the role and function of
its Fire Chief clear to the public, staff, volunteers, and other stakeholders.
The Fire Chief serves the Board as a technical advisor in planning and policy making, as an executive by
ensuring that board actions are implemented, and as a consultant to evaluate the results of Board
actions. The Board shall evaluate the Fire Chief as specified in the employment agreement, which is a
contractual obligation between the fire chief and the Board of Directors. Board members should not
publicly express individual judgments of staff performance but may express their concerns to the Fire
Chief.
Board members exercise their duties only when the board is in session; however, many members of the
community assume the board members are on duty 24 hours a day and expect them to answer
questions and hear concerns at any time. An individual board member does not have the authority to
speak on the Board’s behalf; however, individual Board members have both the right and duty to
discuss fire protection matters with the public. Board members may choose to publicly express
dissenting opinions after a vote, but should respect the majority decision and the Board’s desire to
move on to other business.
A citizen may confront an individual Board member with concerns or complaints that should properly be
addressed by the fire chief or referred to the entire board. In this case, the Board member should relay
the concern to the fire chief to address or produce a report for the full board’s consideration. If
satisfactory resolution cannot be accomplished through this procedure, the Board may, if it deems it
advisable, grant a hearing to the citizen. Such hearing will be held during a regular or special session of

the board. When a Board member is confronted with a situation that justifies a departure from this
procedure, the board member should withhold commitment or opinion until the matter has been
agendized and presented to the Board during a regular or special session where all aspects of the issue
can be aired.
The Board president is the official spokesperson for the Board of Directors. On occasion, the news
media or special interest groups will ask an individual Board member to speak on a particular topic. In
which case, the Board member should refer the person to the Board president, who can either speak on
behalf of the Board, or appoint a Board member to do so. Interactions with the public, press, and other
entities by individual board members should accurately represent and respect the Board’s final decision.
Depending on the topic, the Board President may also defer to the fire chief as the official spokesperson
of the district.
Board meetings are critically important to the district. They are the forum at which fire protectionoriented laypeople proficient in thinking and judging consider the fire chief’s recommendations and
reports. An effective Board meeting should have a well-planned agenda prepared by the Fire Chief and
Board President.
BOARD FUNCTIONS
The Board recognizes and maintains the distinction between activities appropriate to the Board of
Directors (as the District’s legislative, governing body) and administrative duties performed by the fire
chief (as the delegated administrator). The Board’s three primary functions are policy-making, planning,
and evaluation. The Board conducts its business in formal meetings with the support of the Fire Chief
and district staff. The Board elects a Board President, Vice President, and Secretary-Treasurer annually
and appoints a Recording Secretary at the first meeting of each fiscal year.
BOARD PRESIDENT
Presides over official meetings of the Board of Directors.
Assists the Fire Chief in establishing the agenda for official Board meetings.
Provides continuity in conducting district affairs by ensuring that the district operates in full compliance
with the Oregon Revised Statutes.
Facilitates positive interaction among board members, encouraging and eliciting an open exchange of
ideas, suggestions, and opinions.
Calls special meetings and work sessions, as necessary.
Works to build consensus, commitment and synthesis among board members when pursuing the
districts goals.
Encourages citizen participation at board meetings by creating a cordial, friendly, open, and responsive
atmosphere.
Ensures that all board members comply with district policies and informs the board of any deviation
from said policies.

Serves as district spokesperson and represents the actions of the whole board in a manner that reflects
positively on the district.
BOARD VICE PRESIDENT
In the Board President’s absence, the Vice President presides over official Board meetings and assumes
all the President’s duties as outlined above.
BOARD OF DIRECTORS
Works as a team member in performing the duties of a director to assure that the board speaks with
one voice.
Conducts district affairs such that its integrity is maintained and perceived positively by the residents.
Formulates and evaluates legislative and other policies.
Promotes district affairs by engaging in public relations activities that cultivate a positive public image of
the board and the district.
Fully participates in short-term and long-term planning, ensuring that district resources are used
efficiently and effectively.
Identifies community resident’s fire protection needs and wishes by encouraging public participation in
formulating and implementing needs assessments and other forms of gathering community input.
Actively promotes the district’s vision, mission, philosophy, and programs by engaging in promotional
activities and events.
Instills pride in the district’s residents and its career and volunteer staff, by creating a dynamic and
responsive organization dedicated to meeting the needs of its residents.
Ensures the district’s long-term survivability by maintaining a stable fiscal base.
Develops, adopts, and monitors the district’s budget, in compliance with the Oregon Revised Statutes.
Serves as a liaison with other related organizations, institutions, and agencies nurturing positive and
mutually beneficial relationships.
Participates in the Board’s legislative decisions by offering ideas, suggestions, and opinions concerning
policy formation.
Participates in local and state associations.
Participates in goal-setting by sharing ideas, opinions, and suggestions thereby helping achieve the
district’s mission.
Encourages and monitors a system of accountability to ensure the district’s financial affairs, official
minutes, and other documents comply with applicable Oregon Revised Statutes.

Assists the Board President in hiring and evaluating the Fire Chief in accordance with the employment
agreement to ensure continuity of operations.
Communicates with district staff through the Fire Chief, to maintain order and clear lines of authority
within the organization.
Participates in district programs and routinely observe district services, areas and facilities to assess
their effectiveness in meeting the fire protection needs of the district residents.
BOARD SECRETARY
The Board is required to elect a Board Secretary-Treasurer, in accordance with ORS 266.370
As a matter of practice, a member of the district’s administrative staff serves in the capacity. The Board
Secretary-Treasurer represents the Board in business matters and signs ordinances, resolutions,
proclamations, correspondence, contracts, and deeds on behalf of the Board and the District.
RECORDING SECRETARY
The Recording Secretary shall not be a member of the Board of Directors and shall take the minutes of
all Board meetings and when requested by the Board president. The Recording Secretary is customarily
employed by the district as a member of the administrative staff. The recording secretary:
Prepares and distributes meeting reports
Makes public meeting notifications in accordance with Oregon public meeting law.
Records the minutes of each board meeting (including special, work business, and executive sessions)
and presents for board approval, except for executive sessions where discussion is held confidential.
Maintains archives of minutes and other related board documents in accordance with district and state
policy.
BOARD MEETINGS
Public Meetings Act (ORS 192): All regular meetings of the Board shall be subject to Oregon Public
Meeting statutes.
REGULAR MEETINGS
The Board will determine the place and time for regular Board meetings during the first regular meeting
of each fiscal year. Regular Board meetings have historically been held at the Central Fire Station, 2625
Highway 101 North, at 5:30 p.m. on the third Wednesday of each month, except when the Board has
publicly posted an alternative date and/or locations. The Recording Secretary posts the meeting time
and place as set forth in paragraph two (2) below and with the local media.

SPECIAL AND EMERGENCY MEETINGS (ORS 192.620-192.690)
Special and emergency meetings may be called at any time by the Board president or any three Board
members by posting written public notification stating the date, time, place, and purpose of the
meeting. If the Board President and any two Board members call a special or emergency meeting, the
Fire Chief shall be advised to ensure that proper public notification of the meeting is made in accordance
with Oregon public meetings requirement. Minutes will be recorded of all special and emergency
meetings.
EXECUTIVE SESSIONS (ORS 192.660)
Executive sessions may be conducted, in accordance with Oregon’s public meetings law, to discuss land
acquisitions, litigations, and personnel matters. All matters discussed in executive session shall be kept
confidential by all Board members. The Board may not take action in executive session; however, it is
acceptable to reach a consensus. If discussion in an executive session results in a consensus requiring a
formal decision of the Board, the executive session must be adjourned and a business session reconvened in order for a motion and vote of the Board be conducted. Minutes will be recorded for all
executive sessions.
QUORUM (ORS 192.660)
The Board of Directors has five members; therefore, the presence of three members constitutes a
quorum. If the Board has a vacancy, a four-member Board also constitutes a quorum of three. A threemember Board requires a quorum of two. A Board member participating via teleconference may be
counted as present both for quorum and voting. Those participating in a meeting by teleconference
shall have their votes recorded in the usual manner, and the minutes of the meeting shall indicate such
presence by teleconference. A quorum of affirmative (i.e.,” Aye”) votes is required to fill a Board-officer
vacancy, or to adopt any motion involving the expenditure of money, or letting of any contract, or any
motion upon which the “Ayes” and “Nays” are demanded by any Board member.
AGENDA
An agenda, which shall set forth the order of business for meetings shall be prepared and made
available to the board and the public no less than 48 hours before the meeting. The agenda shall
contain supporting data for the suggested items of business, which the Fire Chief’s (or their designee’s)
recommendations regarding each agenda item.
MINUTES OF BOARD MEETINGS (ORS 192.650(1) & ORS 192.410-192.505)
The “Records, Public Reports and Meetings” law (ORS 192.650) requires that minutes of each meeting
be kept on file as a permanent record of the district. A record of Board actions shall be set forth in full in
the official minutes of the Board. The Recording Secretary is custodian of the minutes and shall make
them available to anyone, subject to Oregon public records statute and district public records policy.
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OTHER REGULATIONS

REVIEWED DATE:

BOARD ADOPTION, AMENDMENT AND REPEAL OF POLICIES AND REGULATIONS
The Board shall base its regulations on the best available information and input from affected parties.
Whenever the Board enacts, amends or repeals any policy or other regulation, it shall do so in
accordance with ORS 198.510 to 198.600.
A copy of these statutes are available online at, www.Oregon.gov, or by request during normal business
hours from Administration.
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PURPOSE
The purpose of meeting spaces are intended to further the mission of Siuslaw Valley Fire and Rescue, to
hereafter as “the Fire District”, for thorough, effective training. The meeting rooms are primarily
reserved for the activities of the Fire District and its Firefighters Association. Commercial firms which
operate a service outlet within the district’s boundaries, or a non-profit organization or municipal
corporation may use meeting room space for meetings, lectures, or similar activities whenever a conflict
does not exist with the operations of the Fire District.
POLICY and RULES OF US
•

Use of the kitchen is limited to use by the Fire District personnel and purposes only.

•

Use of Fire District AV Equipment is limited to Fire District personnel and purposes only.

•

Long-term multiple reservations are discouraged and will likely be denied ensuring conflicts with
Fire District related activities do not arise.

•

The Fire District does not assume liability for personal injuries; nor does it assume liability for
damage or theft of personal property, which occurs as a result of the actions of the sponsors or
participants in the meeting held in Fire District facilities.

•

There will be no cost to users if the room/facilities are left in the same condition found. If the
room or facilities are found to be in an unsatisfactory condition: a minimum fee of $100.00 will
be charged to the user with any additional hourly/overtime cost for staff charged to the user as
well.

•

Events or meetings will not be publicized in a manner suggesting the Fire District’s sponsorship
or affiliation.

•

Facilities may not be used for political groups for campaign purposes or fundraising for political

•

Issues, however, a seated, elected public official may use our facilities for community forums.

•

There will be no food or beverage allowed in the facility other than bottled water.

•

There will be no storage of supplies allowed on Fire District property other than Fire District
owned property and Siuslaw Valley Firefighters Association property.

•

Facilities use outside of normal business hours (Monday through Friday 8:00 am to 5:00 pm) will
be allowed.

•

Reservations shall not be made more than 30 days in advance.

•

It is strongly encouraged that users of the room provide up two million dollars in liability
insurance.
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POLICY:
All facilities of Siuslaw Valley Fire and Rescue are under the direct management of the Fire Chief. All
rules and regulations promulgated by the Fire Chief relating to the use and occupancy of the District
facilities shall have the same effect as the Board of Director's Policies.
Use of Tobacco
Siuslaw Valley Fire and Rescue is a tobacco free agency. No tobacco products are to be used in any
building or vehicle belonging to the Fire District.
Use of District Facilities
The meeting spaces are intended to further the mission of Siuslaw Valley Fire and Rescue to conduct
training, Firefighter Association meetings, and other district related business. Occasionally, the District
may permit another organization to use their meeting spaces under the following conditions:
The requesting organization operates within our District Boundaries which provides not for profit
services that benefit our community.
Facilities may not be used for political groups for campaign purposes or fundraising for political Issues,
however, a seated, elected public official may use our facilities for community forums.
Rules of Use
Because of state health regulations, the use of the kitchen will be limited to use by the Fire District’s
personnel only.
Because of the technical nature of the audio/visual equipment in the fire training room, a Fire District
representative will be required to oversee any use of the equipment and the actual hourly cost will be
passed on to the user.
Long-term multiple reservations are discouraged in order to assure that no conflict will arise with Fire
District scheduling.
The Fire District does not assume liability for personal injuries; nor does it assume liability for damage or
theft of personal property, which occurs as a result of the actions of the sponsors or participants in the
meeting held in Fire District facilities.
There will be no cost to users if the room being used is left in the same condition found.
Events or meetings will not be publicized in a manner suggesting the Fire District’s sponsorship or
affiliation.
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POLICY:
All district owned vehicles are to be used for district business only with the exception of the Fire Chief.
Because of the nature of the Fire Chief’s responsibilities and in accordance with the Fire Chief’s contract
with the District, the Fire Chief may use his vehicle for his personal business while in the immediate
vicinity of the fire district boundaries.
In the absence of the Fire Chief, the Duty Chief (acting Fire Chief) assumes the same vehicle policy as the
Fire Chief.
The use of any other district vehicle is by approval of the Fire Chief.
If a district vehicle is not available for district business, personal vehicle reimbursement may be
authorized by the Fire Chief. Every effort should be made to use a district before using a personal
vehicle. Personal vehicle reimbursement shall be at the current federal rate.
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GIFTS
Definitions:
When Oregon Government Ethics law uses the word “gift” it has the meaning in ORS
244.020(6)(a):
“Gift” means something of economic value given to a public official, a candidate, or a relative or
member of the household of the public official or candidate. In other words, a “gift” is something
of economic value that is offered to:
A public official or candidate or to relatives or members of the household of a public
official or candidate without cost or at a discount or as forgiven debt and the same offer is
not made or available to the general public who are not public officials or candidates.
If the source of the offer of a gift to a public official has a legislative or administrative
interest in the decisions or votes of the public official, the public official can only accept
gifts from that source when the aggregate value of gifts from that source does not exceed
$50 in a calendar year.
EXEMPTIONS FROM THE LEGAL DEFINITION OF “GIFTS”
Campaign contributions as defined in ORS 260.005.
Contributions to a legal expense trust fund established under ORS 244.209i.
Gifts from relatives or members of the household of public officials or candidates.
Anything of economic value received by a public official or candidate, their relatives or members of their
household when:
•

The receiving is part of the usual and customary practice of the person’s business,
employment, or volunteer position with any legal non-profit or for-profit entity.

•

The receiving bears no relationship to the person’s holding the official position or public office.

Unsolicited gifts with a resale value of less than $25 and in the form of items similar to a token,
plaque, trophy and desk or wall mementos.
Publications, subscriptions or other informational material related to the public official’s
duties.
Waivers or discounts for registration fees or materials related to continuing education or
to satisfy a professional licensing requirement for a public official or candidate.

Entertainment for a public official or candidate and their relatives or members of their
households when the entertainment is incidental to the main purpose of the event.
Entertainment for a public official, a relative of the public official or a member of the
public official’s household when the public official is acting in an official capacity and
representing a governing agency for a ceremonial purpose.
Cost of admission or food and beverage consumed by the public official, a member of the
public official’s household or staff when they are accompanying the public official, who
is representing government, state, local or special district, at a reception, meal or meeting
held by an organization.
Food or beverage consumed by a public official or candidate at a reception where the
food and beverage is an incidental part of the reception and there was no admission
charged.
When public officials travel together inside the state to an event bearing a relationship to
the office held and the public official appears in an official capacity, a public official may
accept the travel related expenses paid by the accompanying public official.
Payment of reasonable expenses if a public official is scheduled to speak, make a
presentation, participate on a panel or represent a government agency at a convention,
conference, fact-finding trip or other meeting. The paid expenses for this exception can
only be accepted from another government agency, Native American Tribe, an
organization to which a public body pays membership dues or not-for-profit
organizations that are tax exempt under 501(c)(3).
Payment of reasonable food, lodging or travel expenses for a public official, a relative of
the public official or a member of the public official’s household or staff may be accepted
when the public official is representing the government agency or special district at one
of the following:
Food and beverage when acting in an official capacity in the following circumstances:
•

In association with a financial transaction or business agreement between a
government agency and another public body or a private entity, including such
actions as a review, approval or execution of documents or closing a borrowing or
investment transaction;

•

When the office of the Treasurer is engaged in business related to proposed investment
or borrowing;

•

When the office of the Treasurer is meeting with a governance, advisory or policy
making body of an entity in which the Treasurer’s office has invested money.

DISTRICT ISSUED APPAREL AND EQUIPMENT
The District may issue board members apparel and equipment to help them in the administration of
their duties.
Apparel displaying district insignia that is purchased by the district may be issued to board members to
wear when officially representing the District. Board members shall not wear issued apparel displaying
district insignia when not officially representing the district.
Equipment such as but not limited to iPads may be issued to board members to assist them in the
application of their duties.
Issued apparel and equipment is considered District property and shall be returned to the District when
a board member leaves office. An exception is a board member’s ability to purchase their issued iPad as
identified in SVFR policy 428.01 to 428.05.
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SECTION NUMBER: 2.7

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/1998

DIVISION TITLE BOARD OF DIRECTOR POLICIES - BOARD OF DIRCTOR POLICIES

REVISION DATE: 6/10/2016

SECTION TITLE: EXPENDITURE, RECOVERY, INVESTMENT OF PUBLIC FUNDS

REVIEWED DATE:

EXPENDITURE OF PUBLIC FUNDS
All District expenditures shall be in compliance with the District Finance Policy.
RECOVERY OF PUBLIC FUNDS
The District recognized that there is a need for the Department to respond to emergency incidents
which are either in unprotected areas, a transportation route, or out of our fire district. Often these calls
for service involve persons and/or property who are not providing any revenue to support the
availability of the service being used at the time of the emergency. It is the policy of the District to make
a reasonable effort to recover all emergency response costs associated with the request for assistance,
as authorized under ORS 476.290 and ORS 478.310.
Definitions:
Unprotected area – an area outside the boundaries of this fire district and not within the Boundary of
another public or private fire district.
Transportation route – any roadway, waterway, railroad right-of-way or airplane route against which no
taxes or assessments for fire protection are levied by this fire district.
Billing for Services Shall be in Compliance with the Following:
All costs associated with personnel and apparatus shall be billed at a rate in compliance with the
standardized cost schedule established by the State Fire Marshal as identified in Oregon Administrative
Rules, Chapter 837, Division 130.
All additional costs associated with the provision of services, not identified by the standardized cost
schedule referenced above shall be billed in accordance with resolution established by the Board of
Directors.
The bill for service shall be sent:
•

In the case of fire suppression service rendered in an unprotected area, to the owner of the
property involved in such fire, or the property owner’s designated agent.

•

When the District responds to a call for assistance arising from an incident on a transportation
route within the District or a public safety incident in an unprotected area, to the person or
property receiving the direct fire or safety services as a result of the incident, or to the
designated agent; or

•

Whenever there is more than one party involved in the incident, the bill shall be divided equally
among all parties.

•

Persons who reside within the fire district boundary, or pay taxes to the District, shall not be
billed for any services received.

•

Whenever there is an incident which involves persons who are taxpayers and those who are not,
the latter shall be billed an equitable percentage of the total service fee.

•

Or in the case of fire suppression service provided to an unprotected area, will be submitted to
the property owner or designated agent on forms furnished by the State Fire Marshal.

•

Whenever there is more than one party involved in the incident, the bill shall be divided equally
among all parties.

•

Persons who reside within the fire district boundary, or pay taxes to the District, shall not be
billed for any services received.

•

Whenever there is an incident which involves persons who are taxpayers and those who are not,
the latter shall be billed an equitable percentage of the total service fee.

OREGON STATE FIRE MARSHAL’S COST RECOVERY SCHEDULE (OAR 837130020)
Cost recovery rates shall be in accordance with the current State Fire Marshal Cost Recovery Schedule.
All responses billed under the Fire Marshal’s schedule are subject to a 30 minute minimum response
charge.
Apparatus and personnel responsible to incidents will be based upon standards established by the
District.
ADDITIONAL CHARGES
All costs incurred as a result of the District utilizing another governmental agency for the efficient
mitigation of the emergency will be passed on directly to the person(s) receiving the service. An example
of this condition may be costs associated with calling the Hazardous Materials Team the City of Eugene.
Heavy extrication services - $50.00
All materials and supplies used for the benefit of those persons receiving services will be billed directly
to those individuals. The only exception will be whenever materials and supplies are exchanged with the
ambulance provider.

BILLING PROCEDURE
Personnel at the scene will strive to obtain vital information relating to the name, residential address,
mailing address if other than residential, and the name of the insurance provider(s) of all persons
involved in the incident.
Whenever this information is unobtainable due to the circumstances of the incident, the District will
contact the billing department of the ambulance provider in an attempt to gain necessary information
The District will endeavor to send all bills within thirty (30) days of providing service. If arrangements for
payment are not made within sixty (60) days, the bill will be considered delinquent and the District will
proceed with collection as they deem appropriate, on a case-by-case basis.
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REVIEWED DATE:

PURPOSE
Cost calculations will include direct costs (apparatus, personnel, and any miscellaneous supplies and
services) and indirect costs (administrative costs and overhead). Cost recovery calculation methodology
for specific responses will be provided upon request.
The Office of State Fire Marshal has established a standardized schedule of costs associated for
apparatus and response (OAR 837-130 & Conflagration Act). The current model will be used, when
applicable, to guide the establishment of costs associated with apparatus usage. All responses billed
under these rules are subject to a 30-minute minimum response charge.
Fee Schedule – Will follow the current SVFR Policy 140.01and the current OSFM rate schedule:
$100 per hour for each engine
$100 per hour for each heavy rescue apparatus
$150 per hour for each ladder truck
$35
per hour for each command vehicle
$15
per hour per Firefighter
$17
per hour for each Apparatus Operator
$18
per hour for each Engine Boss (Company Officer)
$20
per hour for each Strike Team Leader / Taskforce Leader (Chief Officer)
Full Time Employees will be reimbursed at their current hourly or overtime rate
Note: If overtime is necessary, staffing costs will be billed at 1.5 times the above rates for individuals on
overtime.
Apparatus officers, or duty officers if on scene, shall complete the billing worksheet for alarms meeting
the criteria in this policy.
Miscellaneous Supplies and Services
Disposable supplies used will be billed on specific usage and cost of replacement.
Costs of outside vendors or services used will be billed without mark-up.
Other expenses directly related to service delivery.
Administrative Costs and Overhead
There will be a 40.00 minimum charge per processed invoice.

Transportation Route Responses
Transportation route responses will be billed using dispatch time records to determine the commitment
of apparatus and personnel. Miscellaneous supplies and services, if applicable, will be based upon scene
documentation by the officer in charge.
Response to Unprotected Areas
Responses to unprotected areas will be billed on a per hour basis using dispatch time records to
determine commitment of apparatus and personnel. Miscellaneous supplies and services, if applicable,
will be based upon scene documentation of the officer in charge.
Automatic Monitored Fire and Medical Responses
Nuisance automatic fire and medical alarm responses will be billed on a flat fee basis. The fee shall be
$125.00 minimum fee which includes first 30 minutes of apparatus and staff time. Responses requiring
multiple units and/or lasting longer than 30 minutes may be billed using established hourly rates for all
apparatus and staff committed.
Open Burning Violation Responses
Open burning violation responses will be billed on a flat fee basis. A $125.00 minimum fee includes first
30 minutes of apparatus and staff time. Responses requiring multiple units, lasting longer than 30
minutes, or requiring additional site visits may be billed using established hourly rates for all apparatus
and staff committed.
Extenuating Circumstances – Billing exceptions
The final decision of whether or not to send a bill for services rests with the fire chief or his designee. An
officer responding to the above situations shall identify if they believe there are extenuating
circumstances justifying that a party involved in the above alarm categories not receive a bill for service,
which could include:
•
•
•
•
•

Transportation incident and a party involved is a District resident
What appears to be a minor and non-repetitive case of unauthorized burning with a cooperative
party
Indigent or impoverished condition
SVFR is cancelled prior to arrival, or scene time of less than 15 minutes.
Mutual aid where SVFR is not the primary responder or the only agency on scene. Billing for
mutual aid responses will only occur when SVFR is the only agency on scene and the party
involved is not a resident of SVFR or the fire district SVFR is providing mutual aid to at that time.

Family members or friends of SVFR personnel will not be treated as an exception unless, like any other
citizen, they meet one of the above categories.
Fire Code Enforcement Fees
If multiple re-inspections are necessary during fire code enforcement activities, these re-inspections will
be billed on a flat fee basis. A $100.00 fee per re-inspection visit will be imposed.

If a commercial establishment denies entry of SVFR Fire Code enforcement personnel for inspection
purposes, an inspection warrant will be required to proceed. All staff time, trip charges, and other
expenses required to obtain the inspection warrant and all subsequent fire inspections to complete the
inspection process will be invoiced as cost recovery fees.
Occasionally contractors or business owners request a new construction or maintenance inspection
after normal business hours. If staff overtime is required, these activities will be billed using a two-hour
minimum at $100.00 per hour per staff member. This fee will include all trip charges.
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PURPOSE
The purpose of this policy is to establish ethical standards of conduct for all district public officials in
accordance with Oregon Government Ethics law.
SCOPE AND INTENT
• Applies to all elected and appointed officials, employees and volunteers
• Prohibits use of public office for financial gain
• Requires public disclosure of financial conflicts of interest
• Limits gifts that an official may receive per calendar year
• Found in Oregon Revised Statutes, Chapter 244
FINANCIAL GAIN
Each public official is prohibited from using their position as a public official to receive certain financial
benefits if the opportunity for the financial benefit would not otherwise be available but for the position
held by the public official. In addition, each public official is prohibited from using or attempting to use
the official position to obtain financial benefits for a relative or a member of the public official’s
household, or for a business with which the public official, a relative, or a member of the public official’s
household is associated.
The following is a list of financial benefits that may be received:
•
•
•
•
•

Official compensation
Reimbursement of expenses
Honorarium
Unsolicited awards for professional achievement
Some gifts

GIFTS
No public official shall solicit or receive any gift(s) with a total value of more than $50 from any single
source who could reasonably be known to have a financial interest in the official actions of that public
official. A gift is defined as something of value given to a public official, for which the official does not
pay an equal value. Gifts of entertainment are included in the $50 gift limit.
This does not mean that an official cannot receive any gifts. The law only restricts gifts from sources that
have an administrative or legislative interest in the public official’s actions, and does allow the public
official to receive up to $50 worth of gifts from each source. In addition, unlimited gifts may be accepted
from a source that does not have a legislative or administrative interest in the public official, and the
public official may accept unlimited gifts from specified relatives.

CONFLICT OF INTEREST
Oregon Government Ethics law identifies and defines two types of conflicts of interest: actual conflict of
interest and potential conflict of interest. The difference between an actual conflict of interest and a
potential conflict of interest is determined by the words “would” and “could.”
A public official is met with an actual conflict of interest when the public official participates in action
that would affect the financial interest of the official, the official’s relative or a business with which the
official or a relative of the official is associated.
A public official is met with a potential conflict of interest when the public official participates in action
that could affect the financial interest of the official, a relative of that official or a business with which
the official or the relative of that official is associated.
A public official must announce or disclose the nature of a conflict of interest. The way the disclosure is
made depends on the position held.
The following public officials must use the methods described below:
Potential Conflict of Interest:
Following the public announcement, the public official may participate in official action on the issue that
gave rise to the conflict of interest.
Actual Conflict of Interest:
Following the public announcement, the public official must refrain from further participation in official
action on the issue that gave rise to the conflict of interest.
If a public official is met with an actual conflict of interest and the public official’s vote is necessary to
meet the minimum number of votes required for official action, the public official may vote. The public
official must make the required announcement and refrain from any discussion, but may participate in
the vote required for official action by the governing body. These circumstances do not often occur. This
provision does not apply in situations where there are insufficient votes because of a member’s absence
when the governing body is convened. Rather, it applies in circumstances when all members of the
governing body are present and the number of members who must refrain due to actual conflicts of
interest make it impossible for the governing body to take official action.
USEFUL LINKS
Oregon Government Ethics Commission Home Page: http://www.oregon.gov/OGEC/
Link to the Guide for Public Officials: http://www.oregon.gov/OGEC/docs/Public_Official_Guide/201010_PO_Guide_October_Final_Adopted.pdf
Link to the ethics statutes found in ORS 244:
http://landru.leg.state.or.us/ors/244.html
Link to the Oregon Administrative Rules that clarify and define the ethics statutes in ORS 244:
http://arcweb.sos.state.or.us/rules/OARS_100/OAR_199/199_tofc.html

Link to the public meeting statutes found in ORS 192:
http://landru.leg.state.or.us/ors/192.html
Link to the Attorney General’s Public Records and Meetings Manual, prepared by the Oregon
Department of Justice:
http://www.doj.state.or.us/pdf/public_records_and_meetings_manual.pdf
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REVIEWED DATE:

PURPOSE
To provide and reporting procedures should a District employee become aware of improper government
action in accordance with Oregon Revised Statute 659A.200 to 659A.224.
The District encourages any employee with knowledge of or concern of an illegal or dishonest fraudulent
District activity to report it to the Human Resources Director or designee. The employee may also
provide the information to another District manager, a state or federal regulatory agency, a law
enforcement agency or an attorney licensed to practice law in Oregon if a confidential communication is
made in connection with the alleged violation. Attorneys employed by the District may report violations
of law to the Attorney General, subject to rules of professional conduct. All such issues will be
investigated in a timely manner to determine fault and institute any appropriate corrective measures.
Examples of illegal or dishonest activities are violations of federal, state, or local laws; billing for services
not performed or for goods not delivered; and other fraudulent financial reporting. For any employee
wishing more information, further details can be obtained from the Human Resources Director.
The employee must exercise sound judgment to avoid baseless allegations. An employee who
intentionally files a false report of wrongdoing may be subject to corrective action up to and including
termination.
Whistleblower protections are provided to maintain confidentiality and to prevent retaliation. While
identity may have to be disclosed to conduct a thorough investigation, to comply with the law, and to
provide accused individuals their due course, the privacy of the individual making the report will be
protected as much as possible. The District will not retaliate against a whistleblower. This includes, but is
not limited to, protection from retaliation in the form of an adverse employment action such as
termination, compensation decreases, or poor work assignments and threats of physical harm. Any
whistleblower who believes he/she is being retaliated against must contact the Human Resources
Director or designee immediately. The right of a whistle blower for protection against retaliation does
not include immunity for any personal wrongdoing that is alleged and investigated.
All reports of illegal and dishonest activities will be promptly submitted to the Human Resources
Director or designee who is responsible for investigating and coordinating corrective.
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DISPOSAL/ TRANSFER OF SURPLUS ITEMS
PURPOSE: To define the standardized procedure for disposal or transfer of surplus items. The goal of
the surplus property program is to ensure proper verification of the sale, donation, or disposal of items
within State ethics laws, Federal rules for grant funded items and District regulations.
POLICY: All trade-ins, returns to vendor/supplier, transfers, selling as scrap, sales donations,
destruction, advertising for third party liquidator or auction of Siuslaw Valley Fire and Rescue surplus
property will be handled in accordance with this policy.
AUTHORITY AND RESPONSIBILITY: It will be the responsibility of the Fire Chief, Board of Directors or
their designee, to ensure surplus is disposed of in accordance with this policy and with District Public
Contracting Rule E-16.
DEFINITION: Surplus Property: Property of the District that has been determined by the Fire Chief or
the Board of Directors as being of limited remaining life, use, or value to the District.
SURPLUS PROPERTY
If an individual has property in his or her area of responsibility that has been deemed as surplus, the Fire
Chief shall be notified so that he may verify the age and condition of the property.
The Fire Chief will determine how to dispose of the surplus property valued at less than $5,000.
The Board of Directors and the Fire Chief will determine how to dispose of surplus property valued at
$5,000 or more through a Fire District Resolution.
If the item has a value of $5,000 or more and has been purchased with grant funding, the funding
agency shall be notified of the condition of the equipment and its potential for surplus or disposal. The
funding agency will supply, in writing to the District, an approval to surplus the grant-funded item and
the District will follow A(3) of this policy.
Methods of disposal may include, but are not limited to: trade-ins, returns to vendor/supplier,
donations, selling as scrap, and advertising for sale, auction, destruction, or disposal through the State of
Oregon, Department of General Services, and Surplus Property Division.
All surplus property sold or donated pursuant to this section will be sold as-is without any warranty,
either expressed or implied of any kind, including but not limited to warranties of title or fitness for any
purpose. Upon receiving payment for the surplus property from the successful buyer or bidder, the
person or company conducting the sale will execute an appropriate bill of sale, which will recite that the
sale is without warranty as provided in this sub-section.

PROPERTY DISPOSAL
Sales of Surplus Property
Surplus property may be sold at auction if the District determines that selling at auction will result in a
higher net return.
Surplus property may be sold, including recyclable or reclaimed materials, without a competitive process
if the District determines that a sale will result in increased net revenue and the following conditions are
complied with:
•

•

•

When the current market value per item is deemed to be less than $5,000, the District’s Fire
Chief may establish a selling price, schedule and advertise a sale date, and may sell to the first
qualified buyer meeting the sale terms.
When the current market value per item is $5,000 or more, but less than $25,000, the Fire
District, through resolution, shall establish a selling price and terms. The District will schedule
and advertise a sale date, and sell to the first qualified buyer meeting the sale terms upon
approval by the Fire Chief or his designee.
When the current value per item is deemed to be $25,000 or more, the surplus property
through a Fire District Resolution will be offered for written competitive bid and be advertised,
or be offered for sale at public auction. If no bids are received or if a determination is made that
the market value of the property exceeds the offer of the highest responsible bidder, all bids
may be rejected.

The District may sell or dispose of any surplus property through the State of Oregon Department of
General Services, Surplus Property Division without first offering the item to the public while following
A(2) or A(3), whichever is applicable.
Liquidation Sales of Surplus Property
The District may sell surplus property as outlined in the policy through a commercially recognized third
party liquidator, if the District determines that a liquidation sale will result in increased net revenue.
Dumpster Disposal or Recycling of Surplus Property
The Fire Chief may dispose of surplus property in any manner and without a competitive process, if the
District determines that item’s value is less than $5,000; and the item meets one of the following
criteria: unsafe, inoperable, or not reasonable repairable. The District will take all reasonable
precautions to assure that all electronic office equipment is disposed of in a manner that is safe for the
environment.
Donations of Surplus Property
The District may donate or sell surplus property, including, recyclable or reclaimed materials to another
public agency, or nonprofit organization, subject to the following conditions:
The Fire Chief has determined that the surplus property is not needed for other District purposes and is
of value less than $5,000.

The following conditions apply if the surplus property has a current market value of $5,000 or more:
•
•
•

Include documentation that it is in the public interest;
Include a written determination by the department supervisor or designee that this is the most
efficient and cost-effective method for disposal of the surplus property; and
Approval by the Board of Directors and Fire Chief through a District Resolution.

The District will follow ORS 279A.190 when a donation is made to another fire department.
Trade-In of Surplus Property
All surplus property must be declared surplus by the District, following this policy, prior to being used as
a trade-in.
DOCUMENTATION OF SURPLUS TRANSACTIONS
The Fire Chief will maintain a record of all surplus transactions.
Records for surplus equipment originally purchased with State or Federal grant funding must be
maintained for a minimum of five (5) years from the date of transaction.
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NIMS ADOPTION
Siuslaw valley Fire & Rescue (SVFR) has adopted the National Incident Management System (NIMS) by
resolution.
SVFR shall adopt NIMS standards and practices to ensure interoperability with other jurisdictions and to
improve emergency response and safety.
PROMOTION OF NIMS: SVFR promotes and encourages NIMS adoption by other stakeholder
organizations, such as but not limited to, utility companies, non-governmental organizations (NGOs),
mutual aid partners, tribal organizations, and private sector organizations who could respond in tandem
with SVFR resources during emergencies and disasters.
To ensure compliance, SVFR shall appoint a NIMS Coordinator to serve as a Point of Contact: The NIMS
Point of Contact for SVFR shall be the Fire Chief.
INCINDENT COMMAND & INCIDENT MANAGEMENT
IMPLEMENTATION OF NIMS-PRESCRIBED ICS: SVFR has implemented the use of the ICS and uses it for
all-hazard incident response and for pre-planned events.
INCIDENT ACTION PLANNING: ICS implementation includes the consistent application of Incident Action
Planning and Common Communications Plans, as appropriate. The scope and formality of these plans
are driven by the magnitude and nature of the incident or event they are being applied to. During full
scale operations, these plans will include:
•
•
•
•
•
•

Designation of measurable objectives
Designation of command staff positions
Manageable span of control
Clear chain of command
Use of plain language
Establishment of a communications unit to support incident response and recovery operations

SVFR is an active member of the Western Lane Emergency Operations Group (WLEOG) which is a multijurisdictional group operating under the legal authority of an intergovernmental agreement. Members
of WLEOG utilize a multi-jurisdictional emergency operations plan and emergency management system
that includes Westcom Public Safety Communications Center, to coordinate and support emergency
incident and event management. Westcom maintains communication connectivity capability between
local Incident Command Posts (ICP), regional 911 Centers, local Emergency Operations Centers (EOCs),
and the Lane County EOC.

EMERGENCY OPERATION CENTER (EOC) / MULTI AGENCY COORDINATION CENTER (MACC): WLEOG has
the ability to activate a local EOC or MACC system that can coordinate local resource needs with the
Lane County EOC. The WLEOG EOC provides the following primary functions:
•
•
•
•
•
•
•

Local situation assessment
Local critical resource acquisition and allocation
Coordination with the Lane County EOC for outside critical resource acquisition and allocation
Local coordination of State and Federal disaster support
Coordination with local elected and appointed officials
Coordination of summary information
Incident priority determination

POLICY GROUP: To ensure the needs of the local jurisdiction are being met the WLEOG EOC shall
conduct Policy Group briefings for local elected and appointed officials at least one time during every
operational period.
PUBLIC INFORMATION SYSTEM IN THE WLEOG EMERGENCY OPERATIONS PLAN (EOP)
The EOP includes processes and procedures for utilizing a Public Information System, including
establishment of a Joint Information System (JIS) and a Joint Information Center (JIC), as incidents
dictate.
In addition, Lane County Emergency Management can provide support by sending (upon request) a
Public Information Officer to assist a local government during an incident.
During incidents, the local Public Information System can gather, verify, coordinate, and disseminate the
following types of information:
•
•
•
•

Critical Emergency Information
Crisis Communication
Public Affairs
Other types of information

PREPAREDNESS PLANNING
UTILIZATION OF FEDERAL PREPAREDNESS FUNDING TO IMPROVE NIMS PREPAREDNESS AND RESPONSE
ACTIVITIES: SVFR utilizes Federal Preparedness Funding through available grants to improve NIMS
preparedness, interoperability, and response activities.
NIMS CONCEPTS/PRINCIPLES INCORPORATION: The following NIMS concepts and principles have been
fully incorporated into SVFR and WLEOG’s incident management policies and SOPs:
•
•
•
•

Flexibility
Scalability
Standardization
Interoperability & Compatibility

PARTICIPATION IN MUTUAL AID AGREEMENTS: SVFR and members of WLEOG participate in multiple
local and regional Mutual Aid Agreements.
SVFR and members of WLEOG also seek to participate in mutual aid agreements with private and nongovernmental organizations who may become involved in emergency incident activities.
PREPAREDNESS TRAINING
SVFR members, employees, and elected officials are required to successfully complete the following
training within four months of their hire, appointment, or assuming of office.
Required Training:
•
•
•
•
•
•

IS 100 (ICS Introduction) Fire Chief, Chief Officers, Company Officers, firefighters, and
administrative personnel.
IS 200 (Single Resource ICS) All response personnel.
IS 300 (Intermediate ICS) Fire Chief and Chief Officers.
IS 400 (Advanced ICS) Fire Chief and Chief Officers.
IS 700 (National Incident Management System Introduction) Fire Chief, Chief Officers, Company
Officers, firefighters, and administrative personnel.
IS 800 (National Response Framework Introduction) Fire Chief, Chief Officers, and Company
Officers

Recommended Training:
•

IS 704 (NIMS Communications & Recovery Process) Fire Chief and Chief Officers.

NIMS / ICS INCORPORATED INTO EXERCISES
NIMS / ICS shall be incorporated into all local training and multi-agency exercises.
QUANTITY OF EXERCISES THAT EVALUATE NIMS IMPLEMENTATION
SVFR and WLEOG shall participate in an all-hazard exercise programs based on NIMS that utilize
responders from multiple disciplines and jurisdictions annually. These exercises can include table top,
functional exercises and full-scale exercises and will be coordinated through the EPEMS.
AFTER ACTION REPORTS AND/OR LESSONS LEARNED
To improve performance, SVFR and members of WLEOG shall participate in the development of after
action reports following exercises and actual incidents, with the goal of incorporating corrective
action(s) into:
•
•
•

Preparedness plans, policies, and procedures
Response plans, policies, and procedures
Recovery plans, policies, and procedures

RESOURCE MANAGEMENT
RESPONSE ASSET TYPING AND INVENTORY
SVFR shall type their inventory of response resources, and develop a response asset inventory list. The
list will be forwarded to the Lane County Department of Emergency Management and the Lane County
Fire Defense Board for their records and to be added as a county resource.
VALIDATION OF INVENTORY
SVFR has validated its inventory of response assets. This inventory conforms to homeland security
resource typing standards.
UTILIZATION OF RESPONSE ASSET INVENTORY SVFR utilizes the response asset inventory for:
•
•
•

Mutual aid requests
Exercises
Actual events

INFORMATION MANAGEMENT
IMPLEMENTATION OF COMMUNICATION STANDARDS DURING MULTI-AGENCY AND/OR MULTIJURISDICTIONAL EVENTS
During multi-jurisdictional and/or multi-agency events, SVFR fully implements the following
communication standards:
•
•
•

Plain language - plain English communications are be used for all public safety operations
Standard terminology in response operations
Standardized terminology in publications
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OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 2/17/2006

DIVISION TITLE: OPERATIONAL POLICIES - OPERATIONS

REVISION DATE:

SECTION TITLE: CALL RESERVE VOLUNTEER FIREFIGHTER STANDARDS

REVIEWED DATE:

Call Reserve (Volunteer) Firefighter standards are essential to maintain a professional image and
operational fitness for the District. The District requires its Call Reserve Volunteer Firefighters to employ
a high degree of judgment and tact during the execution of their functions, both on and off the
emergency scene. A volunteer firefighter must be beyond reproach safeguarding the assets of our fire
district, our taxpayers and our clients. In addition, the mental and physical well-being of its volunteer
firefighters contributes to his/her safety as well as the safety of his/her fellow firefighters and our staff.
Criminal history background checks will be performed on every entry level call reserve volunteer
firefighter from a national data firm and information will be collected from:
•

State Administrative Office of the Courts

•

Department of Corrections

•

County Court Records

•

Traffic Court Records

•

State Level Sex Offender Registries

•

Probation, Parole, and Community Service Records

Questions regarding prior convictions of all types will be reviewed by the District Administration.
Convictions will not absolutely prohibit acceptance as a Call Reserve Firefighter, but it is the desire of the
Fire District Board of Directors to maintain a volunteer force with high moral standards.
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UNIFORMS
Division Chief will wear Class B (Chief Officer) uniform as defined under Administrations: Personnel
Policies: Uniform Standards. Depending upon work assignments, meetings or contact with the public,
administrative staff may wear casual clothing on Fridays. Division Chief will wear the appropriate badge,
three trumpet collar brass and gold tone name tag.
Battalion Chief/Training Officer (administrative assignment) will wear Class B (Chief Officer) uniform as
defined under Administrations: Personnel Policies: Uniform Standards. Depending upon work
assignments, meetings or contact with the public, administrative staff may wear casual clothing on
Fridays. Battalion Chief will wear appropriate badge, two trumpet collar brass and gold tone name tag.
Battalion Chief (staff assignment) will wear Class C (dark blue) uniform as defined under
Administrations: Personnel Policies: Uniform Standards. Battalion Chief will wear appropriate badge,
two trumpet collar brass and gold tone name tag.
Uniforms and work boots/shoes will be supplied and replaced when necessary by the Fire District.
GROOMING STANDARDS
Standards for career personnel will be as defined under Administrations: Personnel Policies: Grooming
Standards.
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SECTION NUMBER: 3.4

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 3/25/2014

DIVISION TITLE: OPERATIONAL POLICIES - OPERATIONS

REVISION DATE:

SECTION TITLE: FIT FOR DUTY

REVIEWED DATE:

PURPOSE
To establish a policy and procedure for assessing fitness for duty of district personnel under certain
circumstances or upon release to return to work following a serious injury or illness.
POLICY:
It is the policy of Siuslaw Valley Fire and Rescue (SVFR) that being capable to preform essential job
functions is a job requirement and is a crucial component of firefighter safety.
If an individual is perceived to be unfit to perform one or more of the essential function(s) of their job,
that person and/or their supervisor shall follow all appropriate sections of this policy. Additionally, all
personnel must follow the guidelines set forth in this policy in order to return to work from personal
injury or a serious health condition, whether work-related or not.
The district values their employees and will make a good faith effort to work with their full time and paid
call employees to become and maintain a fit for duty status. In turn, the employee is expected to make
every good faith effort to ensure that they are fit for duty.
PROCEDURE:
FIT FOR DUTY
Self-Report: For the safety and well-being of personnel and their co-workers, an individual is not to
report to work if they are seriously ill or impaired, especially in cases of communicable disease. An
individual with a condition that may prevent them from performing an essential job function, in an
effective and/or safe manner should not report for work until such time as they are cleared by the
district’s physician, Human Resources Manager, or the Fire Chief.
Medications: Personnel must report the use of any prescribed or over-the-counter
medication that could potentially impair their abilities to perform the functions of their job safely and
effectively. Such notice will be forwarded to the district physician who will work with the individual’s
prescribing physician to evaluate whether the medication affects the individual’s ability to safely
perform any essential job function.
Personnel who report for duty or are on duty while knowingly impaired
may face disciplinary charges up to and including termination.

ON-THE-JOB AND OFF-THE-JOB ILLNESS AND INJURY
All standards and definitions for ‘fit for duty’ evaluations and assessments
are the same regardless of whether the illness or injury is incurred on or off the
job.
For all on-the-job injury/illness or exposures, personnel will follow the appropriate district policy by
filling out all appropriate forms and making all appropriate notifications.
Personnel with an on/off-the-job illness or injury will be subject to a ‘fit
for duty’ evaluation and fitness assessment as set forth by this policy.
OBSERVATION AND REPORTING
Any individual observed to be impaired and/or who may be unable to effectively and safely perform one
or more essential function(s) of their job may be subject to a ‘fit for duty’ evaluation by the district
physician or may be subject to testing in accordance with all applicable Substance Abuse Policies. Signs
of inability to perform may include but are not limited to apparent weakness, illness, disorientation,
memory loss, erratic behavior or inability to successfully complete any standard task associated with
their position or a fitness assessment.
Reporting Process:
•

Personnel who observe or who have reason to believe that another individual may be unfit to
perform the functions of the job effectively and/or safely, will report such observations to their
immediate supervisor. In cases where the individual in question is the immediate supervisor, an
on-duty Chief Officer or Division Manager should be notified.

•

The immediate supervisor of the individual in question should contact their Division Manager or
on-duty Chief Officer, who will make the necessary arrangements to assess the individual’s
condition. If the supervisor believes that the condition could affect the safety of the individual or
others, the supervisor will immediately take the individual off duty and advise them that they
are not permitted to respond to calls or attend drill until they have received medical clearance
from the district physician.

•

In cases where the individual is removed from duty and/or needs to be referred for a medical
evaluation and/or treatment, the immediate supervisor or administrative supervisor will contact
their Division Manager/Chief Officer and Human Resources Manager regarding the situation
immediately or as soon as reasonable. Initial contact may be by phone but must be
accompanied with a written follow-up documenting the situation.

Referral for Medical Evaluation
The district reserves the right to determine the need for an individual’s fit for duty medical evaluation or
fitness assessment required under the following circumstances:
•

When actual problems exist or are reported with the individual’s performance of any essential
function of their job.

•

When there exists legitimate concerns about whether the individual or their performance poses
a direct threat to the safety and health of themselves or others.

Personnel believed to be not fit for duty shall be relieved from duty and placed on administrative leave
or sick leave until such time as a medical evaluation is made.
Paid Call Firefighters: If the medical evaluation indicates that the individual is not fit for duty, the
individual will remain on admin leave for an agreed upon period of time, until such time as they are
released to work in a full capacity. These situations will be handled on a case by case basis.
Career Firefighters: If the medical evaluation indicates that the individual is not fit for duty, the
individual will remain on admin leave for an agreed upon period of time, until such time as they are
released to work in a full capacity. These situations will be handled on a case by case.
Should the individual require additional treatment or continuing are, the district physician will release
the individual into the care of their own healthcare provider. The district will not be financially
responsible for illness or injury discovered or identified by a representative of the district, unless the
illness or injury has arisen as a direct result of employment with the district. If the individual remains
under the care of the district physician, they will be responsible to fulfill the regimen prescribed.
Minor Illnesses/Injury: In case of minor illness or injury, the district may require a note from the
individual’s healthcare provider that releases them to duty or otherwise indicates any recommendation
regarding their ability to work. The Human Resources Manager should be contacted for any needed
clarification.
RETURN TO WORK
Medical Evaluation to Return to Work
Any individual returning to work from a serious injury or illness, extended absence, or from any other
health-related circumstance that may call to question their ability to perform their duties in a safe and
effective manner, must contact the Human Resources Manager. The district will require a medical
release to return to work from the district physician, personal healthcare provider, or an appropriate
medical expert.
In the event the district determines that a ‘fit for duty’ evaluation is required of any individual, they will
be given written notice of that requirement. The individual has the duty to cooperate in such evaluation,
including, but not limited to, signing all necessary medical information release forms, allowing their
relevant medical records to be transferred and reviewed by the evaluating physician, and allowing the
evaluating physician to report findings and opinions regarding the individual’s fit for duty status and the
individual must respond to the district’s reasonable inquiries in that regard.
Failure to cooperate in the ‘fit for duty’ evaluation may result in discipline up to termination.
A ‘fit for duty’ evaluation will be conducted by the district physician, who will provide medical and
physical ability testing that is relevant to the essential function of firefighting. The recommendation of
the districts physician shall be considered final.
In cases of an extended release from duty, the firefighter may require refresher training to ensure that
they are ready to respond to emergencies. The determination for the need of refresher training will be

at the discretion of the Operations Chief and based on the recommendations of the Training Officer, Fire
Chief, or the individuals’ immediate supervisor.
In some cases, an individual who has experienced a serious injury or catastrophic illness will be found
permanently unfit for duty. In these situations, the district may find that the individual is no longer
capable of safely preforming their duties and employment will be terminated.
ENTRY LEVEL REQUIREMENTS
New personnel shall be evaluated to ensure they are fit for duty through the following procedures:
•

All candidate firefighters are required to successfully complete the SVFR physical ability test
before being offered paid call or full time employment. See Attachment-1 for description of this
test.

•

All candidate firefighters are to successfully complete a medical evaluation by the district
physician before being offered paid call or full time employment. The level of exam can include a
strength and cardiovascular fitness evaluation based on NFPA 1582. The district physician will
notify the district if the employee is fit for duty.

New personnel are also required to do the following additional things to ensure they are fit for duty:
•

Pass a TB Skin Test or receive medical clearance by a physician indicating that they are TB
negative.

•

Successfully complete a SCBA face piece fit test.

•

Receive the Hepatitis-B immunization series or sign a declination waiver.

•

Submit a completed respirator questionnaire and receive medical clearance by the district
physician to wear and use a SCBA.

INCUMBENT FIREFIGHTER REQUIREMENTS
Incumbent personnel shall be evaluated to ensure that they are fit for duty through the following annual
procedures:
•

All firefighters are required to successfully complete the SVFR physical ability test on an annual
basis. See Attachment-1 for description of this test.

•

Incumbent personnel are also required to do the following additional things on an annual basis
to ensure that they are fit for duty:

•

Pass a TB Skin Test or receive medical clearance by a physician indicating they are TB negative.

•

Successfully complete a SCBA face piece fit test.

•

Submit a completed respirator questionnaire and receive medical clearance by the district
physician to wear and use a SCBA.

Personnel wishing to participate in wild land configuration mobilization shall successfully complete a
Pack Test utilizing USFS standards.
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OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 11/09/98

DIVISION TITLE: OPERATIONAL POLICIES - OPERATIONS

REVISION DATE:

SECTION TITLE: GENERAL PROVISIONS

REVIEWED DATE:

INTENT
These Rules and Regulations are issued for the orderly coordination of effort among the members of
Siuslaw Valley Fire and Rescue in the performance of their duties under routine and emergency
conditions.
They, like the organization they serve, are subject to change and modification to reflect our growth and
development, and to serve as an instrument for the guidance of effective constructive action.
They do not, nor are they intended to, provide a solution to every problem or condition that might
confront an organization established to render emergency service.
Therefore, it must be left to the individual qualities of loyalty, integrity, and devotion to duty; and it is
expected that each member will exercise judgement and initiative in coping with extraordinary
situations. At such times, each member should be governed by those standards of behavior which would
be observed by a reasonable and prudent person.
The degree to which each member demonstrates these attributes in the acceptance of his authority and
the discharge of his responsibilities will perpetuate the high standards of Siuslaw Valley Fire and Rescue,
so necessary in the performance of its public service.
These Rules and Regulations are subject to repeal, modification, amendment, or supplementation
whenever, in the judgement of the Board of Directors or the Chief of the Department, it is deemed in
the best interest of Siuslaw Valley Fire and Rescue. Consultation with employee representatives will be
sought on appropriate matters.
CODE OF ETHICS
“My fundamental responsibility as a 'Protector of Society' is the safeguarding and preservation of
human life and property against the elements of fire and disaster.
I will never allow personal feelings or danger to self-deter me from carrying out my duties. I will, to the
best of my powers, recognize and uphold my responsibility, dedicating myself to this before God and the
public, who have placed their faith in me as a volunteer firefighter.”
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EFFECTIVE DATE: 11/09/98

DIVISION TITLE: OPERATIONAL POLICIES - OPERATIONS

REVISION DATE: 10/02/02

SECTION TITLE: GENERAL PROVISIONS

REVIEWED DATE:

MISSION STATEMENT
To preserve and improve the quality of life for all who live, work, visit and invest in the community of
Florence, Oregon and the rural district that surrounds the city through the efficient delivery of
emergency services supported by aggressive fire prevention and public education.
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EFFECTIVE DATE: 09/15/99
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REVISION DATE:

SECTION TITLE: GENERAL PROVISIONS

REVIEWED DATE:

AUTHORITY
The following Rules and Regulations shall supersede and cancel all Rules and Regulations, general
policies, special notices and resolutions issued prior to this date, now and as hereafter amended. All
portions of General Policies and Special Notices that may be issued hereafter to these Rules and
Regulations shall have equal force and effect, and shall become part of these Rules and Regulations.
DISTRIBUTION
A copy of these Rules and Regulations shall be maintained at each fire station, and it shall be the duty of
each member to be familiar with the contents herein and to govern conduct accordingly. Any willful
violation of these Rules and Regulations by any member of the Department will result in a reprimand or,
in aggravated cases, suspension from duty, or dismissal.
POLICY OF APPOINTMENT
In accordance with departmental policies, all members shall be appointed for service on the basis of
merit and qualifications for particular duties. Discrimination on the basis of sex, race, color, national
origin, or religious creed is strictly forbidden. No member shall be discriminated against by any other
member because of compliance with these rules, or any policy, or any order of the Fire Chief directed
toward eliminating any discrimination of members on the basis of sex, race, color, national origin or
religious creed.
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EFFECTIVE DATE: 09/15/99
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REVISION DATE: 08/14/2012

SECTION TITLE: DEFINITION OF TERMS

REVIEWED DATE:

DEFINITION OF TERMS
The following proper names and terms shall have the meaning indicated in this section for the purpose
of these Rules and Regulations, and shall have the same meaning in all Department communications
unless otherwise specifically stated.
ACTING
A member holding a temporary rank or position or performing services temporarily.
ALARM
A notification to respond to an emergency.
ALARM, GREATER
Any alarm which calls for a second or greater assignment.
APPARATUS
Any fire department vehicle equipped with emergency operations equipment.
BATTALION CHIEF
A Chief Officer immediately subordinate to the Division Fire Chief.
CAPTAIN
A company officer.
CHAIN OF COMMAND
In order of rank, the Chain of Command is the Fire Chief, Deputy Fire Chief, Division Chief, Captain,
Engineer, Firefighter.
CHANNELS
The transmission of orders and communications through the intermediate officers in ascending or
descending order or rank.
CHIEF OFFICERS
The Fire Chief, Division Chief, Acting Chief, Battalion Chief, Duty Officer, and Acting Duty Officer.
COMPANY
Members under the command of a Company Officer, assigned to a station with apparatus.
COMPANY OFFICER
A Captain, or Acting Officer in command of a company and is the member’s immediate superior in the
chain of command.

DEPARTMENT
Siuslaw Valley Fire and Rescue.
DISCIPLINARY ACTION
Verbal or written reprimand, suspension, reduction of pay step in class, demotion, or dismissal.
DUTY OFFICER
The Fire Chief, Division Chief, Battalion Chiefs, or Acting Officer responsible for command activities at
multi company emergencies.
FALSE ALARM
An alarm given with malicious intent or without reasonable cause or by malfunction of equipment.
FIREFIGHTER
A member of Siuslaw Valley Fire and Rescue.
FIRE ENGINEER
A member of the Department responsible for the operation of apparatus.
FIRST-IN-DISTRICT
The area in which a company is normally the first to arrive in response to an alarm.
GENERAL POLICY
An order of a permanent nature which requires the attention of all Department personnel. Each General
Policy shall be identified for location in Department manuals. The Fire Chief is the only issuing authority
of General Policies.
HEADQUARTERS
The office of the Fire Chief. The administrative center of the Department.
INFORMATIONAL BULLETINS
Informational or general notice that does not affect the long-term policies of the Department. Members
may initiate an Informational Bulleting in the area of their collateral assignments with the approval of
their respective Battalion Chief.
MANUAL OF OPERATIONS AND PROCEDURES
Administrative directives by the Fire Chief establishing the practices and procedures of the Department.
OPERATIONAL PROCEDURES
Those policies established to provide guidance to Department personnel in matters of procedures and
responsibilities and may be used to implement those policies not specifically explained in the Rules and
Regulations.
ORDER
Any directive, either verbal or written.
REGULAR ASSIGNMENT
A normal complement of equipment responding to a specific alarm.

RULES AND REGULATIONS
Those administrative policies established to provide guidance to Department personnel in matters of
conduct and responsibilities.
SPECIAL NOTICE
A notice issued for the guidance or information of the entire personnel of the Department, or a group
thereof. Special Notices are temporary in nature and any staff officer may be issuing authority, with
approval of the Fire Chief.
STAFF
The Fire Chief, Deputy Fire Chief, Battalion Chiefs, Duty Officer, Clerical Staff, Office Administrator or any
member assigned to staff.
STANDING GENERAL ORDER
A statement describing a method of operation proven to be safe and effective which shall be adhered to
during emergency operations.
SUBORDINATE
A member who stands in order of rank below another.
SUSPENSION
An involuntary absence imposed by the appointing authority for disciplinary purposes, or pending an
investigation of charges.
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REVISION DATE:
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REVIEWED DATE:

FIRE CHIEF
The Fire Chief shall be the general manager and chief administrative officer of the Fire Department, and
shall control all its activities and Divisions.
The Fire Chief shall have control, management, and direction over all members of the Department in the
lawful exercise of his functions.
The Fire Chief shall cause to be established a system of operations and procedures, and rules and
regulations for the uniform application of operations and policies, necessary for the efficient operation
and control of the Department.
The Fire Chief shall take suitable measures to enable the Department to adequately discharge its duties
and obligations in the extinguishment of all fires with the least possible danger to life and property.
The Fire Chief shall prescribe and approve the tools, appliances, equipment, uniform, and protective
clothing of the Department and manner of use, wearing, and caring of such.
The Fire Chief shall be responsible for the performance, evaluation, and effectiveness of his/her
subordinates and shall apply recognized supervisory techniques, in doing so, realizing that a high level of
efficiency and performance is the Department policy.
The Fire Chief shall investigate any complaints or charges that relate to the conduct of Fire Department
or Fire Department personnel.
The Fire Chief shall cause to be kept in proper form an accurate record of all business transacted in the
Department and shall submit to the Board of Directors an annual report of Fire Department activities.
The Fire Chief shall annually submit to the Board of Directors a budget of the amounts required for the
ensuing year in the manner prescribed by the Board of Directors.
The Fire Chief may designate a lower ranking officer to be the Acting Fire Chief during his/her absence.
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BATTALION CHIEF
The Battalion Chief shall be subordinate to the Fire Chief and shall assume control, perform the duties
and exercise the power of the office to which he/she is assigned.
The Battalion Chief shall assist the Fire Chief in formulating and administering Rules and Regulations,
practices and procedures governing personnel and operations.
The Battalion Chief shall be responsible for the performance, evaluation, and effectiveness of his/her
subordinates and shall apply recognized supervisory techniques, in doing so; realizing that a high level of
efficiency and performance in the Department policy.
The Battalion Chief shall perform research studies, as required by the Fire Chief that may be
implemented to increase departmental effectiveness and efficiency.
The Battalion Chief shall be responsible for all Department property in his/her charge, and shall see that
it is in proper condition for immediate use at all times.
The Battalion Chief shall hold the officers under his/her command responsible for the discharge of their
duties and for any neglect in carrying out and enforcing orders and rules governing the officers and
members of the Department. He/she shall take proper action in cases of such violations and shall report
same to the Fire Chief.
The Battalion Chief may suspend any member of the Department under his/her command for cause as
indicated by the District's Personnel Rules and Regulations supplementing such suspension with charges
in writing to the Fire Chief.
The Battalion Chief shall assume the responsibilities of Duty Officer for periods to be determined by the
Fire Chief needs of the Department may require.
The Battalion Chief shall, when off duty, respond to major emergencies when available for assignment.
The Battalion Chief shall prepare and submit to the Fire Chief and annual budget request for divisions of
the Department for which he/she is responsible.
The Battalion Chief shall maintain records and reports as required for the efficient operation of his/her
designated division or as may be required by the Fire Chief.
The Battalion Chief shall assume other duties from time to time as prescribed by the Fire Chief.
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DUTY OFFICER
The Duty Officer shall be the rank of Battalion Chief or higher. A senior Captain may act in the capacity
of an Acting Battalion Chief when approved by the Fire Chief.
The Duty Officer shall be subordinate only to the Fire Chief and shall assume control, perform the duties
and exercise the power of the officer to which assigned.
The Duty Officer shall be on duty for periods to be determined by the Fire Chief as the needs of the
Department may require.
The Duty Officer shall respond to all reports of fires within the District. The Duty Officer may respond to
other emergencies within the District as he feels his/her presence is necessary. The Duty Officer will,
when possible, relinquish command of non-fire emergencies to a subordinate fire officer. The Duty
Officer, when on scene of non-fire emergencies, will be available to respond to additional alarms. The
Duty Officer will keep his command vehicle on paved streets and roads, when possible.
The Duty Officer shall cause all fires to be investigated to determine cause and origin and estimated
damage.
The Duty Officer shall cause the Fire Chief to be notified immediately, if he/she is not present, of
important fires and disasters, extraordinary happenings or when other unusual matters occur.
The Duty Officer shall, upon orders from the Fire Chief, assume command of the Fire Department in the
absence of a chief officer and assume all obligations and responsibilities of the Fire Chiefs position.
The Duty Officer shall assume when necessary other duties from time to time as prescribed by the Fire
Chief.
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COMPANY OFFICER
The Company Officer shall, under the direction of the Chief Officers, have command and control of
his/her company personnel and shall operate in accordance with all rules, regulations, and procedures
of conduct pertaining to his/her rank and shall enforce such rules, regulations and procedures by reason
of his/her rank and responsibility.
The Company Officer shall be responsible for the performance, evaluation, and effectiveness of his/her
subordinates and shall apply recognized supervisory techniques, in doing so; realizing that a high level of
efficiency and performance is the Department policy.
The Company Officer shall be familiar with the general requirements of his/her command sufficiently to
enable him to assume his/her responsibilities and effectively discharge his/ her duties.
The Company Officer shall cause all injurious fires to be extinguished with the least possible danger to
life and property, prevent unnecessary water damage, take proper precautions against rekindle, and
leave the premises in as safe a condition as practicable to do so.
The Company Officer shall be responsible for the completeness, accuracy and dispatch of all reports
with which he/she is concerned; refrain from intercepting or unnecessarily delaying any reports or
communications in transit, and where such reports involve questions of policy, forward them to the
Duty Officer.
The Company Officer shall preserve all policies, notices, communications and records pertaining to the
operation of his/her respective unit, until the purpose of such records have been served.
The Company Officer shall respond with his command to alarms and other emergency calls as
dispatched and when first to arrive, the Company Officer shall assume command of the scene until
relieved by a Chief Officer.
The Company Officer, when in charge at the scene of any fire, shall have the authority to direct the
operation of extinguishment and to take the necessary precautions to prevent the spread thereof. In
the course of such operations, he shall prohibit approach to such fire by any person, vehicle, or thing.
He shall also remove or cause to be removed and kept away from such fire, any vehicle or thing, and all
persons not actually and usefully employed in the extinguishing of such fire or the preservation of
property in the vicinity thereof.
The Company Officer shall take precautionary measures to prevent the exposure of members to
unnecessary danger while on duty.

The Company Officer shall train and instruct members of his/her command through training sessions to
insure the efficiency and coordination of his command is maintained at a high standard, and further
shall comply to the best of his/her ability with the training schedule.
The Company Officer shall avoid interference in matters of operations for which another officer is
responsible, except with the latter's consent or by order of a Chief Officer, strictly avoiding conflicts of
authority.
The Company Officer shall be responsible for the order and cleanliness of company quarters.
The Company Officer shall preserve order and discipline within his/her company,
The Company Officer shall have the authority to issue verbal or written reprimand to a member of
his/her command for minor violations of the Rules and Regulations or Operational Procedures. The
Company Officer shall forward a copy of all written reprimands with complete details to the Fire Chief
for review through proper channels.
The Company Officer may temporarily relieve or suspend any member of the Department under his/her
command for just cause, as indicated by the Rules and Regulations, supplementing such suspension with
charges in writing to the Fire Chief, through proper channels. Just cause may be defined as
insubordination, conduct contrary to the good order of discipline, failure to obey a lawful order of an
officer or serious willful misconduct.
The Company Officer shall not allow political or employee organizations or social gatherings to assemble
in department quarters, unless permission is granted by the Fire Chief.
The Company Officer shall prohibit the presence of intoxicated or otherwise disorderly persons in or
about quarters at any time.
The Company Officer shall determine that all apparatus and Department equipment assigned to his/her
command or stored in quarters are properly cared for and protected.
The Company Officer shall not put apparatus out of service without notifying the Duty Chief.
The Company Officer shall perform such other duties as a Chief Officer may direct.
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ACTING OFFICER
An Acting Officer shall have the authority of the position in which he/she is acting, be charged with the
knowledge and responsibilities of the position, and be held accountable for the proper execution of the
duties of the rank in which he/she is acting.
The Acting Officer shall be accorded all the privileges pertaining to the position he/she temporarily
occupies.
The Acting Officer shall carry out directives of the regular officer whose position he/she occupies, unless
otherwise ordered by a Chief Officer.
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PURPOSE
To ensure operational changes are established correctly and communicated to the entire district
properly. To avoid confusion and ensure all members are on the same page when delivering service to
our community. To encourage collaboration in an effort to provide the best service possible.
SCOPE: All personnel.
POLICY
SVFR is committed to delivering the best service possible to our community. Suggestions in how we
operate are best made by those who are responsible for providing the service. Therefore, suggestions
from every member regardless of rank are valued and encouraged. When a member has a suggestion to
change and/or improve operational effectiveness the following format shall be followed:
•

Any member of the district may propose an operational change they feel could enhance safety,
and improve on-scene effectiveness. When a member has a suggestion, they shall take the
suggestion to the Operations Chief and discuss the change. It is best if the member has written
the suggestion on paper and includes a brief statement why they feel the change is needed.

•

The Operations Chief will consider the idea and determine if it could improve how we deliver
service. If the Operations Chief feels the idea is valid they shall bring the idea to the next staff
meeting and present it. The Operations Chief is strongly encouraged to bring all suggestions to
the staff meeting for discussion because although the complete suggestion may not be possible
an aspect of the idea could lead to a valuable change.

•

The management team shall discuss the suggestion and determine if any or all the suggestion is
of value and provide feedback to the Operations Chief. Feedback and status of the suggestion
shall be provided to the member making the suggestion throughout the entire process by the
Operations Chief.

•

If the management team recommends pursuing the suggestion the Operations Chief will present
the idea at the next Officer’s Meeting for discussion and feedback.

•

If the suggestion is approved by the Officers, the Operations Chief shall work with the Training
Officer and other appropriate members of staff to roll out the change to the entire district. The
Operations Chief should consider a start date for the change to ensure proper notification and
training has taken place. The Operations Chief may delegate portions of the roll out but shall
remain responsible for its delivery and implementation.

•

Reserved.
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VOLUNTEER FIREFIGHTER
Recruit Volunteer Firefighter
A Volunteer Firefighter is classed as a "Recruit Volunteer" from the date his/her proper membership
application has been approved until successful completion of a Recruit Academy. A recruit volunteer
firefighter may attend training events (unpaid).
Probationary Volunteer Firefighter
A Volunteer Firefighter is classed as a “Probationary Volunteer Firefighter” after his/her successful
completion of a Recruit Academy and until he/she has successfully completed a full year of active
service from the date of such successful completion.
Regular Volunteer Firefighter
A Volunteer Firefighter achieves "Regular Volunteer Firefighter" status after successful completion of a
"Recruit Academy" and “Firefighter 1” certification or task book and a one-year probationary period as
stated above.
VOLUNTEER FIREFIGHTER ACTIVITY POINTS AND REIMBURSEMENT
Schedule Reimbursement
A Volunteer Firefighter will be reimbursed for his/her service at a rate of $8.50 per hour of scheduled
fire training or as approved by an Administrative Chief Officer. Battalion Chiefs and Captains will be paid
for three (3) hours of training per week. All other Firefighters will be paid for two (2) hours of training
per week with the exception of Firefighters from Stations 3, 4, 5 and 8 who will be paid at the rate of
two and one-half (2.5) hours when required to attend training at Stations 1or 2 or another location in
the City.
A Volunteer Firefighter will be reimbursed for his/her service at the rate often dollars ($10.00) and two
(2) points (per the schedule set forth below) per alarm to which he/she actually responds.
Length of Service Award Program Activity Points

A Volunteer Firefighter will be assigned activity points as follows:
•
•
•
•
•

Regularly scheduled training events/sessions
Approved nonscheduled training events/sessions
Approved out of district training events/sessions
Approved non-emergency activities
All emergency tap-outs

4 points
3 points
2 points
2 points
2 points

LENGTH OF SERVICE AWARD PROGRAM
Program Description:
The Length of Service Award Program is a way for the fire district to recognize its volunteer firefighters
and to encourage them to remain active in the fire service. The Length of Service Award Program is
administered through the Special District Association of Oregon and a private investment company. The
Fire District contributes $25.00 each month for each volunteer firefighter that meets the minimum
requirement of 12 activity points. The volunteer is not vested until he/she completes 10 years of active
service. The funds remain the property of the Fire District, but the volunteer firefighters direct the
investment of the funds among various types of investments through the private Investment Company.
When a volunteer firefighter is eligible for distributions he or she will begin to receive a monthly annuity
based on selections made by the volunteer. The amount of the award is based on the value of the
volunteer’s account as of the date of distribution, and not upon any particular amount guaranteed to
the volunteer firefighter by the Fire District.
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PARTICIPATION REQUIREMENTS
In order to meet State and NFPA mandated attendance requirements for firefighters and to ensure their
safety and that of fellow firefighters, the Department has set minimum participation requirements for
training drills and incident response.
Firefighters are required to attend and participate in sixty (60) % of the Tuesday training drills and that
equates to thirty-one (31) drills in a twelve (12) month period. Company Officers are required to attend
and participate in (75%) of the Tuesday training drills. The whole purpose for having a volunteer
firefighter program, which includes extensive training, is to have trained personnel to respond to
incidents. Although it is hoped there would be a greater percentage of response, the minimum
requirement for incident response is twenty-four (24) calls during a twelve (12) month period. (31 drills
and 24 incident responses per year.)
Staff will review attendance records every six months to ensure members are meeting their minimum
attendance. An average of the firefighter’s service time will be used going back as far as two years. For
example, if a firefighter has been a member for twelve (12) months, the average will be calculated over
twelve (12) months. If he/she has been a member for five (5) years, the average will be calculated over
twenty-four (24) months. If a firefighter fails to maintain the minimum attendance, he/she will be placed
on a corrective action contract. If, after an additional six (6) months, the firefighter does not meet the
minimum attendance requirement, he/she will be required to attend and successfully complete all
aspects of the Department’s recruit academy class. Failure to attend and/or successfully complete the
academy will result in termination.
Officers and paid staff can offer firefighters one hands on, skills based training as makeup hours for
members needing additional hours to meet the departments attendance requirements.
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05 LEAVE OF ABSENCE
A “Leave of Absence” form must be submitted to the office staff as soon as possible when the following
occurs:
•

Placement on light duty or limited physical activity by a physician.

•

Military deployment.

•

Personal leave exceeding thirty (30) days.

A leave of absence can be in effect for six (6) months. After six months, he/she will need to reapply to
the Department and re-attend the academy. All Department equipment, i.e. turnouts, uniform, badge
and pager, must be turned in at the time of the request for leave. If the leave is a medical leave and is
expected to be less than eight weeks in duration, it is not necessary to turn in such equipment.
Medical leaves will need a doctor’s release to full firefighting duties prior to allowing a member back to
active status. Members will be allowed to attend Association meetings, classroom training and
Association events while on medical leave with the approval of the attending physician and a Chief
Officer.
If a firefighter is actively enrolled in a medical training class, i.e. First Responder, EMT Basic or
Intermediate, and the class coincides with drill nights, the member will be given an excused absence
from such.
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TRAINING DIVISION OVERVIEW
The Fire Training Division has the mission to provide training and education for all aspects of the fire and
emergency services. The emphasis for providing fire training is to ensure the maximum safety for fire
department personnel and basic evolutions required to perform the various duties and responsibilities
of the fire protection district.
DEFINITIONS
Recruit Volunteer Firefighter: A volunteer firefighter is classed as a “recruit volunteer firefighter” from
the date his/her proper membership application has been approved until successful completion of a
Recruit Academy. A recruit volunteer firefighter may attend training events (unpaid). A fluorescent red
stripe on his/her fire helmet will identify him/her as a Recruit Volunteer Firefighter.
Probationary Volunteer Firefighter: A volunteer firefighter is classed as a “probationary volunteer
firefighter” after his/her successful completion of a Recruit Academy and until he/she has completed a
full year of active service from the date of such successful completion.
Regular volunteer Firefighter: A volunteer firefighter achieves “regular volunteer firefighter” status
after successful completion of a Recruit Academy and “Firefighter 1” certification or task book and a
year probationary period as stated above.
Hot Zone: A working area of an emergency scene between the initial fire apparatus and the fire/
emergency scene itself.
Cold Zone: The working area outside the Hot Zone.
INDIVIDUAL FIRE TRAINING REQUIREMENTS
Each regular member of Siuslaw Valley Fire and Rescue is required to successfully complete the Recruit
Fire Training Academy and to be a certified volunteer firefighter prior to being assigned to actual
firefighting activities. A recruit volunteer firefighter may respond to emergencies on Siuslaw Valley Fire
and Rescue apparatus if and when there are available positions on the responding
apparatus. A recruit volunteer firefighter will limit his or her fire scene activity to the 'Cold Zone' and
may not enter the 'Hot Zone'.
Each basic volunteer firefighter shall perform his/her duties under the immediate supervision of a
regular volunteer firefighter or fire officer until successfully completing the “Firefighter I” task book.

Each regular volunteer firefighter must meet and maintain minimum Department of Public Safety
Standards of sixty units/hours annually. For allowances for make-up drills and activities, see “Fire
Training Make-up Activities”
Each volunteer firefighter is required to maintain fire training/activity standards as required for
continued certification by Oregon Department of Public Safety Standards (DPSST). Each volunteer fire
officer (Captains and above), shall maintain a minimum of one hundred (100) units/hours annually.
IN HOUSE FIRE TRAINING
In house fire training is considered the regularly scheduled weekly fire training drills and activities, and
special training events as scheduled by the Training Officer.
Offsite training is considered those events that provide training activities outside of the Siuslaw Valley
Fire and Rescue training activities, stations and boundaries. Offsite fire training costs are provided by the
Training Division after proper submittal and approval of a Siuslaw Valley Fire and Rescue Off-Site
Training Request.
OFF-SITE FIRE TRAINING
Off-site training is considered to be those events that provide training activities outside of the Siuslaw
Valley Fire and Rescue training activities, stations and boundaries. Off-site fire training costs are
provided by the Training Division after proper submittal and approval of a “Siuslaw Valley Fire and
Rescue Off-Site Training Request”.
FIRE TRAINING REIMBURSEMENT ALLOWANCES
Reimbursement allowances are made monthly to the Siuslaw Valley Firefighters Association for
volunteer firefighter activity per the Siuslaw Valley Fire and Rescue Board of Directors accepted
allowance schedule. Allowance activity shall include all regularly scheduled weekly activities, special fire
training activities as approved by the Training Officer and the Fire Chief. Reimbursement credit will be
given to those firefighters who sign the corresponding Training Drill Roster.
FIRE TRAINING MAKE UP ACTIVITIES
Volunteer firefighters may make up missed fire training activities and receive reimbursement for
Inhouse Fire Training Activities as approved by the Training Officer. Volunteer firefighters may make up
missed fire training activities, without a reimbursement allowance, for Offsite Fire Training Activities and
'Other than' Fire Training Activities, such as fire prevention activities, firefighter recruitment activities,
community programs, etc.
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OFF SITE TRAINING OVERVIEW AND QUALIFICATIONS
Offsite training is considered to be those events providing training activities outside of the Siuslaw Valley
Fire and Rescue fire training activities, stations and boundaries. The Training Division shall use the
Offsite Fire Training Criteria set forth below for approving "Offsite Training Requests".
Consideration for these classes will be based on an in-house training point system.
If more individuals apply than we are able to send to a particular training class, the Person with the
higher points will be chosen. The minimum monthly point accumulation required to attend offsite
training will be 40 points per quarter and/or 160 points annually.
Fire training and emergency response activity on a points-basis is as follows:
Regularly scheduled training sessions
Approved nonscheduled training events
Emergency tap outs
Approved non-emergency activities
Outside training program

Four (4) points
Three (3) points
Two (2) points
Two (2) points
Two (2) points

OFF SITE FIRE TRAINING CRITERIA
Available budget funds.
Previous year's volunteer firefighter activity:
Less than 160 points
Between 160 and 175 points
Between 175 and 190 points
Between 190 and 200 points
Over 200 points

Not eligible for offsite training reimbursement
1 class not to exceed $50
2 classes not to exceed $75
3 classes not to exceed $200
4 classes not to exceed $300

OVFA Conference: Yearly points accumulated will determine priority.
National Fire Academy: Available first to all officers. Firefighters will also be considered for training at
the National Fire Academy, provided he/she exhibits the desire to obtain a particular course not offered
in Oregon, and exhibits applicable long-term goals in the fire service.
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RE-ENTRY/ LATERAL MEMBERSHIP
Lateral Transfer
If an individual that has a current DPSST FF1 Certificate and wants to join the Department, he/she will
have to fill out an application packet, be interviewed, pass a background check, a drug screen, a Doctors
NFPA Exam, and complete the FF task book, upon completion the individual will then be issued a pager
and allowed to respond to calls.
Re-Entry
Former members that have been gone from the department for more than 6 months but less than 8
years will be eligible for re-entry as follows:
•

Members with less than 2 years of department experience or have been gone more than 8 years
will need to attend a department recruit academy.

•

Members with more than 2 years of department experience and have been gone less than 8
years will be allowed to complete a department re-entry task book at which time they will be
fully reinstated.
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PURPOSE
To establish policies and guideline for the use of district vehicles and privately-owned vehicles used
during official business
activities.
POLICY
It is the policy of SVFR that all members shall abide by all State, Local and Department ordinances and
policies pertaining to the operation and use of District and privately-owned vehicles.
SCOPE
All authorized employees/volunteer employees of the District who operate a district or privately-owned
vehicle.
DEFINITIONS
POV- Privately Owned Vehicle, a vehicle owned by anyone other than the Siuslaw Valley Fire and Rescue
SVFR - Siuslaw Valley Fire and Rescue and its Board of Directors. The fire department is directed by the
Fire Chief, Officers and Firefighters
NFPA - National Fire Protection Association
Official Business – Activities directly related to district business such as but not limited to meetings,
training, public education, fire prevention, and emergency response.
PRIVATELY OWNED VEHICLES
Any member of the SVFR must have a valid Oregon driver's license when operating a privately-owned
vehicle in conjunction with any event involving the SVFR.
It shall be the responsibility of all members to adhere to the practices of safe and defensive driving
when operating privately-owned and district-owned vehicles.

A POV may be used to attend out-of-district training events subject to prior approval by the Fire Chief. In
this instance, the SVFR member must provide proof of liability insurance. The SVFR member will be
reimbursed for prior approved out-of-district travel at the current SVFR mileage reimbursement rate.
Members of the SVFR will respond directly to his/her assigned fire station during emergencies even in
the event that they pass the emergency scene.
District-owned vehicles will be operated by District employees only. The employee must have a valid
driver's license, and must be certified and authorized for vehicle operation by the District's
administration.
During emergency responses, District-owned vehicles will be driven by SVFR personnel authorized for
Code Three vehicle operation. All District-owned vehicles shall be driven during Code Three conditions
with proper caution for the safety of assigned firefighters and the public. SVFR vehicles will not exceed
the posted speed limit by more than five (5) mph during emergency response. When entering a signaled
intersection during an emergency response, the driver will come to a complete stop at a red signal light,
then proceed through the intersection with due caution. At a green signal light, the driver will remove
his foot from the throttle and place it on the brake for safety purposes while proceeding through the
intersection. No District owned fire apparatus larger than a pickup will be driven Code Three without at
least one passenger to assist in vehicle safety and roadway observation as recommended by NFPA
unless otherwise advised by the Duty Officer.
LIMITATIONS OF VEHICLE USE
All members shall operate district-owned vehicles within the limitations of district policies.
STAFF VEHICLES
Staff vehicles are those vehicles assigned to members of the department for situations in which a vehicle
is necessary to perform the function of the department. Staff vehicles shall be operated as follows:
FIRE CHIEF: As per current employment contract.
DUTY CHIEF (on call): Must remain within the boundaries of the District, unless required to leave for the
performance of his/her duties; must drive emergency equipped District vehicle during and after regular
hours; must respond to emergency events; may use vehicle for personal activities, including family
transportation to enable immediate emergency response.
DUTY CHIEF (not on call): Respond to emergency calls as deemed necessary or requested; may be used
to respond to fire investigations; may be used to attend off-duty SVFR meetings, drills, seminars,
schools; may be used to transport personnel or equipment relating to departmental functions; may not
be used for personal use.
Under no circumstances shall department emergency response vehicles be used to conduct personal
business, other than those defined above. This shall preclude the use of vehicles for shopping for items
other than for station supplies, trips to members residences unless for emergency or replacement of
clothing, etc. Personal banking or other business and any activity not directly related to the mission of
the District is also prohibited.

APPARATUS DRIVER/PUMP OPERATOR CERTIFICATION
Apparatus driver/pump operator must have completed department and N.F.P.A. driver training and be
certified to drive assigned apparatus. Driver will be restricted to Code 1 response until they have the
following:
•
•
•
•

Three years in the department and twenty-one (21) years of age.
At least 3 Drivers Road Test check off sheets on file.
Approved by a Captain or higher rank to be a safe and competent code 3 driver.
Previous experience/department need may be used by Administration to make exceptions.
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All travel outside the district for business or educational reasons will have the approval of a
Chief Officer and travel out-of-state will have the approval of both the Fire Chief and President
of the Board of Directors.
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PURPOSE
Siuslaw Valley Fire and Rescue will not tolerate acts of violence in the workplace. The workplace is
inclusive of fire stations, district vehicles and emergency scenes and the policy pertains to violence from
either internal or external persons, i.e. employees, volunteers, citizens or citizen groups.
In addition to the prohibition against workplace violence, employees/volunteers are also prohibited
from bringing or keeping any firearms, ammunition, explosives or other object, whose purpose is to
inflict bodily harm, in any fire station or district vehicle.
This provision of the policy does not apply to sworn law officers or any employee required to carry
firearms, ammunition, explosives or other objects that may cause bodily harm if such carrying is a
condition of their employment.
DEFINITION
The District defines workplace violence as any act of violence against an employee, volunteer or
member of the public, threats to inflict physical harm or damage to property or any intentional behavior
that would cause a reasonable person to feel threatened with physical harm. This policy applies to
workplace violence from either internal or external persons, such as employees, volunteers, citizens and
vendors.
PREVENTION OF WORKPLACE VIOLENCE
The District supports the concept of a safe work environment and prevention of workplace violence.
Prevention efforts include, but are not limited to, informing employees of this policy, instructing
employees regarding the dangers of workplace violence, the proper handling of emergency situations,
and providing a reporting procedure to address incidents of violence without fear of reprisal.
REPORTING WORKPLACE VIOLENCE
Incidents of workplace violence must be reported to a Chief Officer or appropriate supervisor. District
Administration will assess and investigate the incident and determine the appropriate action to be
taken. Supervisors will inform the Fire Chief of all reported incidents.
Employees and volunteers should communicate any unusual activity that may identify the potential for,
or actual occurrence of, a violent incident to the appropriate law enforcement agency.
In critical incidents in which serious threat of injury occurs, a Chief Officer and appropriate law
enforcement will be notified and emergency responders will be staged in a safe environment.
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RESPONSIBILITY
It shall be the responsibility of the Station Captain of each station to ensure an adequate storage of
supplies needed is available to perform station housekeeping and maintenance functions.
USE OF MATERIALS AND SUPPLIES
It shall be the responsibility of each Departmental Member that all supplies and materials be used with
safety, efficiency and in an economical manner.
Nothing shall be placed, laid or set upon any Siuslaw Valley Fire and Rescue vehicle unless it is on the
inventory of such vehicle. This will help to prevent loss of items such as portable radios, flashlights,
turnouts, etc. and protect the painted surfaces of the vehicle from damage.
DISPOSABLE CAMERAS
The taking of pictures to record specifics at Departmental response incidents, as well as investigations of
possible arson is of value for reference and possible evidence. Pictures can also be of value when taken
at training sessions. The Department provides cameras and film for these types of situations, which are
located on the first line apparatus. The Members should utilize this equipment for these purposes only
and not for personal reasons. When finished taking photos of a particular incident or session, rewind,
even if all of the roll has not been exposed. Forward the camera to the Assistant Chief/Logistics Officer,
with the name of the sender and the reason for processing the film attached. Fire Investigation film is to
be provided to the Deputy Chief/Fire Marshal for processing.
When the camera supply at the Station is out, the Station Captain should contact the Assistant
Chief/Logistics Officer for a new order.
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RESPONSIBILITY
It shall be the responsibility of the Equipment Manager to ensure that all fire hose is tested annually. It
shall be the responsibility of the Equipment Manager to record the results for the permanent hose
record cards.
FIRE HOSE RECORDS
It shall be the responsibility of the Equipment Manager to maintain accurate hose records. Hose record
cards shall include the following information: assigned identification number, manufacturer, vendor,
size, length, type of hose, date received and put in service, date and results of each service test and any
repairs made to the hose or couplings.
STORAGE
Hose in storage shall be maintained and ready for service. Hose shall be stored in a well-ventilated
location. Hose shall be stored only after it has been properly inspected, tested if required, cleaned, dried
and rolled. Hose that is out of service for repairs shall be properly tagged and stored apart from in
service hose in storage.
FIRE HOSE IDENTIFICATION
Each length of hose shall be identified by the assigned identification number stenciled on the jacket.
(Exception: Wildland single jacket hose no markings required). Care shall be taken to use an ink or paint
which is not harmful to the hose.
CARE AND MAINTENANCE PROCEDURES
Inspecting: After use, all hose shall be inspected. The jackets shall be inspected for cuts, abrasions, burns
or other damage. The couplings and gaskets shall be inspected for any type of damage.
WASHING
After use, all hose shall be cleaned. If the dirt and/or dust cannot be thoroughly brushed from it, or if it
has come in contact with any harmful materials, the hose shall be washed.
TESTING
All fire hose shall be tested annually, after being repaired, or when accepted from the vendor.
The total length of each hose line to be tested shall not exceed 300 feet. The hose line shall be straight
and without kinks or twists. The identifying number of each length being tested shall be recorded.

The hose test gate valve with a 1/4" opening drilled through the gate will minimize pressure surges if a
hose bursts during testing. The gate valve is to be connected to a 2 1/2" discharge port leading to the
hose to be tested.
The service test pressure shall be as specified.
1 1/2" thru 4" multiple jacket 250 P.S.I.
1 1/2" thru 2 1/2" single jacket 150 P.S.I.
3 1/2" thru 4 1/2" supply hose 200 P.S.I.
4" thru 6" soft suction 200 P.S.I.
Removing the Air:
With the hose test gate valve open and the nozzle or test cap open, the pressure shall be gradually
raised to approximately 50 P.S.I. After the line is charged and all the air has been exhausted from the
hose, the nozzle or test cap valve shall be slowly closed and the hose test gate valve shall be closed
which will allow enough water to pass to keep pressure on the hose line.
Draining:
After 5 minutes, the pressure shall be reduced slowly, the pump discharge closed, and each nozzle or
test cap opened to drain the hose.
DAMAGE OR REPAIRS
All hose that has been damaged or is need of repair shall be properly tagged, listing damage or repair,
needs and the date tagged. A notice shall be forwarded to the Equipment Manager for action.
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PURPOSE
To set forth uniform standards and procedures for the mourning ceremony after the death of a member
or former member of Siuslaw Valley Fire and Rescue.
RESPONSIBILITY
Siuslaw Valley Fire and Rescue accepts the responsibility to show proper reverence and provide proper
representational services for its deceased firefighters and employees. Each employee shall have the
responsibility to show due respect for deceased Members by attending and holding sacred these
occasions.
NOTIFICATION
Line-of-Duty Death - Immediate Action:
•

Upon the death of a Member in the line-of-duty, the Company Officer shall notify the Duty Chief
of the situation. The Duty Chief shall in turn notify the Department Chaplain, as well as the
Association President. This should be done by phone and not by radio. The Duty Chief shall also
notify the Fire Chief as soon as possible.

•

The Fire Chief, a designated representative, and the on-call Chaplain, if available, shall notify the
next of kin immediately. (No radio traffic should be aired concerning the death.)

•

The Fire Chief shall notify the Board of Directors as quickly as possible.

•

Whenever possible, the Duty Chief shall relieve the immediate coworkers (those in the
immediate proximity or those responsible for the attempted rescue and/or removal of the
deceased) from the scene to return to the station.

•

A defusing session by the Chaplain or qualified CISD person shall be accomplished as quickly as
can be scheduled. This is to be followed by general information of how notification is being
done, and what is to be expected in the immediate future.

•

The Public Information Officer or person designated to handle news releases should be notified
so that factual information is disseminated in a controlled and prompt manner.

•

Within 72 hours, a Departmental debriefing shall be conducted for all those who wish to attend.

•

The Fire Chief shall designate an Officer-in-Charge (OIC) who shall be responsible for the
Department’s involvement in the funeral procedures and work in conjunction with the Chaplain.

•

Upon receipt of a notice of a Member killed in the line of duty and following proper notification
of the next-of-kin, authorization will be requested from the Fire Chief to lower the Station Flags
to half-mast and to fly half-mast for seven days following the funeral.

Death Other than in the Line-of-Duty:
•

When any Member of the Department learns of the death of an active or retired Member of
Siuslaw Valley Fire and Rescue, he or she shall notify the Fire Chief.

•

As soon as possible, the Fire Chief, accompanied by the Chaplain whenever possible, should
make a personal visit to the immediate family member offering any service the Department can
render.

•
•

The Fire Chief shall designate an Officer in Charge who shall be responsible
for the Department's involvement in the funeral procedures.

•

Authorization will be requested from the Fire Chief to lower the Station Flags to half-mast until
the day following the funeral.

Death of a Relative of a Member:
When the scene involves the death of a relative of a Member of Siuslaw Valley Fire and Rescue:
•

When on scene it is discovered that the death (or trauma) involves a relative of a Department
Member, the Company Officer shall immediately notify the Duty Chief who, along with the on
call Chaplain, make notification to the Member and family.

•

The Department should offer any help or services which may be applicable.

GENERAL OBSERVATIONS
In any of the above scenarios, the person notifying the next-of-kin should stay with the family member
until support people can gather. (Support people may be other family members, family friends, family
clergy, or other Member's wives, etc.).
Following initial notification, it is often very helpful to make the first telephone contact of relatives. You
should be prepared to explain the circumstances of the death and answer any questions. The general
circumstances of the death should be explained; however, it is very important not to infer or draw any
conclusions as to the cause of death. Explain that it is, and will be, under investigation for some time.
For further guidance on your statements, contact the Fire Chief.
Siuslaw Valley Fire and Rescue Members or their families may provide meals.
The Chaplain or the Department Secretary may assist with arrangements of this nature.

RESPONSIBILITES OF THE OFFICER IN CHARGE
The Officer in Charge shall contact the family of the deceased Member and, in coordination with the
Funeral Director, establish the family's desires as to Fire Department participation in the funeral. He/She
shall assist the family in any way. He/She shall offer Siuslaw Valley Fire and Rescue resources for the
following services:
•

Formal funeral - at a private home, funeral home, church or cemetery and may involve the use
of an Engine, Active Pallbearers, Honorary Pallbearers, Funeral Detail, and Color Guard (if
applicable). A Color Guard and Bugler shall be reserved for those deaths which occur in the line
of duty.

•

Semi-formal funeral - at a private home, funeral home, church or cemetery and include Active
Pallbearers, Honorary Pallbearers, Honor Guard or Funeral Detail.

•

Non-formal funeral - at home, funeral home, church or cemetery and may not have Fire
Department involvement other than Members attending in a passive role either in the viewing
and/or funeral service.

•

Private funeral - at home, church or cemetery, which, in respect for the family's wishes, will
have no outside participation at the funeral.

Having established the wishes of the family, the Officer in Charge shall carry out any or all of the
following in order to comply with these wishes. The Officer in Charge shall be continually in
communication with the Funeral Director and will arrange for the Fire Department's participation.
Normal Funeral Arrangement:
•

Arrange for an Honor Guard to stand duty during the viewing; minimum of four.

•

Arrange for Active Pallbearers six (6) plus an Officer.

•

Arrange for necessary equipment (clean, wash, and wax as needed.

•

Arrange for Honorary Pallbearers (family, Company Officers, retirees, etc.

•

Arrange for Funeral Detail (all uniformed Members in attendance).

•

Arrange for Bugler or Bagpipes (if available).

•

Arrange for Color guard and set rehearsal times.

•

Obtain an American Flag for casket. (Funeral Director secures American Flag for Veterans only).

•

Provide Members of the Fire Department with the information necessary to carry out their roles
in the funeral.

•

Survey the area of the service, make provision for placement of all attending units, provide
information and/or map as necessary.

•

Designate an area of assembly for all attending (preferably in a building or nearby room). Be
sure to include all areas being used (funeral home or church and cemetery, etc.). Note: Such
assembly areas could be a block or two away so as to arrange for participants parking that will
not hinder other attendees' parking; then march as a unit to place of assignment.

•

Black mourning bands shall be issued for the badges of all uniformed personnel.

•

White gloves should be available for the Honor Guard, Color Guard and Pallbearers.

•

The Officer in Charge, or his/her delegated representative will coordinate all commands for the
Honor Guard and during the movement of the casket and personnel.

Special Arrangements for a Formal Funeral:
•

A Fire Department Engine designated by the Chief will be appropriately prepared with flowers
and black bunting and stripped of hose for use to transport the casket.

•

Arrange for proper placement of all vehicles that will participate in the funeral procession.

•

A map of the areas involved should be prepared to expedite the proceedings, assist Members,
out of town guests and others who may need it.

•

For access routes, consider the following:
1)
2)
3)
4)
5)
6)
7)
8)

location of the Fire Department
location of the funeral home, church and cemetery as needed
location of assembly areas.
location of parking areas.
location of vehicles for funeral procession.
route of procession.
location of grave in cemetery.
any other information deemed necessary.

•

On a map or separate sheet, provide diagrams of the vehicle placement at each location and the
route of movement for personnel.

•

The Officer in Charge or a designated representative will coordinate all commands during the
movement of the casket and personnel.

•

Proper arrangements should be made in advance with the Florence Police Department for
handling parking and traffic. Consider a police escort to the cemetery as well.

•

Photographic coverage should be considered and tactfully utilized.

•

Establish guidelines for media and press considering placement and interviews. Note that food
service may be required following the service.

RESPONSIBILITIES OF MEMBERS
Uniforms: Class "A" uniform, long sleeve uniform shirt, or short sleeve uniform shirt with
jacket. All options to include a black tie supplied by the Department.
All off duty members and those members, upon proper relief from normal duty, should
make every effort to honor their fellow members by attending the funeral service.
All members of the Fire Department shall acquaint themselves with the prescribed
courtesies of Siuslaw Valley Fire and Rescue's Funeral Procedures as outlined in this
guide.
Honor Guard:
•

At least four (4) are required.

•

One member of the Honor Guard shall be designated as the Officer-of-the Guard (OG). He/She
shall be responsible for obtaining necessary equipment (white gloves, badge tape, etc.) and for
the scheduling of the Honor Guard members.

•

Two (2) Honor Guards, one for the head and one for the foot of the casket, shall be scheduled at
ten (10) minute intervals.

•

Uniforms shall be Class "A" with white gloves.

•

The Honor Guard shall stand at attention at its assigned position for the duration of its ten (10)
minute tour.

•

The Honor Guard may be used during viewing and prior to the service as custom dictates.

Honorary Pallbearers
Persons designated as Honorary Pallbearers, (usually retirees or members of the family of the
deceased), shall at all times move ahead of the casket as it is moved.
The Honorary Pallbearers shall sit on the designated side of the church or funeral home during the
service.
Dress for Honorary Pallbearers:
•

Retirees will normally wear civilian clothes.

•

Active members shall wear the Class "A" uniform.

Active Pallbearers
The Active Pallbearers Detail shall consist of six (6) Pallbearers and one officer.
The Officer of the Detail shall contact the OIC and/or the Funeral Director and Chaplain for detailed
instructions.

The Pallbearers will not salute while acting in this capacity.
The Flag shall be placed over the casket with the blue field over the deceased’s left shoulder.
The Pallbearers will sit in the designated place at the services.
The Pallbearers shall be responsible to know how to fold the U.S. Flag properly, to do so in the properly,
to do so in the ceremony, make the proper presentation to the Commanding Officer, and in turn to the
surviving spouse.
Upon orders from the Officer, the Detail shall take their place with the rest of the Funeral Detail.
Funeral Detail
All members of the Department not otherwise detailed will act as the Funeral Detail, in dress uniform
with hat. No gloves are required.
The Funeral Detail will arrive as a group from the staging area prior to the arrival of the Funeral Coach at
the church. The Funeral Detail should attempt to arrive just a bit before the Funeral Coach.
For formal and semi-formal funerals, the Funeral Detail will take position in front of the church in two
(2) facing ranks with the City Officials closest to entry. Fire Department Officers in order of Rank should
be next with Honorary Pallbearers and Funeral Detail respectively.
As Active Pallbearers move the casket from the Coach, the OIC will call the Funeral Detail to Attention.
If the casket is draped with the flag, the OIC will order a hand salute as the casket passes. The command
shall be “Present arms!” The command to end salute shall be “Order Arms!”
After the casket passes, the OIC will order, “At ease!”, and the Funeral Detail will file into the church
according to rank and sit in the designated area of the church. Head covering is removed upon entering
a Christian church.
Items 4 and 5 above are repeated upon leaving the place of services, at the time of the graveside or
committal services.
After the casket is placed over the grave, the Funeral Detail form ranks in front of the grave, highest rank
on the right.
If taps are sounded, uniformed Members should execute hand salute on order of OIC.
At any time, the officiating Pastor, Rabbi, or Chaplain says, “let us pray”, all personnel will bow their
heads.
All personnel, except Active Pallbearers while holding the Flag, will follow the lead of the officiating
clergy as when to cover or uncover their head.
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SECTION TITLE: DEPARTMENT EMBLEMS FOR VEHICLES

REVIEWED DATE:

DISTRIBUTION
Deputy Chief/Operations Officer will distribute emblems to firefighter personnel.
PLACEMENT OF EMBLEMS
Emblems will be placed on the inside lower left corner of the front and/or rear windows of
Volunteer/Career Firefighters’ vehicles.
REMOVAL OF EMBLEMS
In the event a firefighter transfers ownership of his or her vehicle, the firefighter will make every effort
to completely remove emblem from the vehicle.
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DOOR CODE POLICY
Door codes at all Siuslaw Valley Fire and Rescue stations will be changed annually in January.
Exception: If a volunteer leaves under unfavorable circumstances, the codes will be changed at Station
One and the station from which the volunteer was assigned.
Note: All stations are under 24-hour video surveillance.
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POLICY
It is the policy of Siuslaw Valley Fire and Rescue to maintain comprehensive occupational safety and
health programs based upon sound engineering, education, and enforcement. This document
establishes Departmental policy, responsibilities, and requirements for the protection of firefighters
whose job requires the use of respiratory protection. This document will also provide assistance to the
firefighter in the use and care of respiratory protection. Siuslaw Valley Fire and Rescue’s Safety Officer is
solely responsible for all facets of this program and has full authority to make necessary decisions to the
ensure success of this program. The safety officer will develop written detailed instructions covering
each of the basic elements in this program, and is the sole person authorized to amend these
instructions.
STANDARD OPERATING PROCEDURES
General
Firefighters shall wear a self-contained breathing apparatus (SCBA) under the following conditions:
while engaged in interior structural firefighting; while working in confined spaces where toxic products
or an oxygen deficient atmosphere may be present; during emergency situations involving toxic
substances; and during all phases of IDLH firefighting, overhaul and investigation. Firefighters wearing
an SCBA must confirm the personal alert safety system (PASS) device operates before entering an area
where respiratory protection is required. Firefighters wearing SCBA shall conduct a seal check prior to
each use. Firefighters shall not remove the SCBA at any time in the dangerous atmosphere. SCBA shall
be used in accordance with training and the manufacturer’s instructions (see Appendix A). All
firefighters shall continue to wear an SCBA until the officer in charge determines that respiratory
protection is no longer required or should be reduced to HEPA filters or N95 dust masks.
Protective Clothing
Firefighters wearing an SCBA shall be fully protected with the use of approved structural firefighting
clothing that meet the requirements of the OR-OSHA and NFPA Standards for Firefighters Protective
clothing shall include turnout coat, bunker pants, gloves, boots, helmet, fire resistant hood, and PASS
device.
Procedures for Interior Structural Firefighting
Refer to policy(s) 665.01-07, RIT and 666.01-07, two in/two out.

TRAINING
Self-Contained Breathing Apparatus Training.
Firefighters wearing respiratory protection shall be trained in proper use, cleaning and maintenance. No
firefighter shall wear respiratory protection without training as specified in this document. Training in
the use of respiratory protection shall be done in two phases. Each new firefighter will be given initial
training before using respiratory protection and annual training thereafter. New Recruit Training Initial
training is to be provided during the recruit academy. No firefighter is to use respiratory protection
unless training has been successfully completed. Firefighters trained at other than a state approved fire
academy must be certified as trained by the Training Officer before wearing an SCBA. Annual Training
On-going training shall be provided to all firefighters of the Department. Each firefighter must pass a
face piece fit-test during initial and annual training. Appendix B of this program contains the fit-test
protocol and example fit-test record. Course Content Initial and annual training in respiratory protection
shall be conducted as specified in Appendix C.
Fill Station Training
SCBA cylinders will be filled only by firefighters who have completed fill station training. Retraining will
be provided annually. Annual fill station training shall be conducted as specified in Appendix D.
Inspection
Before Use
When using SCBA, each firefighter shall wear the correct size face piece as determined by initial and
annual fit testing. A firefighter shall not wear respiratory protection unless the proper size face piece is
available and the equipment is in proper working condition according to the manufacturer’s
specifications.
Effective Seal Required
An effective face-to-face piece seal is extremely important when using respiratory protective
equipment. Minor leakage can allow contaminants to enter the face piece, even with a positive pressure
SCBA. Any outward leakage will increase the rate of air consumption, reducing the time available for use
and safe exit. The face piece must seal tightly against the skin, without penetration or interference by
any protective clothing or other equipment. Nothing can be between the sealing surface of the mask
and the face of the wearer, including but not limited to, eyeglasses, protective hoods, and beards or
other facial hair. (No More than 96 hours, 4 days growth will be allowed in the sealing surface of the
mask). Firefighters shall perform a seal check prior to every SCBA use. SCBA can only be worn when an
adequate seal is achieved. (NOTE: the required seal check procedures are found in Appendix B-(The OROSHA Respiratory Protection Standard is found in Appendix G of this document).
Inspection
Regular periodic inspections are required to ensure that all respiratory protection equipment is properly
operating and available for use. Inspection Schedule All SCBA and spare cylinders shall be inspected
after each use and at least monthly. Guidelines for inspection are in the manufacturer’s instructions
found in Appendix A of this program. After each inspection, the appropriate forms (see Appendix E) shall
be completed. SCBA units determined to be unfit for use shall be taken out of service, and tagged with a
description of the particular defect. In the event replacement or repair of SCBA components is
necessary, it shall be performed according to manufacturer’s instructions and only by persons trained

and certified by the manufacturer or returned to the manufacturer’s service facility. Firefighters will not
subject SCBA units to unnecessary abuse due to neglect and/or carelessness. Caution must especially be
exercised to protect the face piece section of the mask from being scratched or damaged. Each SCBA
shall be cleaned and disinfected after each use. Only cleaning/sanitizing solutions for respiratory
equipment will be used for cleaning and disinfection. The OR-OSHA Respiratory Protection Standard is
found in Appendix G of this document). SCBA cylinders shall be hydrostatically tested within the period
specified by the manufacturer and applicable governmental agencies. Composite cylinders must be
tested every five (5) years. Composite cylinders will be removed from service after 15 years from the
first hydrostatic test date.
Storage
All units shall be stored so that they are protected against direct sunlight, dust accumulation, severe
temperature changes, excessive moisture, fumes, and damaging chemicals. Care is to be taken so that
the means of storage does not distort or damage rubber or elastomeric components.
Air Supply
Breathing air in the SCBA cylinder shall meet the requirements of the Compressed Gas Association G7.1-1989, COMMODITY SPECIFICATION FOR AIR, with a minimum air quality of Grade D. The purity of
the air from the Fire Department’s air compressor shall be checked by a competent laboratory at least
annually. The Fire Department shall assure that sufficient quantities of compressed air are available to
refill SCBA for all emergencies. Air cylinders for SCBA shall be filled only by personnel who have
completed fill station training. Compressed oxygen shall not be used in open-circuit SCBA.
MEDICAL EVALUATION
A medical evaluation to determine the firefighter’s ability to wear a SCBA will be provided. Only
firefighters that are medically able to wear SCBA will be allowed to do so. Appendix F contains the
medical evaluation protocol.
RECORD KEEPING
•
•
•
•
•
•
•
•

Completed SCBA inspection forms will be maintained by the maintenance staff.
Records/results of air quality tests will be maintained by the maintenance staff.
Completed fit test records will be maintained by training/HR.
Each firefighter will receive a copy of his/her fit test record if requested.
Records for both recruit training as well as on going SCBA training records will be maintained by
the Training officer.
Certificates of completion for Fire Fighter I courses will be maintained by the training officer.
Fill station training records will be maintained by the training officer.
Medical Evaluation Results Forms will be maintained by HR.

PROGRAM EVALUATION
Evaluation Requirements: The effectiveness of the SCBA program shall be evaluated and corrective
actions taken to ensure the respiratory protection program is properly implemented. The fire
department will regularly consult with firefighters to assess their views on the effectiveness of the

program and to identify any problems. The evaluation will be conducted by the safety officer. The
evaluation will ensure: procedures for purchasing of approved equipment are in place; all firefighters
are being properly fitted with respiratory protection; all firefighters are properly trained; the proper
equipment, cleaning, inspection, and maintenance procedures are implemented; the required records
are being kept; and changes are implemented to correct deficiencies.
Program Monitoring
Periodic monitoring of the respiratory protection program is necessary to ensure that all firefighters are
adequately protected. Random inspections shall be made by the safety officer to ensure that the
provisions of the program are being properly implemented.

Appendix A – Manufacturer’s Instructions

Appendix B - Respirator Fit Test Record

APPENDIX C - SCBA TRAINING OUTLINE
At a minimum, the following topics are to be covered in the SCBA training.
•
•
•
•
•
•
•

Why the SCBA is necessary and how improper fit, usage, or maintenance can compromise the
protective effect of the respirator.
What the limitations and capabilities of the SCBA are.
How to use the SCBA effectively in emergency situations, including situations where the SCBA
malfunctions.
Instruction on recognizing medical signs and symptoms that may limit or prevent the effective
use of the SCBA.
How to inspect, put on and remove, use, and check the seals of the SCBA.
What the procedures are for maintenance, and storage of the SCBA.
The general requirements of the OR-OSHA Respiratory Protection Standard.

APPENDIX D - FILL STATION TRAINING OUTLINE
At a minimum, the following topics are to be covered in the fill station training:
1. Procedures for inspecting the SCBA cylinder for damage.
2. Procedures for safely operating the fill station.
3. Information on the importance of using at least grade D air.
4. Information on the consequences of cylinder failure.
5. Record keeping requirements.
APPENDIX E - AFTER USE/DAILY INSPECTION FORM

SCBA Inspection Checklist

APPENDIX F - MEDICAL EVALUATION PROTOCOL
Medical evaluation will be provided to firefighters before they are fit tested for respirator use. Cascade
Health will provide medical evaluations. Medical evaluation procedures are as follows: Medical
examinations to determine the firefighter’s ability to wear an SCBA will be provided by Cascade Health

Additional medical evaluations will be provided to firefighters under the following circumstances:
•
•
•

The firefighter reports signs and/or symptoms related to their ability to wear to use an SCBA,
such as shortness of breath, dizziness, chest pains, or wheezing;
Cascade Health or supervisor informs the Program Administrator that the firefighter needs to
be reevaluated;
Information from this program, including observations made during fit testing and program
evaluation, indicates a need for reevaluation. All examinations and questionnaires are to
remain confidential between the firefighter and the health care provider. All medical records
and completed questionnaires will not be kept by the fire department. The medical records and
questionnaires will be under the control of Cascade Health. Cascade Health will provide the
Program Administrator and firefighter with a written recommendation regarding the
firefighter’s ability to wear a respirator. Only the following information will be provided:
1. a statement on the firefighter’s ability to wear a respirator,
2. the need for follow-up medical evaluation if any are necessary, and a statement that the
medical provider has provided the firefighter with a copy of the recommendation. Medical
records will be maintained in compliance with the OR-OSHA Access to Employee Exposure
and Medical Records (29CFR1910.1020). The Fire Department will provide employees
access to their medical records. Access means the right and opportunity to examine and
copy records.

Appendix- G RESPIRATORY PROTECTION OR-OSHA 1910-134
Oregon Administrative Rules Oregon Occupational Safety and Health Division
Respiratory protection program. This paragraph requires the employer to develop and implement a
written respiratory protection program with required worksite-specific procedures and elements for
required respirator use. The program must be administered by a suitably trained program administrator.
In addition, certain program elements may be required for voluntary use to prevent potential hazards
associated with the use of the respirator.
In any workplace where respirators are necessary to protect the health of the employee or whenever
respirators are required by the employer, the employer shall establish and implement a written
respiratory protection program with worksite-specific procedures. The program shall be updated as
necessary to reflect those changes in workplace conditions that affect respirator use. The employer shall
include in the program the following provisions of this section, as applicable:
•
•
•
•
•
•
•

Procedures for selecting respirators for use in the workplace;
Medical evaluations of employees require to use respirators;
Fit testing procedures for tight-fitting respirators
Procedures for proper use of respirators in routine and reasonably foreseeable emergency
situations;
Procedures and schedules for cleaning, disinfecting, storing, inspecting, repairing, discarding,
and otherwise maintaining respirators;
Procedures to ensure adequate air quality, quantity, and flow of breathing air for atmospheresupplying respirators;
Training of employees in the respiratory hazards to which they are potentially exposed during
routine and emergency situations;

•
•

Training of employees in the proper use of respirators, including putting on and removing them,
any limitations on their use, and their maintenance; and
Procedures for regularly evaluating the effectiveness of the program

Respirators for IDLH atmospheres
The employer shall provide the following respirators for employee use in IDLH atmospheres:
•

A full face
piece pressure demand SCBA certified by NIOSH for a minimum service life of 30 minutes, or

•

A combination full face
piece pressure demand supplied-air respirator (SAR) with auxiliary self-contained air supply.

Respirators provided only for escape from IDLH atmospheres shall be NIOSH
certified for escape from the atmosphere in which they will be used.
All oxygen-deficient atmospheres shall be considered IDLH. Exception: If the employer demonstrates
that, under all foreseeable conditions, the oxygen concentration can be maintained within the ranges
specified in Table II of this section (i.e., for the altitudes set out in the table), then any atmospheresupplying respirator may be used.
General
The employer shall provide a medical evaluation to determine the employee’s ability to use a respirator,
before the employee is fit tested or required to use the respirator in the workplace. The employer may
discontinue an employee’s medical evaluations when the employee is no longer required to use a
respirator.
Medical evaluation procedures
The employer shall identify a physician or other licensed health care professional (PLHCP) to perform
medical evaluations using a medical questionnaire or an initial medical examination that obtains the
same information as the medical questionnaire.
The medical evaluation shall obtain the information requested by the questionnaire in Sections 1 and 2,
Part A of Appendix C of this section.
Follow-up medical examination
The employer shall ensure that a follow-up medical examination is provided for an employee who gives
a positive response to any question among questions 1 through 8 in Section 2, Part A of Appendix C or
whose initial medical examination demonstrates the need for a follow-up medical examination.
The follow-up medical examination shall include any medical tests, consultations, or diagnostic
procedures that the PLHCP deems necessary to make a final determination.

Administration of the medical questionnaire and examinations
The medical questionnaire and examinations shall be administered confidentially during the employee’s
normal working hours or at a time and place convenient to the employee. The medical questionnaire
shall be administered in a manner that ensures that the employee understands its content.
The employer shall provide the employee with an opportunity to discuss the questionnaire and
examination results with the PLHCP.
Supplemental information for the PLHCP
The following information must be provided to the PLHCP before the PLHCP makes a recommendation
concerning an employee’s ability to use a respirator:
•
•
•
•
•

The type and weight of the respirator to be used by the employee;
The duration and frequency of respirator use (including use for rescue and escape);
The expected physical work effort;
Additional protective clothing and equipment to be worn; and
Temperature and humidity extremes that may be encountered.

Fit testing
This paragraph requires that, before an employee may be required to use any respirator with a negative
or positive pressure tight-fitting face piece, the employee must be fit tested with the same make, model,
style, and size of respirator that will be used. This paragraph specifies the kinds of fit tests allowed, the
procedures for conducting them, and how the results of the fit tests must be used.
•

The employer shall ensure that employees using a tight-fitting face piece respirator pass an
appropriate qualitative fit test (QLFT) or quantitative fit test (QNFT) as stated in this paragraph.

•

The employer shall ensure that an employee using a tight-fitting face piece respirator is fit
tested prior to initial use of the respirator, whenever a different respirator face piece (size, style,
model or make) is used, and at least annually thereafter.

•

The employer shall conduct an additional fit test whenever the employee reports, or the
employer, PLHCP, supervisor, or program administrator makes visual observations of, changes in
the employee’s physical condition that could affect respirator fit. Such conditions include, but
are not limited to, facial scarring, dental changes, cosmetic surgery, or an obvious change in
body weight.

•

If after passing a QLFT or QNFT, the employee subsequently notifies the employer, program
administrator, supervisor, or PLHCP that the fit of the respirator is unacceptable, the employee
shall be given a reasonable opportunity to select a different respirator face piece and to be
retested.

•

The fit test shall be administered using an OSHA-accepted QLFT or QNFT protocol. The OSHAaccepted QLFT and QNFT protocols and procedures are contained in Appendix A of this section.

•

QLFT may only be used to fit test negative pressure air-purifying respirators that must achieve a
fit factor of 100 or less.

•

If the fit factor, as determined through an OSHA-accepted QNFT protocol, is equal to or greater
than 100 for tight-fitting half face pieces, or equal to or greater than 500 for tight-fitting full-face
pieces, the QNFT has been passed with that respirator.

•

Fit testing of tight-fitting atmosphere-supplying respirators and tight-fitting powered airpurifying respirators shall be accomplished by performing quantitative or qualitative fit testing
in the negative pressure mode, regardless of the mode of operation (negative or positive
pressure) that is used for respiratory protection.

Qualitative fit testing of these respirators shall be accomplished by temporarily converting the respirator
user’s actual face piece into a negative pressure respirator with appropriate filters, or by using an
identical negative pressure air-purifying respirator face piece with the same sealing surfaces as a
surrogate for the atmosphere-supplying or powered air-purifying respirator face piece.
Quantitative fit testing of these respirators shall be accomplished by modifying the face piece to allow
sampling inside the face piece in the breathing zone of the user, midway between the nose and mouth.
This requirement shall be accomplished by installing a permanent sampling probe onto a surrogate face
piece, or by using a sampling adapter designed to temporarily provide a means of sampling air from
inside the face piece.
Any modifications to the respirator face piece for fit testing shall be completely removed, and the face
piece restored to NIOSH-approved configuration, before that face piece can be used in the workplace.
Use of respirators
This paragraph requires employers to establish and implement procedures for the proper use of
respirators. These requirements include prohibiting conditions that may result in face piece seal leakage,
preventing employees from removing respirators in hazardous environments, taking actions to ensure
continued effective respirator operation throughout the work shift, and establishing procedures for the
use of respirators in IDLH atmospheres or in interior structural firefighting situations.
Face piece seal protection
The employer shall not permit respirators with tight-fitting face pieces to be worn by employees who
have:
• Facial hair that comes between the sealing surface of the face piece and the face or that
interferes with valve function; or
• Any condition that interferes with the face-to-face piece seal or valve function.
• If an employee wears corrective glasses or goggles or other personal protective equipment, the
employer shall ensure that such equipment is worn in a manner that does not interfere with the
seal of the face piece to the face of the user.
For all tight-fitting respirators, the employer shall ensure that employees perform a user seal check each
time they put on the respirator using the procedures in Appendix B-1 or procedures recommended by
the respirator manufacturer that the employer demonstrates are as effective as those in Appendix B-1
of this section.

Procedures for interior structural firefighting
In addition to the requirements set forth in interior structural fires, the employer shall ensure that:
• At least two employees enter the IDLH atmosphere and remain in visual or voice contact with
one another at all times;
•

At least two employees are located outside the IDLH atmosphere; and

•

All employees engaged in interior structural firefighting use SCBAs. Note 1 to paragraph (g):
One of the two individuals located outside the IDLH atmosphere may be assigned to an
additional role, such as incident commander in charge of the emergency or safety officer, so
long as this individual is able to perform assistance or rescue activities without jeopardizing the
safety or health of any firefighter working at the incident. Note 2 to paragraph (g): Nothing in
this section is meant to preclude firefighters from performing emergency rescue activities
before an entire team has assembled.

Maintenance and care of respirators
This paragraph requires the employer to provide for the cleaning and disinfecting, storage, inspection,
and repair of respirators used by employees.
Cleaning and disinfecting. The employer shall provide each respirator user with a respirator that is clean,
sanitary, and in good working order. The employer shall ensure that respirators are cleaned and
disinfected using the procedures in Appendix B-2 of this section, or procedures recommended by the
respirator manufacturer, provided that such procedures are of equivalent effectiveness. The respirators
shall be cleaned and disinfected at the following intervals:
•
•
•
•

Respirators issued for the exclusive use of an employee shall be cleaned and disinfected as often
as necessary to be maintained in a sanitary condition;
Respirators issued to more than one employee shall be cleaned and disinfected before being
worn by different individuals;
Respirators maintained for emergency use shall be cleaned and disinfected after each use; and
Respirators used in fit testing and training shall be cleaned and disinfected after each use.

Storage
The employer shall ensure that respirators are stored as follows:
•
•

All respirators shall be stored to protect them from damage, contamination, dust, sunlight,
extreme temperatures, excessive moisture, and damaging chemicals, and they shall be packed
or stored to prevent deformation of the face piece and exhalation valve.
In addition, emergency respirators shall be:
Kept accessible to the work area;
Stored in compartments or in covers that are clearly marked as containing emergency
respirators; and
Stored in accordance with any applicable manufacturer instructions.

Inspection
The employer shall ensure that respirators are inspected as follows:
•
•
•

All respirators used in routine situations shall be inspected before each use and during cleaning;
All respirators maintained for use in emergency situations shall be inspected at least monthly
and in accordance with the manufacturer’s recommendations, and shall be checked for proper
function before and after each use; and
Emergency escape-only respirators shall be inspected before being carried into the workplace
for use.

The employer shall ensure that respirator inspections include the following:
•
•

A check of respirator function, tightness of connections, and the condition of the various parts
including, but not limited to, the face piece, head straps, valves, connecting tube, and cartridges,
canisters or filters; and
A check of elastomeric parts for pliability and signs of deterioration.
In addition, self-contained breathing apparatus shall be inspected monthly. Air and oxygen
cylinders shall be maintained in a fully charged state and shall be recharged when the pressure
falls to 90 percent of the manufacturer’s recommended pressure level. The employer shall
determine that the regulator and warning devices function properly.

For respirators maintained for emergency use, the employer shall:
•
•

Certify the respirator by documenting the date the inspection was performed, the name (or
signature) of the person who made the inspection, the findings, required remedial action, and a
serial number or other means of identifying the inspected respirator; and
Provide this information on a tag or label that is attached to the storage compartment for the
respirator, is kept with the respirator, or is included in inspection reports stored as paper or
electronic files. This information shall be maintained until replaced following a subsequent
certification.

Repairs
The employer shall ensure that respirators that fail an inspection or are otherwise found to be defective
are removed from service, and are discarded or repaired or adjusted in accordance with the following
procedures:
•
•
•

Repairs or adjustments to respirators are to be made only by persons appropriately trained to
perform such operations and shall use only the respirator manufacturer’s NIOSH-approved parts
designed for the respirator;
Repairs shall be made according to the manufacturer’s recommendations and specifications for
the type and extent of repairs to be performed; and
Reducing and admission valves, regulators, and alarms shall be adjusted or repaired only by the
manufacturer or a technician trained by the manufacture

Breathing air quality and use
This paragraph requires the employer to provide employees using atmosphere-supplying respirators
(supplied-air and SCBA) with breathing gases of high purity.

The employer shall ensure that compressed air, compressed oxygen, liquid air, and liquid oxygen used
for respiration accords with the following specifications:
•

Compressed and liquid oxygen shall meet the United States Pharmacopoeia requirements for
medical or breathing oxygen; and (ii) Compressed breathing air shall meet at least the
requirements for Grade D breathing air described in ANSI/Compressed Gas Association
Commodity Specification for Air, G-7.1-1989, to include:

1.
2.
3.
4.
5.

Oxygen content (v/v) of 19.5 - 23.5 percent;
Hydrocarbon (condensed) content of 5 milligrams per cubic meter of air or less;
Carbon monoxide (CO) content of 10 ppm or less;
Carbon dioxide content of 1,000 ppm or less; and
Lack of noticeable odor.

Recordkeeping
This section requires the employer to establish and retain written information regarding medical
evaluations, fit testing, and the respirator program. This information will facilitate employee
involvement in the respirator program, assist the employer in auditing the adequacy of the program,
and provide a record for compliance determinations by OSHA.
Medical evaluation
Records of medical evaluations required by this section must be retained and made available in
accordance with 29 CFR 1910.1020.
Fit testing
The employer shall establish a record of the qualitative and quantitative fit tests administered to an
employee including:
•
•
•
•
•

The name or identification of the employee tested;
Type of fit test performed;
Specific make, model, style, and size of respirator tested;
Date of test; and
The pass/fail results for QLFTs or the fit factor and strip chart recording or other recording of the
test results for QNFTs.

Fit test records shall be retained for respirator users until the next fit test is administered.
A written copy of the current respirator program shall be retained by the employer.
Written materials required to be retained under this paragraph shall be made available upon request to
affected employees and to the Assistant Secretary or designee for examination and copying.
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DEFINITIONS
First Alarm: All reports of fires and motor vehicle accidents within the confines of the District.
Second Alarm: An emergency event requiring additional resources over and above a first alarm
assignment.
Still Alarm: An emergency event requiring fewer resources than a first alarm assignment. Examples:
MVA out of district, ATV calls, Emergency Medical Assist Calls, out of district requests for mutual aid,
etc.
ATV: All-terrain Vehicle
MVA: Motor Vehicle Accident
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SAFETY
The District's Specialized Rescue Resources are provided to perform necessary
lifesaving operations and is not to be used for recreational purposes. Specialized
Rescue Equipment will be operated in a safe manner and all accidents will be
investigated by the Safety Committee and their findings will be forwarded to the Fire
Chief for administrative action.
EMERGENCY RESPONSE REQUIREMENT - DRIVING WITH A TRAILER
Regular Volunteer Firefighter status.
Successful completion of department course on driving with a department trailer.
ALL-TERRAIN VEHICLE CALLS (ATV)
Qualifications required to respond on ATV calls:
•
•
•
•
•

Regular Volunteer Firefighter status.
Successful completion of the SVIA Training Course.
Successful completion of the District's ATV Skills Check Sheet. (See Annex 600 1 ATV Skills
Check Sheet)
Note: It is required that two ATV Skills check sheets be completed in the first year of ATV
operations at least 6 months apart.
All riders will maintain a minimum of four (4) hours of District ATV instruction per year in order
to maintain qualifications.

AUTO EXTRICATION CALLS (MVA)
Qualifications required to respond to Auto Extrication Calls:
•
•

Regular Volunteer Firefighters Status
Successful completion of the District's course on auto extrication.
(See Annex 600-2 Extrication Tools Check Sheet).

FIREBOAT OPERATIONS
Regular Volunteer Firefighter Status
Successful completion of District's course on Fireboat Operations. (See annex 600-3 Fireboat Check
Sheet).
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FIRE RESPONSES
This procedure is to give direction in the response to fire calls. When responding to fire calls, the person
in the passenger seat will be the most qualified, and will passport and assign teams before departing the
apparatus. The driver/engineer must be department qualified on the specific apparatus.
The crew will consist of one driver/engineer and two to five qualified firefighters.
Out-of-District Responses (Mutual Aid)
The crew will be three to five firefighters, consisting of one Fire Captain or Battalion Chief and three
qualified driver/engineer or at the Duty Chief’s discretion.
Who will respond?
No qualified firefighters will be asked to get off the vehicle.
The first firefighter to don their turnouts and get on the vehicle will fill the position for which they are
qualified and will respond to the incident.
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EMERGENCY SCENE SECURITY
From time to time, firefighters will be asked to remain at an emergency scene for extended periods of
time to perform security duties. These security assignments are to assure the public safety, to keep vigil
for rekindles and to secure crime scenes.
Firefighters will always be on security with at least one other firefighter and will have subsistence and
communications.
Firefighters assigned to security duties for extended period of times will be reimbursed for one (1)
additional emergency call and points.
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PURPOSE
These hazard communication procedures have been developed to assure that all affected employees
receive the information and training they need to work safely with hazardous chemicals found in the
work place. These procedures are the primary tool for providing hazard communications to our
employees.
RIGHT TO KNOW INFORMATION CENTER
An employee “Right to Know” Information Center is located in the (location of Right to Know Center). A
copy of this written program, an up-to-date Material Safety Data Sheet (MSDS) catalog, a current
chemical inventory listing and chemical container labels are maintained at the Center and are available
for review by all employees.
LABELING REQUIREMENTS
OR-OSHA defines a label as any written, printed, or graphic sign or symbol displayed on containers of
hazardous chemicals; it includes identity of the material, appropriate hazard warnings, and name and
address of the chemical manufacturer, importer, or other responsible party. Proper labeling is essential
to the success of this hazard communication program.
Employees receiving or accepting delivery of chemicals should check incoming chemical containers to
make sure they are properly marked. Each container shall be examined when it is received to be sure
the label is accurate and the container is in good condition. If found to be inadequately labeled or the
container damaged, (name of organization) will attach its own label or return the damaged container.
Employees may not remove or deface a label on any chemical container. If a label is found defaced, the
product container must be removed from use until the damaged label is replaced with an approved
label.
All hazardous chemical containers used at Siuslaw Fire and Rescue will clearly identify the chemical on
the label, and include appropriate hazard warning and the manufacturer’s name and address.
No container will be released for use until this information is verified. (Name and Title) will ensure that
all containers are labeled with a copy of the original manufacturer’s label or a label that has the
appropriate identification and hazard warning.

MATERIAL SAFETY DATA SHEETS (MSDS)
Siuslaw Fire and Rescue will obtain, keep on file, and have readily available for review by employees the
most current MSDS on each hazardous chemical product used in the work place. MSDS catalogs are
kept at (location of MSDS catalogs). The MSDS’s are updated and managed by (name and title of person
responsible to manage MSDS’s). If an MSDS is not available for a hazardous chemical, immediately
notify (name and title of person responsible to manage MSDS’s).
MSDS’s contain the following information:
•
•
•
•
•
•
•

•
•

•
•
•

the product identity used on the label;
the chemical and common name of all ingredients;
physical and chemical characteristics of the substance (such as vapor pressure, flash point);
physical hazards of the chemical(s), including the potential for fire, explosion and reactivity;
health hazards of the chemical(s), including signs and symptoms of exposure, and any medical
conditions which are generally recognized as being aggravated by exposure to the chemical(s);
primary route of entry;
the OSHA Permissible Exposure Limit (PEL), American Conference of Governmental Industrial
Hygienists (ACGIH), Threshold Limit Value (TLV) and any other exposure limit used or
recommended by the chemical manufacturer, distributor or other responsible party preparing
the MSDS, where available;
whether the hazardous chemical is listed in the National Toxicology Program (NTP) Annual
Report on Carcinogens (latest edition) or has been found to be a potential carcinogen in the
International Agency for Research on Cancer (IARC) Monographs (latest editions), or by OSHA;
any precautions or control measures for safe handling and use that are known to the chemical
manufacturer, including appropriate hygienic practices (such as personal protective equipment),
protective measures during repair and maintenance or contaminated equipment, and
procedures for cleanup of spills and leaks;
emergency and first aid procedures;
date the MSDS was prepared or the date of the last change to it;
name, address and telephone number of the party who prepared the MSDS, who can provide
additional information on the chemical and appropriate emergency procedures, if necessary.

Additionally, the following requirements for MSDS should be followed:
•
•
•
•
•
•
•

The information on the MSDS must accurately reflect the scientific evidence used in making the
hazard determination.
MSDS’s must be provided with initial shipments and with the first shipment after a revision.
Manufacturers and distributors must ensure that updated information is provided to Siuslaw
Fire and Rescue in a timely manner.
Siuslaw Fire and Rescue must maintain copies of the MSDS for each chemical product used in
the work place and ensure that these are accessible in the work area during each shift.
Where employees must travel from on geographical location to another during a work shift, the
MSDS’s may be kept at a primary work place.
MSDS’s must be made readily available to employees, their designated representatives, and
OSHA.
The MSDS may be kept in any form as long as it provides the required information and meets
the accessibility requirement.

Training
Before new employees start their jobs they will attend a hazard communication class that covers the
following topics:
•
•
•
•
•
•
•
•
•

An overview of the requirements in OR-OSHA’s hazard communication rules.
Hazardous chemicals present in the workplace.
The written hazard communication plan and where it may be reviewed.
Physical and health effects of the hazardous chemicals.
Methods used to determine the presence or release of hazardous chemicals in the work area.
How to reduce or prevent exposure to these hazardous chemicals through use of control/work
practices and personal protective equipment.
Steps taken to reduce or prevent exposure to these chemicals.
Emergency procedures to follow if an employee is exposed to these chemicals.
How to read labels and review material safety data sheets.

After attending the training, each employee will sign a form verifying that they understand the above
topics and how the topics are related to our hazard communication plan.
Hazardous Chemical List
The following list identifies all hazardous chemicals used at his workplace: (see attachment for the list of
all chemicals). Detailed information about the physical and health effects of each chemical is included in
a material safety data sheet; the identity of each chemical on the list matches the identity of the
chemical on its material safety data sheet. Material safety data sheets are readily available to
employees.
Hazardous Non-Routine Tasks
Before employees perform non-routine tasks that may expose them to hazardous chemicals, they will
be informed by their supervisor(s) about the chemicals’ hazards. The information will include:
•
•
•
•

Specific chemical hazards
Safe work practices necessary to control exposure
What to do in case of an emergency
Measures the steps Siuslaw Valley Fire and Rescue has taken to reduce the hazards, including
ventilation, presence of another employee and emergency procedures.

Examples of non-routine tasks that may expose employees to hazardous chemicals include the
following: (include examples of non-routine tasks)
Chemicals in Pipes
Pipes, valves and piping systems (except buried piping) which contain hazardous substances (any
substance which is a physical or health hazard) or transported substances (gases or liquids) in a
hazardous state are labeled in accordance with Oregon Administrative Rules, Pipe Labeling 437-0020378.

Before working in areas where hazardous chemicals are transferred through pipes or where pipes are
insulated with asbestos-containing material, employee will contact (name and title) for the following
information:
•
•
•

The chemicals in the pipes.
The physical or health effects of the chemicals or the asbestos insulation.
The safe work practices to prevent exposure.

Pipes and piping systems are labeled in accordance with the following:
•
•
•
•

Positive identification of the hazardous contents of a piping system shall be by lettered labels.
The label shall give the name of the contents in full or abbreviated form.
Contents shall be identified by labeling with sufficient detail to identify the hazard.
Label wording shall be brief, informative and simple.
Labeling shall be accomplished by stenciling, the use of tape, adhesives, markers or approved
alternative means.

Contents are identified by the following label color scheme:
•

Black letters on yellow background:
Flammable or explosive
Chemically active or toxic
Extreme temperatures or pressure

•

Magenta letters on yellow background:
Radioactive

•

White letter on green background:
Liquid or liquid admixture

•

White letters on blue background:
Gas or gaseous admixture

Labeling shall be applied where confusion may occur, such as close to valves or flanges and adjacent to
changes in direction, branches and where pipes pass through walls, floors or ceilings.
Labeling shall be applied, at a minimum, at the beginning and end of continuous pipe runs.
For asbestos insulation, labeling shall be at a minimum, on unobstructed continuous pipe runs, every 75
feet.
Siuslaw Valley Fire and Rescue may use signs, placards, process sheets, batch tickets, operating
procedures, or other such written materials in lieu of affixing labels to individual pipes, as long as the
alternative method identifies the pipe(s) to which it is applicable and conveys the information required
by OR-OSHA Division 2, Subdivision Z, 437-002-0378. The written material shall be readily accessible to
the employees in their work areas during each shift.

Informing Contractors
It is the responsibility of (name and title) to provide contractors and their employees with the following
information if they may be exposed to hazardous chemical in our workplace:
•
•

A copy of this Hazard Communication Plan.
The identity of the chemicals, how to review material safety data sheets, and an explanation of
the container and pipe-labeling system.

This person will also obtain a material safety data sheet for any hazardous chemical a contactor brings
into the workplace.
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IN DISTRICT RESPONSES
There will be a minimum of two jaws qualified firefighters, as well as one to three support qualified
firefighters on board before the vehicle will respond to an incident.
OUT OF DISTRICT RESPONSES
There will be a minimum of two jaws qualified firefighters, one of which will be an officer, and one to
three support qualified firefighters on board before the vehicle will respond to an incident.
WHO WILL RESPOND
The first firefighters, in turnouts, to get on the vehicle will fill the positions for which they are qualified
and will respond to the incident. No qualified firefighters will be asked to get off the vehicle.
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PURPOSE
The purpose of the Search and Rescue (SAR) procedure is to provide guidelines for personnel to follow
when Siuslaw Valley Fire & Rescue (SVFR) is requested to assist in locating a lost or missing person.
SCOPE
This procedure is intended to serve as a guide to those officers who are assigned to serve as the Duty
Chief (DC) for the organization.
PROCEDURE
Typically, a SAR assistance request originates when the DC is notified by the West Comm. Dispatch
Center (West Comm.) Based upon the information received, the DC will take appropriate action such as
having crews tapped out or investigate the situation first.
If the DC determines crews should be tapped out, they shall advise West Comm. where the initial
meeting location will be. In most cases, this will be Station-1 but depending upon the circumstances, it
could be another location.
The DC must also determine if the lost or missing person is believed to be outside of the City Limits of
Florence to
determine if the incident falls under the jurisdiction of the Lane County Sheriff’s Office (LCSO). In
situations where the lost or missing person is believed to be within LCSO jurisdiction, the DC shall
determine if LCSO has been notified.
If LCSO has not been notified the DC shall call the LCSO Dispatch Center and notify them that SVFR has
begun coordinating a response. Additionally, the DC should advise the dispatcher of the following
information:
•
•
•

Agency name and name of the current Incident Commander (IC).
IC’s call sign, phone number, and current tactical radio frequency to be used for the incident.
Location of the Command Post (CP).

If a LCSO representative responds to the incident, the DC shall remain in command until the first LCSO
Deputy arrives.

Upon the arrival of the LCSO Deputy, the DC will brief the Deputy and advise them of the following
things:
•
•
•
•
•
•
•

Current situation
Lost or missing person(s) physical and clothing description.
Area the lost or missing person was last seen.
Contact information of the reporting party and/or lost / missing person.
Actions and results of those actions taken by SVFR, to include number of apparatus and
personnel engaged in SAR activities.
Any recommendations the DC feels would be useful to support the mission.
If not already done and if the situation could benefit from it, advised the Deputy that SVFR has a
Support Unit that could be used as Command Post (CP).

If incident is located within the City Limits of Florence, the Florence Police Department (FPD) is the lead
agency. In these situations, the DC shall work with the FPD officer and support them in any capacity
needed including serving as the Incident Commander (IC).
CONSIDERATIONS & RECOMMENDATIONS
DC shall make certain that all responders are properly clothed / equipped for the type of searching that
will be done.
Our members have varying degrees of training and knowledge of SAR techniques and local geography.
Therefore, it is encouraged that the DC divide personnel into teams that best utilize available expertise.
All search teams will consist of a minimum of at least two people.
It is advantageous to request that the West Comm. dispatcher give out the description of the missing
person during the initial dispatch. SVFR has located many missing persons when apparatus has been
responding from their home station to the location of the initial briefing.
It is also recommended to utilize our Support 1 as CP in remote areas.
Any incident involving water related rescues and non-vehicular access (Off-Highway) rescue requires the
notification of the LCSO Dispatch Center. If time permits and doing so will not interfere with current
incident operations, the DC should make this notification as soon as possible.
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PURPOSE
To ensure the safety of personnel when entering into Immediately Dangerous to Life and Health (IDLH)
atmospheres by providing on-scene rescue capability, in compliance with State and Federal regulations.
SCOPE
The two-in/two-out rule applies to all Lane Fire Defense Board agency personnel and other individuals
who enter the hazard zone. All personnel must comply with the two-in/two-out standard any time they
encounter an IDLH atmosphere, a potential IDLH atmosphere or an unknown atmosphere.
RESPONSIBILITY
It will be the responsibility of the Incident Commander to ensure that the two-in/two-out rule is
followed at all incidents involving IDLH atmospheres. In addition, whenever an outside team is moved
to the interior, another outside team must be put into place.
DEFINITIONS
IDLH ATMOSPHERES: Those atmospheres where respiratory protection is required in order to prevent
immediate injury.
INCIPIENT STAGE/IGNITION: The first phase of the burning process, where the fire may be controlled or
extinguished with portable fire extinguishers, class II standpipe or small diameter hose systems, without
the need for protective clothing or breathing apparatus. During this phase, the oxygen content of the air
has not been significantly reduced.
BUDDY SYSTEM: Two personnel in close contact with one another either visually or physically with one
another either visually or physically with one of the persons having radio communications with the
outside.
INTERIOR STRUCTURAL FIREFIGHTING: The physical activity of fire suppression, rescue or both, inside of
buildings or enclosed structures which are involved in a fire situation beyond the incipient stage.
PROPERLY EQUIPPED PERSONNEL: That equipment necessary for standard interior structural
firefighting, i.e. full turnouts with SCBA.

THE OR-OSHA TWO IN/TWO OUT RULE
When there is an identified IDHL atmosphere, considered by OSHA to be any interior structure fire
beyond the incipient stage, a minimum of two personnel, using the buddy system, is required to make
entry. These two personnel must use positive pressure, minimum of two properly equipped and trained
stand-by personnel assembled outside the hazard zone, to be able to assist in rescue of the interior
team.
EXCEPTIONS
These rules shall not apply to the following exempted firefighting activities:
•
•

aircraft rescue firefighting (ARFF)
forest or uncultivated wildland firefighting

If upon arriving at the scene, members find an imminent life-threatening situation where immediate
action may prevent the loss of life or serious injury, the requirements for personnel in the outside standby mode may be suspended, when notification is given by radio to incoming companies that they must
provide necessary support and backup upon their arrival. (OAR 437-002-0182(5) (d), note).
OUTSIDE-TEAM DUTIES
The members that are standing by outside the IDLH hazard zone may perform a variety of functions.
One of the functions of a member of the outside-team is to maintain accountability and if necessary,
initiate a firefighter rescue. These persons may also function as the equipment operator, safety officer,
medical standby, or incident commander.
Any task that the outside firefighter(s) perform while in stand-by rescue status must not interfere with
the responsibility to account for those individuals in the hazard zone.
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EXPLORER BENEFITS
Fire Exploring gives young people valuable insight into the firefighting profession. This insight will allow
the individual to decide whether he or she desires to pursue a greater role in the fire service. By
participating in the Fire Exploring program, the individual will gain personal confidence, learn how to use
various tools, develop mechanical skills and aptitude, and gain a greater awareness of personal and fire
safety.
FIRE DISTRICT BENEFITS
The Fire District also benefits from its association with the Fire Explorer program. Fire Explorers often
assist with the performance of routine and emergency duties. These duties include public fire
education and fire prevention activities, helping with ancillary functions on an emergency scene, and
other departmental projects. The Fire District also benefits from a higher quality level of applicants for
regular firefighter positions. There is no question that a well-managed Explorer program will help to
further the Fire District’s positive role in the community and assist with public relations.
COMPREHENSIVE GENERAL LIABILITY INSURANCE
Comprehensive Insurance covering the activities of the Explorer Post is provided to the Post and Leaders
by the Boy Scouts of America in respect to any claims arising during the performance of their duties in
the Explorer program. Coverage is more than $15,000,000 per occurrence for bodily injury and property
damage.
VEHICLE OPERATING
Every person who drives a private vehicle in connection with an Exploring activity must have a valid
Oregon Driver’s License and carry appropriate automobile liability insurance with the appropriate limits.
Explorers are NOT permitted to operate any Siuslaw Valley Fire and Rescue vehicles.
Explorers responding to their assigned fire station during an emergency event must obey all vehicle laws
and regulations.
SLEEPER PROGRAM
Explorers are NOT eligible to participate in the Fire District’s Sleeper program.

EMERGENCY OPERATIONS
Explorers shall be issued proper protective equipment that includes, but is not limited to, turnout coat
and pants, boots, helmet (black). Explorers will maintain their personal protective equipment in the
area designated for the Explorer program.
Explorers may attend recruit firefighter training programs or classes. Explorers may, after proper
application, attend “First Responder” classes. Explorers may apply for other outside fire training classes
and the request will be judged by Fire District Administration on a case-by-case basis as it relates to
budget limitations and overall value to the District and Explorer program.
Explorers may not be substituted for the District’s trained firefighters and will perform firefighting
support activities in support of the emergency activities. Explorers will take direction while responding
to and during emergency operations from the Department Officers and/or Acting Officers and any
regular firefighter that may be assigned as a supervisor.
Explorers may not enter a burning building or work on a burning building.
Explorers may not operate ANY dangerous equipment or tools that may include, but is not limited to,
hydraulic rescue equipment, saws, and power tools.
Explorers will respond to emergency events with support and second out apparatus, such as rescue
squads and water tenders and reserve engines, but may respond with the ‘first out’ engine if there are
vacant seats. Explorers will vacate ‘first out’ engine seats in the event a regular volunteer firefighter
becomes available for response. Explorers will NOT ride in the officer’s seat on ‘first out’ engines and
will be seated in rear seats, unless, of course, there is not an available firefighter to ride in the officer’s
seat. All Explorers MUST wear seatbelts.
Explorers will NOT respond to medical emergencies if they are under the age of sixteen (16). If they are
over the age of sixteen (16), they may respond to medical emergencies provided that a permission slip
has been signed by the parent or legal guardian allowing such and it is made a part of the individual
Explorer’s record.
Explorers will NOT respond on mutual aid emergencies.
Explorers may respond to ATV and automobile accidents if they are over the age of 16, subject to the
permission requirements stated in Section G. They are to perform support activities only.
As a general rule, Explorers will not operate inside the HOT zone, unless under direction of a regular
volunteer firefighter or officer, and under the direction of the Incident Commander or his/her Incident
staff.
EXPLORERS CANNOT GO IN OR ON A BURNING BUILDING, OPERATE DANGEROUS POWER
EQUIPMENT, OR GO ON MEDICAL CALLS EXCEPT AS STATED IN 665.05(G). EXPLORERS CAN DO
EVERYTHING ELSE A FIREFIGHTER CAN.
As a general rule, Explorers will conform to the District and Department chain of command and conform
to the Rules and Regulations of the District pertaining to all volunteer firefighters.
Explorers shall participate in as many regular Fire Department training activities as possible, but must
conform to the above safety and procedural limitations.

EXPLORER POST LEADERSHIP
The Explorer Post is sponsored by Siuslaw Valley Fire and Rescue. The post leaders are generally
members of the Siuslaw Valley Firefighters Association but are not limited to members of the
Association. The Explorer Post will elect from among themselves three post officers: An Explorer
Captain, a Post Lieutenant and a Post Secretary-Treasurer.
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POLICY
It shall be the policy of the Siuslaw Valley Fire and Rescue to account for the location and safety of all
emergency personnel within an emergency perimeter at an emergency event.
REFERENCES
N.F.P.A 1500 6-1.6
N.F.P.A 1561
DEFINITIONS
Company Officer: Officers and acting officers in charge of piece of fire/rescue apparatus including the
assigned personnel.
Emergency Event and/or Incident: Any situation to which the fire department responds to deliver
emergency service including, but not limited to, rescue, fire suppression, medical assistance and other
forms of hazard control and mitigation.
Emergency Incident Perimeter: Any area, where for safety reasons, the public is not allowed access.
Helmet Shield: A plasticized shield backed with Velcro that attaches to the front of a member’s helmet.
The helmet shield has numbers and/or letters identifying a command, company unit, or administrative
assignment.
Incident Termination: The conclusion of fire department operations at the scene of an incident, usually
the departure of the last unit from the scene.
Name Tag: A Velcro-backed plastic tag with a member’s name.
Passport: Approximately 2” x 4” boards of Velcro and plastic used to identify and account for members
and teams. MEMBERS AFFIX NAME TAGS TO PASSPORTS.
•

Primary Passport: White flexible passport that is given to the accountability officer/gatekeeper
or attached to the dashboard of the assigned fire vehicle if the team leader is committed to the
call and has passed his responsibilities.

•

Back-up Passport: White passport that is marked with a “B’ and is used by crews that arrived at
assigned apparatus after the primary passport is already made-up.

•

Reserve Passport: Red passport that is always maintained on the assigned apparatus and has
the name tags of crew involved in the emergency event attached.
Passports are transferred to the accountability officer when a team or company physically
reports to incident scene. The accountability officer returns the passport to the team leader
when the company is reassigned.

Status Board: Inside the incident support van, a board with Velcro strips that is used by the
accountability officer to attach the passports of teams that correspond to their assignment by
division/location or task.
The passports are maintained on the status board until the team is reassigned to a different
command function. In the event an emergency accounting is necessary, the Incident Commander
and the Accountability Officer uses the passports on the status board to account for teams.
Teams: Any member of a work group of two or more firefighters who are assigned together at an
emergency event. Team members are responsible for the safety of each other and must know the
location and condition of their team members so as to provide immediate direct help.
Team Leader: The member who directs the operations of an assigned team of firefighters.
Incident Commander: Officer or firefighter assuming the command function within the Incident
Command System.
Incident Command System: The management system that is utilized to direct the fire department
resources during any emergency event.
Red Zone (hot zone): The area of “immediate danger” closest to the actual emergency scene. It is
usually defined as the area between the first arriving fire apparatus and the emergency scene.
Green Zone (cold zone): The area outside the red zone and outside the immediate danger zone.
PROCEDURE
Siuslaw Valley Fire and Rescue personnel shall use the EMERGENCY INCIDENT ACCOUNTABILITY SYSTEM
utilizing the passport procedures as adopted by the Oregon State Fire Marshal, in conjunction with the
Incident Command System to identify and account for individual members of a team and their
emergency scene assignment.
RESPONSIBILITY
Through the Incident Accountability Officer (gatekeeper), the Incident Command Officer shall use
the Passport System to account for those firefighting personnel assigned to any emergency event.
Every person assigned to any emergency event shall maintain an awareness of each other’s physical
condition and shall use the incident command system to request help, relief and/or reassignment of fire
fatigued or injured personnel.

Company Officers, Team Leaders, and individual Firefighters are accountable for the safety of
themselves and other members of their assignment. Assigned firefighters shall maintain constant
awareness of the position and function of all members working in the same assignment.
Team members must be in contact with each other through one of the following methods:
•

Voice (face to face, not by radio)

•

Visual

•

Touch (EXCEPTION: Radio or telephone contact is permissible for apparatus operators, chief
officers, command assignments, team leaders, etc., where locations of such personnel is
constant and is known by the remainder of the assigned personnel.)

•

If a team member is in trouble, the others shall take appropriate action to:
1. Provide direct assistance
2. Call for assistance
3. Go get assistance

•

Members will stay together as a team and/or buddy system when assigned during an emergency
event and/or as otherwise directed by a superior officer in the Incident Command System.

Maintenance of Helmet Shields and Passports: Team Leaders shall be responsible to supervise the
maintenance and proper placement of helmet shields and passports during an emergency event.
Team Leaders are responsible for members under their direct assignment. When a Team is split away to
a different assignment, that Team Leader or Supervisor is accountable for that Team.
PASSPORT SYSTEM CONPONENTS
Materials
The Passport System utilizes removable helmet shields, primary and back-up passports, name tags and
status boards.
Helmet Shields: Each apparatus shall have a reflective helmet shield for each member likely to be
assigned on that apparatus. The purpose of the helmet shield is to clearly identify the member as being
a part of the Siuslaw Valley Fire and Rescue and the apparatus/unit to which the member is assigned.
All helmet shields are to be kept at a location that is on the apparatus and convenient for the members
to access, when not actually applied to the helmet.
Helmet shields shall be in a place on the firefighter’s helmet BEFORE task assignment.
Passports
The purpose of the passport is to provide accountability of team members after entering an emergency
incident scene.

Types of Uses of Passports:
•

Primary Passport (white): Shall be carried by the team leader and given to the
Incident Commander or the Accountability Officer before entering the emergency
scene. If the team leader passes command to another company, then the passport
shall be attached to the dashboard of the apparatus at its assigned location.

•

Back-up Passport (White with letter “B”): This is for use as identification when the Primary
Passport is not available. There must be a team of two (2) to use a Back-up Passport and it is
used in the same manner as a Primary Passport.

•

Reserve Passports (Red): This passport always remains on the apparatus and the
Team Leader(s) will attach the names of everyone who is on a Primary Passport or Back-up
Passport. Primary Passport names will be attached in a horizontal fashion and Back-up names
will be attached in a vertical manner at the bottom of the Reserve Passport.

Name Tags
Each member of the fire department shall maintain four name tags on the underside of the rear
brim of the helmet.
NAME TAGS MUST BE ATTACHED TO PASSPORTS BEFORE RESPONDING WITH ASSIGNED APPARATUS.
The team leader is the first name on the passport (on top) and the apparatus operator’s passport
is placed on the bottom, upside down.
Name tag flags:
•

Name tag flags will be a small colored marker on the right side of those name tags
that have certain emergency scene limitations or special certification.
Red Flag: Non-entry “Cold Zone” entry only
Yellow Flag: “Hot Zone” entry, with supervision of a regular volunteer and/or fire officer
Blue Flag: Emergency Medical Technician/Paramedic

Emergency Events
Reporting to the Incident:
•

When an apparatus or team reports to an incident, staging manager, division or group
supervisors, they transfer their passport to the Incident Commander/ Accountability Officer
except as indicated below. In these cases, the Primary Passport will remain on the dashboard of
the apparatus:
1. They are committed to the initial attack before establishment of a Command Post.
2. They are on or directed to a remote side of the emergency scene before the establishment
of a Division Supervisor.
3. They are the only unit at the incident.

•

When first arriving companies that have not transferred their passports to a Command Position
leave an incident area, they will report their status to the Incident Commander by radio or

personal contact. The Incident Commander will then direct the unit to a command function or
new assignment, where they will transfer their passports.
During Emergency Incidents:
•

The Incident Commander will require the transfer and use of Passports at every
incident.

•

The Accountability Officer will record the time that companies/teams go to and
leave the staging area.

•

When a company/team is relieved the supervisor will:
1. Return Passport (s) to Team Leader.
2. Direct Team Leader to Staging or another assignment.
3. Advise the designated Supervisor that a team has been directed to report to another
Supervisor. The receiving Supervisor WILL ACKNOWLEDGE and record information on a
Status Board.

Roll Call:
Supervisors and Team Leaders will conduct an emergency roll call
using the Passport System as follows:
•

When a Supervisor presumes that a firefighter or team is mission or trapped, the Supervisor will
start rescue efforts as soon as possible at the last know location.
The IC will initiate a ROLL CALL of the emergency incident to confirm the status distress call has
been transmitted; conduct a roll call of all assigned units”.

•

NOTE: Whenever possible, roll call will be conducted without the use of radio, in order to keep
active frequencies, clear of traffic. Roll call shall be called in the following scenarios:
1.
2.
3.
4.

When a team is relieved and transferred to another assignment.
Before there is a change from offensive to defensive fire ground strategy.
When there is a catastrophic change in the incident, explosions back draft, etc.
When the IC or Supervisor determines that a need for a roll call exists.
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