SIUSLAW VALLEY FIRE AND RESCUE
WESTERN LANE AMBULANCE DISTRICT
BOARD OF DIRECTORS

JOINT MEETING AGENDA
July 17, 2019 - 6:00 P.M.
Siuslaw Valley Fire and Rescue
2625 Highway 101 North, Florence
Call to Order and Pledge of Allegiance
Roll Call / Establishment of Quorum
Oath of Office for Elected Board Members
Elect Officers
1. SVFR Action Item: Elect President, Vice President, Secretary/Treasurer
2. WLAD Action Item: Elect President, Vice President, Secretary/Treasurer
Public Comment:
This is the opportunity for the public to speak to the Board of Directors. The maximum
time for public comment will be 30 minutes and three minutes will be allotted for each
speaker.
Approval of Minutes:
3. SVFR Action Item: Regular Meeting 6/27/19
4. WLAD Action Item: Regular Meeting 6/27/19
Review of Monthly Financials
5. SVFR Action Item: Ratify bills paid during the past month totaling $201,237.45.
6. WLAD Action Item: Approve Transaction List for June 2019.
Correspondence: Nancy Ulrich Letter thanking Lara Lindemann and Oaren Wraye
New Business (SVFR & WLAD):
7. Ordinance 2019-01: An Ordinance Adopting an Intergovernmental Agreement
and Creating a New Intergovernmental Agency “Western Lane Fire and EMS
Authority”
a. First Reading of SVFR Ordinance 2019-01
b. First Reading of WLAD Ordinance 2019-01
c. Hear Public Comments
d. Board Discussion, make revisions if necessary
e. SVFR Action Item: Approve First Reading of SVFR Ordinance 2019-01
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f. WLAD Action Item: Approve First Reading of WLAD Ordinance 2019-01
8. Appoint Members for the Following Committees:
a. IGA Advisory Committee
b. Labor Negotiations Committee
c. Policy Committee
d. Finance Committee
New Business (SVFR only):
9. Ordinance 2019-02: An Ordinance Adopting Oregon Fire Code
a. First Reading of SVFR Ordinance 2019-02
b. Hear Public Comments
c. Board Discussion, make revisions if necessary
d. SVFR Action Item: Approve First Reading of SVFR Ordinance 2019-02
10. Ordinance 2019-03: An Ordinance Adopting a Private Driveway Standard
a. First Reading of SVFR Ordinance 2019-03
b. Hear Public Comments
c. Board Discussion, make revisions if necessary
d. SVFR Action Item: Approve First Reading of SVFR Ordinance 2019-03
Staff Reports:
11. Chief Report
12. Fire Operations Division Chief Report
13. EMS Operations Division Chief Report
14. Office Manager Report
Director Comments This is an opportunity for Directors to comment on topics not on
the Agenda.
Future Agenda Business:
Regular Joint Board Meeting Thursday, August 22, 2019 6:00pm.
Adjournment
SVFR Executive Session: per ORS 192.660 (2) (b)
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Western Lane Ambulance
Siuslaw Valley Fire and Rescue

2625 Highway 101 North, Florence, OR 97439

Joint Meeting Minutes, June 27, 2019, 6:00 p.m.
Meeting Recorded and Televised on SVFR Website
SVFR BOARD MEMBERS PRESENT: Directors Tony Phillips, John Carnahan, Alan Burns, Ron Green, and
Ned Hickson.
WLAD BOARD MEMBERS PRESENT: Directors Mike Webb, Rick Yecny, Cindy Russell, Dick Childs, and
Larry Farnsworth (remoted in via Facetime).
STAFF PRESENT: Chief Michael Schick, Dina McClure, Matt House, Jim Dickerson, Mary Dimon, and Holly
Lais.
Directors Green and Yecny called the meeting to order at 6:00 p.m.
PINNING CEREMONY FOR CHIEF SCHICK:
Director Green led the Pinning Ceremony for Chief Schick. Chief Schick gave his oath and was pinned by
his wife.
PINNING CEREMONY FOR NEW SVFR RECRUITS:
Chief Schick led the Pinning Ceremony for the new recruits. Brandon Sutherland, James Rumler, and
Shannon Viesca gave their oaths and were pinned by their family members.
PINNING CEREMONY FOR FIVE LIEUTENANTS:
Chief Schick led the Pinning Ceremony for the new Lieutenants. Jerry Ward and Colten Griswold gave
their oaths and were pinned by their family members.
RECOGNITION OF ASSOCIATES DEGREE FOR TONY MILLER:
Ops Chief Dickerson presented Captain Tony Miller with his associate degree certificate in Applied Fire
Science Technology.
RECOGNITION OF SVFR AND WLAD BOARD MEMBERS ENDING TERMS:
 SVFR Director Tony Philips was acknowledged for his four years of service on the Board. Phillips
held the position of Secretary / Treasurer for two years.
 SVFR Director John Carnahan was acknowledged for his career with WLAD and SVFR. Carnahan
started as a Paramedic with WLAD in 1986. In 2010, he was promoted to Paramedic Supervisor
until he retired in 2014. Carnahan was also a volunteer firefighter with SVFR for 30 years. As a
Battalion Chief, he oversaw Stations 5, 6, and 8. During Carnahan’s last four years with SVFR, he
served as the Recruit and Retention Officer. Carnahan served one term on the Board and held the
position of Vice President for three of those years.
 SVFR Director Woody Woodburn, not present, was acknowledged for his years of service as well.
 WLAD Director Dick Childs had severed two terms on the Board. Childs held the position of
Secretary/Treasurer for one year, and Vice President for three years. Childs wisdom and
dedication were highlighted.
All Directors were presented with a plaque recognizing their years of service to the district.
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There was a 5 minutes break to allow families and guests to leave before the meeting resumed.
PRESENTATION:
Kathy Smith presented “Western Lane Mental Health Mobile Crisis Response”, a proposal to collaborate
with community partners and have Western Lane Fire & EMS Authority (WLFEA) serve as an applicant
agency and fiscal agent.
 Hands out that Smith distributed to the directors and staff are attached in the Board Packet. They
highlight an implementation work plan approach to provide services in the community. Smith
described how the process would take three phases.
 Smith explained that the Mobile Crisis Response could help deescalate a crisis, act as a face-toface therapeutic response, and would be provided by professionals on site.
 Chief Turner expressed concern for the personal safety of first responders, especially in remote
areas. Turner said he looks forward to seeing how this program will work and how it will help the
residence of Florence.
 Director Burns inquired about the sustainability of the program and the role that the MIH will
have.
WLAD: Director Webb made the motion to move forward and pursue this opportunity. Director Russell
seconded the motion. Roll Call, motion passed unanimously.
SVFR: Director Carnahan also made the motion to move forward. Director Burns seconded the motion.
Motion passed unanimously.
APPROVAL OF MINUTES:
1. SVFR MINUTES: Director Burns made the motion to approve the minutes of the Regular Meeting
5/29/19, and Special Meeting 6/12/19. Director Hickson seconded the motion, motion passed
unanimously.
2. WLAD MINUTES: Director Webb made the motion to approve the minutes of the Regular
Meeting 5/23/19, and Special Meeting 6/12/19. Director Childs seconded the motion. Roll Call,
motion passed unanimously.
PUBLIC COMMENTS: There were no comments from the public. Director Green announced that the words
“any items not on the agenda” be removed from the agenda. Green said the public should be able to
address the board on any issue, and only be allowed to speak during the Public Comments period.
REVIEW OF MONTHLY FINANCIALS:
 McClure said that eleven months into the fiscal year, expenses should be tracking at 92% or less.
She informed that all appropriation categories are within budget for both districts.
 SVFR has twice the amount in the bank as it did this time last year due to no conflag and fewer
grant reimbursements. The next SAFER Grant reimbursement will add another $65,000.
 McClure explained that funds in the WLAD Capital Building Fund were transferred into the Capital
Reserve Fund. She said the Capital Reserve Funds earns interest at .60% but if the district changed
to a Money Market account, the interest would be .75%.
3. SVFR Motion to Ratify Bills: Director Burns made a motion to ratify the bills paid during the past
month totaling $156,693 as seen from page 18 in the Board packet. Director Phillips seconded
the motion, motion passed unanimously.
4. WLAD Approve Transaction List for May 2019: Director Russell made a motion to approve the
transaction list. Director Childs seconded the motion. Roll Call, motion passed unanimously.
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OLD BUSINESS (SVFR & WLAD):
5. Review the Status of Western Lane Fire & EMS Authority:
 Chief Schick said he and McClure met with the attorney twice to review documents, policy,
and job descriptions. The first reading of the Ordinance will be at the July Board meeting.
 Director Burns referred to the IGA Charter and inquired when it was adopted. It was signed
in August 2018 and is active one year.
 The board discussed the IGA Committee. The committee is made of two directors from each
district and acts as advisory only. The boards will re-appoint the IGA Committee at the July
Board meeting.
STAFF REPORTS:
6. Chief Report:
 Chief Schick said his Facebook account had been cloned and not to accept any friend
requests.
 Chief House, Director Yecney, and Chief Schick had met to review the Ground Emergency
Medical Transport (GEMT) reimbursements for Medicaid calls. It a state-run program that
would help generate $70,000 extra revenue a year. The application is due by the end of July.
 Chief Schick said that the house that was donated for the Burn-to-Learn was completely
safe. Captain Larson and the Day Crew prepared it over several weeks. Chief Schick said the
all-day training went well, with 8 different fires situations in the house to extinguish. He
gave kudos to Captain Larson.
 Chief Schick informed the board that the vehicle known as “Big Ugly” was sold in an auction
on the Public Surplus web site for $7,200. It was sold “as is condition” and received two
bids.
7. Operations Division Chief Report:
 Chief Dickerson said that SVFR had received 96 calls for the month of May, 50 calls higher
than last years number at this time. CST had 11 calls.
 Chief Dickerson said the average number of Firefighters per incident is 12 and at the last
fire, 14 responded. Response times have also improved.
 Chief Dickerson said the training department was busy with the BTL and Prevention has
been busy with hotel and school inspections.
 Chief Dickerson said that bunker gear had been ordered but is on a 90-day wait.
8. EMS Division Chief Report:
 Chief House reported that call volume was up 11%, a total of 318.
 MIH has 8 more patients than this time last year, which is significant for one person to
manage.
 Chief House will review Resolution 2019-06 Raising Ambulance Rates with the Board in
New Business.
9. Office Manager Report:
 McClure reported that over 1,500 membership applications have been processed for
LifeMed to date. She gave kudos to the admin staff Lara Lindemann, Holly Lais, and Mary
Dimon for their work with keeping up with the volume.
 McClure sent Welcome letters to the new directors who will be sworn in next month. The
new directors are registered for SDAO Board Training in Newport and she informed the
existing directors that they can still register for a refresher.
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McClure is working on updating Job Descriptions for the 3rd Entity and cleaning up past
Financials. She is also preparing evaluations for staff and working on the next SAFER Grant
reimbursement.

NEW BUSINESS (SVFR & WLAD):
10. Appoint Auditor of Record for FY2019, FY 2020, FY 2021
McClure said Emerald CPA Group out of Eugene was the only CPA out of nine who responded to
the RFP. Emerald is offering a three-year contract with no increased fees. Their proposal is in the
board packet. Emerald quoted $10,000 for FY2019-20 for both SVFR and WLAD, which is what
we budgeted. McClure worked with Emerald CPA when she was employed at the Port of
Siuslaw. McClure and Chief Schick consulted the WLAD attorney to cancel the contract with
Chris Mahr CPAs. McClure will draw up a letter of engagement with Emerald CPA Group.
SVFR: Director Burns made a motion to appoint Emerald CPA Group as Auditor of Record.
Director Phillips seconded the motion. Motion passed unanimously.
WLAD: Director Webb made a motion to appoint Emerald CPA Group as Auditor of Record.
Director Childs seconded the motion. Roll call, motion passed unanimously.
NEW BUSINESS (WLAD ONLY):
11. Resolution 2019-06 Raising Ambulance Rates:
Chief House said the resolution is directed for out-of-district transports. The proposal was
introduced at the last board meeting and the intent tonight is to adopt the resolution.
WLAD: Director Russell made a motion to adopt Resolution 2019-06 Raising Ambulance Rates.
Director Childs seconded the motion. Roll Call, motion passed unanimously.
Director Comments:
Director Yecny again thanked the directors for their service. Director Carnahan said there are lots of
good things are going for us and we are headed in the right direction.
Future Agenda Business:
There was discussion regarding board members being out of town on the date scheduled for the July
Board Meeting. It was decided for McClure to poll the board for an available meeting date.
The meeting adjourned at 7:56 pm.

Respectfully submitted,
Holly Lais
Recording Secretary
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7/16/2019

Western Lane
ANNUAL COLLECTION STATISTICS

Month
Jul 18
Aug 18
Sep 18
Oct 18
Nov 18
Dec 18
Jan 19
Feb 19
Mar 19
Apr 19
May 19
Jun 19

Tickets

Company
Date Of Service
Date Of Service
Invoices

Western Lane
7/1/2018
6/30/2019
0

Provider

Western Lane

Charges

Payments

%

FireMed

%

229
226
211
191
184
223
205
173
216
162
223
202

494,672.04
477,180.52
436,160.80
401,026.54
376,842.44
462,974.56
437,124.84
362,245.12
475,064.44
334,439.44
482,240.00
437,259.59

-166,041.88
-155,662.48
-127,912.09
-109,124.84
-118,003.20
-134,224.06
-124,805.14
-109,072.43
-128,140.94
-79,320.72
-106,628.87
-50,243.28

34 %
33 %
29 %
27 %
31 %
29 %
29 %
30 %
27 %
24 %
22 %
11 %

-8,385.15
-11,879.53
-12,568.79
-12,048.23
-8,393.35
-9,253.57
-14,645.14
-7,328.98
-12,787.96
-10,246.12
-5,067.12
0.00

2%
2%
3%
3%
2%
2%
3%
2%
3%
3%
1%
0%

2,445

5,177,230.33

-1,409,179.93

-112,603.94

Disallowed
-281,131.63
-288,271.22
-270,719.10
-251,526.73
-228,980.95
-286,471.90
-236,892.07
-196,523.85
-268,855.95
-186,743.34
-209,547.65
-107,137.60

-2,812,801.99

%
57 %
60 %
62 %
63 %
61 %
62 %
54 %
54 %
57 %
56 %
43 %
25 %

Uncollected

%

Pending

%

-33,715.32
-26,133.21
-19,779.84
-24,551.95
-14,424.84
-15,503.90
-6,841.77
-4,627.25
-4,517.71
-380.00
0.00
0.00

7%
5%
5%
6%
4%
3%
2%
1%
1%
0%
0%
0%

5,398.06
-4,765.92
5,180.98
3,774.79
7,040.10
17,521.13
53,940.72
44,692.61
60,761.88
57,749.26
160,996.36
279,878.71

1%
-1 %
1%
1%
2%
4%
12 %
12 %
13 %
17 %
33 %
64 %

-150,475.79

692,168.68

All amounts shown relate directly to each month's charges. They will not reconcile to monthly deposit reports

26

Page 1 of 5

Western Lane
MONTH END SUMMARY

7/16/2019

Transaction Date

6/1/2019

Transaction Date

6/30/2019

Company Code

Western Lane

Balance Forward

977,275.73

Charges by Level of Service

437,259.59

Batch #
JUN19
MAY19
Total

ALS 1 E
186,673.24
0.00
186,673.24

ALS 1 NE
80,344.76

ALS 2
4,923.48

BLS E
70,894.96

BLS NE
33,557.23

SCT
60,865.92

80,344.76

4,923.48

70,894.96

33,557.23

60,865.92

Total
437,259.59
0.00
437,259.59

Payments - ALL

-137,116.94

Payments - EFT

Trans Date
6/1/2019
6/2/2019
6/3/2019
6/3/2019
6/3/2019
6/3/2019
6/3/2019
6/4/2019
6/4/2019
6/4/2019
6/5/2019
6/5/2019
6/6/2019
6/6/2019
6/6/2019
6/6/2019
6/6/2019
6/7/2019
6/7/2019

Payer
BCBS OR Blue Card MedAdv
Pacificsource MedAdvantage
UHC West/Secure Horizons
BCBS OR Blue Card MedAdv
XO Regence Federal
Medicare B Oregon
XO AARP Medicare Supplemental
UHC West/Secure Horizons
Oregon Medicaid
Medicare B Oregon
UHC West/Secure Horizons
Medicare B Oregon
Trillium Community Health Plan
UHC West/Secure Horizons
Aetna Medadvantage
Aetna
Medicare B Oregon
XO MODA
Medicare B Oregon

Ref #
0152366739
201906021070033200
0008565846
0152689385
0260628178
889751526
9440237768
1440516452
400892716
889755429
1440977709
889759284
0900035865
1441370298
160603190423095
819154000368616
889763156
2019060710500833
889766894

Amount
0.00
-1,279.16
-1,063.57
-1,893.48
-93.96
-311.08
-511.32
-428.73
-599.23
-5,816.76
-488.37
-5,284.35
-247.12
-985.40
-1,533.35
-1,634.94
-438.61
-111.89
-2,206.13
27

6/9/2019
6/10/2019
6/10/2019
6/10/2019
6/11/2019
6/11/2019
6/11/2019
6/11/2019
6/12/2019
6/12/2019
6/13/2019
6/13/2019
6/13/2019
6/14/2019
6/14/2019
6/17/2019
6/17/2019
6/17/2019
6/17/2019
6/17/2019
6/17/2019
6/17/2019
6/18/2019
6/18/2019
6/18/2019
6/18/2019
6/18/2019
6/18/2019
6/19/2019
6/19/2019
6/19/2019
6/19/2019
6/19/2019
6/19/2019
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Western Lane
MONTH END SUMMARY

7/16/2019

Pacific Source Health Plan
XO Aetna
Regence MedAdvantage
XO AARP Medicare Supplemental
AARP Medicare Complete Plus
Oregon Medicaid
Care Oregon/Health Share of OR
Medicare B Oregon
AARP Medicare Complete Plus
AARP Medicare Complete Plus
Trillium Community Health Plan
WA State DSHS
Medicare B Oregon
UHC West/Secure Horizons
Medicare B Oregon
UHC West/Secure Horizons
Regence MedAdvantage
XO Regence Federal
UHC West/Secure Horizons
Medicare B Oregon
Medicare B Oregon
XO AARP Medicare Supplemental
AARP Medicare Complete Plus
UHC West/Secure Horizons
Oregon Medicaid
Care Oregon/Health Share of OR
Medicare B Oregon
XO AARP Medicare Supplemental
UHC West/Secure Horizons
AARP Medicare Complete Plus
UHC West/Secure Horizons
AARP Medicare Complete Plus
Regence
UHC West/Secure Horizons

201906091080057900
0065928913
0152697677
9441963946
0008532097
400895103
875338
889772171
0008570267
1443157007
0900036215
879455
889779717
1443919434
889783640
0008571982
0152705622
0260631772
1444146616
319498170
889787195
9444102264
0008544118
1444499026
400897294
876930
889791231
9444456213
0008539230
0008559914
0008561577
0008564063
0193414664
1445065585

-4,537.60
-108.24
-4,262.52
-184.66
-301.02
-1,115.56
-311.42
-1,096.66
-209.79
-453.68
-1,628.25
-198.91
-1,176.48
-562.84
-4,064.64
-904.80
-2,260.51
-113.27
-559.47
0.00
-236.70
-394.25
-223.23
-656.08
-202.88
-311.42
-2,483.36
-114.41
-299.91
-298.78
-739.01
-901.07
-411.32
-285.36
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6/19/2019
6/20/2019
6/20/2019
6/21/2019
6/23/2019
6/23/2019
6/24/2019
6/25/2019
6/25/2019
6/26/2019
6/26/2019
6/26/2019
6/26/2019
6/27/2019
6/27/2019
6/27/2019
6/27/2019
6/28/2019
6/28/2019
6/30/2019
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Western Lane
MONTH END SUMMARY

7/16/2019

Medicare B Oregon
Trillium Community Health Plan
XO AARP Medicare Supplemental
XO AARP Medicare Supplemental
Pacific Source Health Plan
Pacificsource MedAdvantage
XO USAA Insurance Medical
Oregon Medicaid
Medicare B Oregon
AARP Medicare Complete Plus
UHC West/Secure Horizons
UHC West/Secure Horizons
Medicare B Oregon
Trillium Community Health Plan
XO AARP Medicare Supplemental
XO Mailhandlers
Medicare B Oregon
AARP Medicare Complete Plus
Medicare B Oregon
Pacific Source Health Plan

EFT TOTAL

CREDIT CARD TOTAL

-902.31
-6,145.54
-697.50
-96.70
-3,193.00
-991.80
-109.84
-3,078.55
-3,231.94
-208.67
-289.85
-358.15
-1,335.15
-2,001.61
-113.04
-224.01
-1,507.61
-213.17
-2,048.62
-4,145.86
-87,428.47

Payments - Credit Card

Trans Date
6/5/2019
6/12/2019
6/18/2019
6/19/2019
6/20/2019
6/26/2019
6/27/2019

889795357
0900036683
9445186490
9445617579
201906231070212600
201906231090064700
1954325439
400899506
889811030
0008538355
0008540391
0008576039
889815068
0900037125
1447088023
819175000368407
889819018
1447731189
889822911
201906301090051500

(VISA, MC, AMX, Disc)

Amount
-25.00
-25.00
-92.36
-50.00
-25.00
-693.36
-50.00
-960.72
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Western Lane
MONTH END SUMMARY

7/16/2019

Payments - Bank Deposit

(Cash, Chk Ins, Chk Pvt, Coll Pmt, MO)

Trans Date
6/4/2019
6/11/2019
6/18/2019
6/25/2019

Amount
-15,642.66
-14,129.34
-10,950.04
-5,852.03

BANK DEPOSIT TOTAL

-46,574.07

Payments - Paid at FD

Date
6/7/2019
6/14/2019
6/27/2019
Total

Pd at FD, Coll

Pd at FD, Ins
-1,389.73

0.00
0.00

-763.95
-2,153.68

Total
-1,389.73
0.00
-763.95
-2,153.68

Payments by Level of Service

Date
6/1/2019
6/2/2019
6/3/2019
6/4/2019
6/5/2019
6/6/2019
6/7/2019
6/9/2019
6/10/2019
6/11/2019
6/12/2019
6/13/2019
6/14/2019
6/17/2019
6/18/2019

ALS 1 E
-1,279.16
-1,404.27
-12,645.67
-3,210.62
-4,839.42
-1,955.47
-1,778.20
-1,281.28
-11,237.65
-1,925.42
-1,330.84
-1,737.68
-4,449.31

ALS 1 NE

-1,796.53
-2,155.71
-2,147.10
0.00
-2,759.40
-1,087.96
-4,153.80
-1,078.22
-2,835.20
-1,998.87
-5,397.37

ALS 2

BLS E
0.00

BLS NE

-409.10

-189.75
-4,062.04
-440.00

-631.21

-1,121.07

-482.86
-3,214.86
0.00
0.00
0.00

-2,186.18
-890.48
-688.47
-77.00

-384.44
-495.75
-3,599.65

SCT

TNT

0.00
-672.07
0.00
0.00
-236.70
-1,587.45

0.00
0.00

Total
0.00
-1,279.16
-3,873.41
-22,487.38
-5,797.72
-4,839.42
-3,707.75
-4,537.60
-4,555.42
-16,954.00
-688.47
-3,003.64
-4,627.48
-4,469.00
-15,033.78
30

Date
6/19/2019
6/20/2019
6/21/2019
6/23/2019
6/24/2019
6/25/2019
6/26/2019
6/27/2019
6/28/2019
6/30/2019
Total
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MONTH END SUMMARY

7/16/2019

ALS 1 E
-2,729.14
-674.21
0.00
-991.80
-109.84
-2,865.70
-2,318.05
-1,645.67
-1,669.55
-62,078.95

ALS 1 NE
-951.07
-368.09

ALS 2

0.00

BLS E
-207.55
-412.24
-96.70

BLS NE

SCT

0.00

-5,413.50

-2,676.34
-567.13
-823.04
-592.24
-1,728.20
-18,975.09

0.00

-2,813.63

TNT

-3,193.00
-3,706.85
-2,191.51
0.00
-2,417.66
-38,238.34

-100.00

-3,403.49

0.00

-6,193.94

-8,227.13

0.00

Total
-3,887.76
-6,868.04
-96.70
-4,184.80
-109.84
-12,162.52
-2,885.18
-4,660.22
-2,261.79
-4,145.86
-137,116.94

Transaction Adjustments by Level of Service
Bad Debt Payment Reversal
Fire Med Adjustment
W/O Fee Schedule
W/O to collections
Waiver per FD
Total

Ending Balance

ALS 1 E
567.89
-11,639.90
-133,140.67
-4,793.78

ALS 1 NE
160.78
-1,404.35
-76,841.71
-6,798.16

-149,006.46

-84,883.44

-297,234.78
ALS 2
77.00
-161.02
-1,953.47
-355.90
-675.00
-3,068.39

BLS E

BLS NE

SCT

-2,064.63
-44,345.59
-2,509.20
-74.03
-48,993.45

-889.90
-5,361.15
-2,523.20

-2,508.79

-8,774.25

-2,508.79

Total
805.67
-16,159.80
-264,151.38
-16,980.24
-749.03
-297,234.78

980,183.60
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SIUSLAW VALLEY FIRE & RESCUE
ORDINANCE NO. 2019-01
AN ORDINANCE ADOPTING AN INTERGOVERNMENTAL AGREEMENT AND
CREATING A NEW INTERGOVERNMENTAL AGENCY THE “WESTERN LANE FIRE
AND EMS AUTHORITY”
WHEREAS, Siuslaw Valley Fire & Rescue and Western Lane Ambulance District
are both Oregon municipal corporations authorized and operating under ORS Chapter 198
(the Districts); and
WHEREAS, ORS 190.003 to 190.030 allows local governments to enter into
intergovernmental agreements to provide services for the performance of any or all
functions that their officers or agents have authority to perform; and
WHEREAS, the Districts desire to form an intergovernmental agency in accordance
with ORS 190.010 to provide coordinated and efficient fire protection, emergency
response, and ambulance transport services to patrons in their service territories;
IT IS HEREBY ORDAINED as follows:
1.

It is the intent of the Board of Directors of the Siuslaw Valley Fire & Rescue, by this
ordinance, to create an intergovernmental entity by intergovernmental agreement
known as the “Western Lane Fire and EMS Authority.”

2.

The effective date of this Ordinance is October 1, 2019. The effective date of the
intergovernmental agreement shall be on or after the effective date of the Ordinance
and as specifically provided in the Intergovernmental Agreement, which is attached
to this Ordinance as Exhibit A and by this reference is incorporated within this
Ordinance.

3.

The public purpose for which the entity is created is to create one governmental
entity which will effectively serve both Districts’ service areas. In doing so, the
Western Lane Fire and EMS Authority will provide increased efficiency in the
provision of fire and emergency services to both communities. Further it will avoid
duplication of overhead expenses, better utilize equipment and resources, and more
effectively and economically assign and train personnel. The creation of a regional
fire and emergency medical services authority constitutes the next logical step
toward the most efficient and effective provision of services, and allows both Boards
to evaluate the results prior to the final possible step of consolidating or merging the
Districts to create a consolidated regional entity.
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4.

The powers, duties and functions of the Districts and the Western Lane Fire & EMS
Authority are set forth in the agreement attached hereto as Exhibit A.

5.

On or before November 1, 2019, each District directs its administrative officer to file
copies of the adopting ordinances, together with a statement containing the name of
the entity, the parties to the agreement, and the purpose and effective date of the
agreement, with the Secretary of State.

FIRST public hearing: July 17, 2019_
SECOND public hearing:___________________________________
ADOPTED this ____ day of __________________, 2019.

______________________________
President, Board of Directors
ATTEST:

_________________________
Secretary
Ayes:________
Nays:________
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
EXIBIT A
BETWEEN:

Siuslaw Valley Fire & Rescue (District)
an Oregon municipal corporation authorized and operating
under ORS Chapter 478
(Siuslaw Valley Fire & Rescue);

AND:

Western Lane Ambulance District,
an Oregon municipal corporation authorized and operating
under ORS Chapter 440
(Western Lane Ambulance District).
RECITALS

A. ORS 190.003-190.130 allows local governments to enter into intergovernmental agreements to

provide Services for the performance of any or all functions that its officers or agencies, have
authority to perform, including but not limited to the creation of a joint, consolidated
department or agency, jointly providing for administrative officers, resource sharing, or the
establishment of an intergovernmental entity;
B. Siuslaw Valley Fire & Rescue and Western Lane Ambulance District (collectively, the

Contracting Parties) desire to work towards the creation of an coordinated and integrated
Fire and EMS response authority and acknowledge that local fire districts and local
governments can greatly increase the efficiency and the effectiveness of the provision of
Services by providing regional solutions and thereby avoiding the duplication of overhead,
better utilization of equipment, and more effective assignment of personnel, including the
opportunity to enhance training and provide specialized Services. It is determined that this is
especially true for the provision of fire, ambulance and emergency response Services within
the territories protected by the Contracting Parties.
Through the combination of resources, substantial economies and increases in effectiveness
can be achieved. The creation of a regional Fire and Emergency Medical Services “Fire &
EMS Authority" constitutes the next logical step toward the most efficient and effective
provision of Services and allows an evaluation of the results prior to the consideration of
consolidating other functions.

C. The Contracting Parties are authorized and empowered to supply fire protection and

emergency response services and/or ambulance transport services within their respective
jurisdictions by any available means, and to provide all necessary property, equipment, and
personnel incident thereto.
D. The establishment of a regional Fire & EMS Authority by the Contracting Parties in Lane

County, Oregon will serve a proper public purpose and will promote the health, safety,
prosperity, security, and general welfare of the inhabitants and the taxpayers of the
Contracting Parties, Lane County, and the State of Oregon.
E. It is the Contracting Parties' intent that after establishing the Fire & EMS Authority, the

specific powers granted to the Authority, while generally and broadly set forth in this
Agreement, shall only be exercised as they are specified (or limited) in this Agreement or
any authorized Addenda. Addenda must comply with this Agreement, as well as further
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explain or specify the details regarding the Services provided by the authority or persons or
property transferred to the Authority. Addenda shall be adopted by signed resolutions from
both Contracting Parties. The foundational powers of the Fire & EMS Authority and its
Board are set out within this Agreement.
AGREEMENT
In consideration of the mutual covenants, agreements, and promises set forth herein, the adequacy of
which is hereby acknowledged, the Contracting Parties agree as follows:
1.

Establishment of Western Lane Fire & EMS Authority

Pursuant to ORS 190.010, there is hereby created the "Western Lane Fire & EMS Authority"
(Authority) as a separate legal entity of the State of Oregon, existing separate and distinct from the
Contracting Parties. The Authority shall have all the duties, privileges, immunities, rights,
liabilities, and obligations of an Oregon intergovernmental entity as further provided or limited by
this Agreement and any Addenda and as provided or limited in ORS 190.010.
2.

Effective Date and Term.

This Agreement shall become effective on October 1, 2019 or at a later date mutually agreed upon by
the Contracting Parties, as long as it has been signed by the Contracting Parties and as long as the
Contracting Parties have each passed an Ordinance in accordance with ORS 190.085. The term of this
Agreement shall be perpetual and shall extend until terminated as provided in this Agreement.
3.

Purposes of the Authority.

The purposes of the Authority are: to review the operations of fire protection, emergency response
services, and ambulance transportation in the territory of the Contracting Parties; to determine a
regional basis for providing such services, and to provide such services as further authorized or limited
by this Agreement and any addenda (“Services”). The Authority may provide any Services which the
Contracting Parties are authorized to provide, subject to the terms and limitations established in this
Agreement and any addenda. Such Services may be provided by the Contracting Parties individually
or collectively or by the Authority directly, depending upon the terms of this Agreement.
4.

Governance.
a.

Governing Body. The governing body of the Authority shall be a Board of Directors
(Authority Board) comprised of a total of four (4) directors: two representatives from each of
the two Boards of Directors of the Contracting Parties. Each Contracting Party shall designate
two Board members for appointment to the Authority Board, each of whom shall serve at the
pleasure of their respective Contracting Party Board of Directors. Only duly-elected or
appointed Board of Directors members may serve on the Authority Board. Each Authority
Board member shall serve at the pleasure of the appointing District for a term of one year,
which shall run from July 1 to June 30 of each year.
In order to maintain a quorum and conduct business on the Authority Board, in the event that
any Authority Board member is unable to attend any meeting of the Authority Board, an
alternative pro-tem Authority Board member may be appointed by the Board President for the
same Contracting Party as the absent Authority Board member.

b. Policies. Consistent with this Agreement, the Authority Board shall adopt policies which

designate the duties and responsibilities of the Authority Board President, Board members,
establish officers or governance rules and policies as it deems necessary, and which
designate a business location within the boundaries of the combined territory of the
Contracting Parties.
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c.

Vote. Each Authority Board member shall have one vote on matters before the Authority
Board. All matters must be decided by majority vote of the Authority Board members. Three
affirmative votes are required for approval of any proposal.

d. Quorum. A quorum of the Authority Board shall be three members, which must include at

least one Authority Board member from each Contracting Party.
e.

Dispute Resolution. If the Authority Board is unable to resolve an issue by majority vote of
its members, the unresolved issue shall be referred to a joint meeting of the Boards of
Directors for the Contracting Parties, who shall endeavor to resolve the issue.

f.

Administration, Policies, and Personnel. Each Contracting Party shall designate an
administrative employee to be the primary contact for Authority business and communicate
the designation to the other Contracting Party. Unless otherwise agreed to by the
Contracting parties the Fire & EMS Chief will serve in this role. Either Contracting Party
may change its designee from time to time after first giving notice of the change to the
other Contracting Party. The duties of these designees shall include the maintenance of
close working relations with private and public organizations which contract with the
Authority. All Authority personnel shall be subject to Authority policies, procedures and
rules. All Contracting Party personnel shall remain subject to the policies, procedures and
rules of their respective Contracting Party. No joint employment relationship is
established, intended, or inferred by this Agreement. Any personnel who are transferred
from a Contracting Party to the Authority must be included on an Addenda as further
specified in Section 6(b) below. Any transfer of public employees to the Authority and any
subsequent transfer of such employees back to their original employer upon of this Agreement
termination (and the winding up of the authority’s business) shall be done in accordance with
ORS 236.605-640.

5. Authority Powers; “Phased In” Addenda Approach
The Contracting Parties intend to grant comprehensive powers to the Authority, as described
below. However, to ensure an effective transition, the Contracting Parties wish to limit such
powers at the outset of the Authority’s existence. For this reason, they may wish to have a
phased-in approach to the Authority’s exercise of power by specifying which powers may be
exercised (and how and when) in an attached Addenda. The Addenda shall specifically note
which Authority powers are limited, including how and when such powers may be exercised.
The Contracting Parties hereby delegate to the Authority the power, duty, and responsibility to
maintain, operate, manage, and control all fire and rescue and EMS activities, equipment,
resources, and all property of the Contracting Parties, including without limitation, the operation
and management of all fire and ambulance stations, land, buildings, and firefighting equipment, to
employ or manage the necessary personnel, and to do any and all other things necessary or
desirable to provide continued efficient and economical Services to all persons and property
within the combined territories of the Contracting Parties (the combined territories of the
Contracting Parties is referred to herein as the Authority's “Service Area”), as may be further
described or limited within this Agreement and any addenda.
The Authority shall have, and may exercise, all powers and functions as vested in statutory rural fire
protection districts, per ORS Chapter 478, and Health Districts, per ORS Chapter 440 except as
specifically limited in this Agreement and any addenda.
These powers include, but are not limited to, the following:
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a.

To make and enter into contracts, including contracts with the Contracting Parties, for goods,
Services, and related items. However, if such contracts obligate the Authority to spend
$10,000 or more, the Authority Board and/or the Authority Fire & EMS Chief must first
obtain the written approval of both Contracting Parties.

b.

To employ all necessary management and administrative personnel as further directed
and approved by the Contracting Parties and, subject to the duties listed in Section 6
below.

c.

To acquire, construct, manage, maintain, or operate any buildings, works, improvements, or
other facilities, subject to the duties listed in Section 6 below.

d.

To acquire, hold or dispose of real or personal property, subject to the duties listed in
Section 6 below.

e.

To sue and be sued in its own name.

f.

To incur debts, liabilities, or obligations subject to applicable law, provided that no debt,
liability, or obligation shall constitute a debt, liability, or obligation of any of the Contracting
Parties without express written approval by each Contracting Party’s Board.

g.

To apply for, accept, receive and disperse grants, loans, and other aid from any governmental
entity or political subdivision thereof.

h.

To invest any unexpended funds that are not required for the immediate operation of the
Authority, as the Authority determines is advisable, in accordance with the laws of the
State of Oregon.

i.

To administer and enforce the Fire Code in effect within the respective territorial limits of the
Contracting Parties if they are currently allowed or required by law to provide such service.

j.

To carry out and enforce all provisions of this Agreement.

k.

To engage the Services for legal counsel, accounting, and such other persons for the purpose
of providing professional, technical, or consulting Services as may be necessary for the
purposes of the Authority.

l.

Enter into agreements with the Contracting Parties to provide additional or specific Services,
as shall be further described in addenda to this Agreement.

6. Duties and “Phased In” Addenda Approach
The duties of the Authority shall include, but are not limited to, the following:
a.

Service Levels: To maintain Services in the Authority's Service Area at levels not less
than those existing in each of the Contracting Parties' respective jurisdictions at the time
of the execution of this Agreement. At the outset, the Contracting Parties shall each be
responsible for supplying the Services to their own Service Area which they currently
supply; however, through the signed adoption of an Addenda, they may decide to
transition the responsibility to provide such Services to the Authority under this
Agreement.

b.

Employment and List of Employees: The Authority, through its delegated supervisory
employees or designated Board members, may hire and shall set the terms of employment,
inclusive of training and proficiency standards, for all Authority employees, including
volunteers. The Authority shall hire, manage, train, discipline and/or terminate such
employees and/or volunteers as it may deem necessary for the efficient performance of the
Authority's functions and responsibilities and in compliance with budgetary restrictions.
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The Authority shall keep a current list of all Authority employees hired by or transferred
to the Authority, designating which employees belong to the Authority. See Exhibit _1_
for a list of employees who will be transferred to the Authority subject to ORS 236.605.640 upon the effective date of this Agreement (or at a later date determined by the
Contracting Parties. This addenda may be amended by a joint resolution of the
Contracting Parties.
c.

Disciplinary Process: In addition to general personnel policies, the Authority shall establish
and maintain an employee disciplinary procedure so as to afford Authority employees and
volunteers mechanism to review and comment on disciplinary or other adverse job actions.

d.

Fees and Charges: The Authority may set and collect fees and charge for Services rendered
for Authority Services related to out-of-district or transportation corridor responses, as well as
fees for other Authority Services, subject to applicable Oregon law.

e.

Grants: The Authority shall regularly investigate and pursue public and private grants and
other financial aid that may be available to fund or defray the cost of the Authority's
operations.

f.

Fire & EMS Chief: The Authority shall appoint a Fire & EMS Chief to oversee the operation
of the Authority. The appointment of the Fire & EMS Chief will be determined through an
agreement between the Authority and the Contracting Parties, which shall be added as
Addendum 1 to this Agreement and may be adopted by a joint resolution of the Contracting
Parties. The Chief or Chief's designee shall be responsible for the following duties and
obligations, in addition to any duties as provided in the Authority Fire & EMS Chief’s job
description, which is attached hereto as Exhibit _2_:
1.

Provide for the planning, design and construction of any buildings, additions, or
improvements to the facilities owned by the Authority, subject to the approval of the
Authority Board.

2.

To approve and execute any contract for capital costs, costs of special Services,
equipment, materials, supplies, maintenance or repair that involves any expenditures by
the Authority subject to the limitations set forth by the Authority Board from time to
time.

3.

To supervise all Authority personnel or volunteers, subject to the personnel rules
established and adopted by the Authority.

4.

To expend Authority-budgeted funds and enter into contracts on behalf for Authority for
the immediate preservation of public health, safety and welfare, provided that the amount
of funds involved does not exceed any limitations set by the Authority Board from time to
time.

5.

To dispose of any personal property of the Authority subject to the limitations set by the
Authority Board from time to time, and applicable law.

6.

To prepare and submit to Authority Board and each Contracting Party's Board of Directors
an annual operating budget for the following fiscal year in accordance with applicable law,
the budget schedules of the Contracting Parties, and the provisions herein.

7.

To prepare for Board adoption and administer general operating guidelines and
policies, as deemed appropriate.

8.

To provide for the placement, staging and assignment of equipment and personnel.
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9.

To perform such other duties as directed by the Authority Board and report to the
Authority Board at such times and on such matters as the Authority Board may direct.

10. To provide Services in the capacity of Fire & EMS Chief for the Authority for the

supervision of each of the above items on behalf of each Contracting Party.
7.

Meetings.

Meetings of the Authority Board shall be on the same date and time every month (or on a different
date to be determined by the Authority Board) as scheduled for joint SVFR and WLAD board
meetings and shall comply with the Oregon Public Meetings Law. Minutes and notices of all
meetings shall be sent to each Contracting Party the Friday before the scheduled meeting and at
least four (4) working days in advance.
8.

Budget.

Each year subsequent to the first, the Authority shall submit a proposed budget on or before May 1
to each Contracting Party, setting forth anticipated expenses and revenues necessary to fund the
Authority for the succeeding year. The proposed budget shall specify the amount of money, and the
method of calculation and apportionment, sought from each Contracting Party to fund the
Authority's operations. This proposed budget shall comply with Oregon Local Government Budget
Law. Upon the Contracting Parties’ and Authority Board’s approval of the proposed Authority
budget, the Authority shall be responsible, through its designated agents, to expend and review the
revenues and operate within the approved budget as allowed by Oregon law.
The Authority will provide cost accounting and payroll Services. All expenditures and Services
provided by the Authority, including payments to or from the Contracting Parties, shall be
budgeted and accounted for through the Authority budget. Monies within the Authority funds can
be used only for Authority purposes and expenditures are subject to the approval of the Authority
Board. Authority Services may be provided by intergovernmental agreement with either
Contracting Party or as otherwise provided by law.
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9.

Initial Services and Costs; Cost Sharing for Authority Expenses

The Authority shall be responsible for all budgeted costs of providing the authorized Authority
Services. Such costs shall be based upon consistent application of generally accepted
governmental accounting principles. The specific Services provided by the Authority may be
modified from time to time by subsequent agreement, a joint resolution adopted by both
Contracting Parties and attached hereto as an addendum, or by the Authority Board.
Initially, such Services shall include:





Administration and oversight of the Authority, including the hiring of a chief executive
officer to serve as Fire & EMS Chief for the Authority.
Office management and administration, including the hiring of an Office Manager who
shall be charged with payroll, budgeting, human resources, Board secretary duties, and
financial oversight matters.
Management of the day to day activities within each Contracting Party, including the
hiring of an EMS Operations Chief for WLAD and a Fire Operations Chief for SVFR.
Other Services as may be agreed upon by the Contracting Parties from time to time which
are adopted by resolution and added to this Agreement by Addenda.

Such costs shall include, by way of illustration and not limitation, the following:
a.

All Authority personnel costs for all employees transferred to the Authority by the Contracting
Parties or hired by the Authority (and listed on Exhibit 1, per Section 6 b), including all direct
and indirect costs and contributions to pension funds and other employee benefits.

b. Authority administrative office costs.
c.

Any Authority vehicle fuel, tires and maintenance and repair, any Authority vehicles shall
be listed in an Addenda.

d. Authority Training costs.
e.

Authority dues and subscriptions.

f.

Authority Equipment lease payments and other Authority obligations incurred for jointlyowned or Authority-owned equipment.

g.

Debts lawfully incurred by the Authority.

h. Protective clothing for Authority employees and volunteers.
i.

Authority insurance.

j.

Authority legal, administrative, accounting, travel, food and conference expense.

k. Any Authority computers and administrative office equipment, which shall be listed in an

Addenda.

When the Authority prepares its budget proposed for the Contracting Parties, it shall also prepare
a cost-sharing proposal. Such cost-sharing proposals may be adopted by a joint resolution of the
Contracting Parties and, if so, shall be attached hereto as an Addendum.
The Contracting Parties agree that, during the first year of the Authority’s existence, WLAD shall
pay fifty one percent (51%) of the Authority’s costs and SVFR shall pay forty nine percent (49%).
After the first year of the Agreement, this cost sharing percentage may be amended by adopting a
new Cost Sharing Agreement by joint resolution of the Contracting Parties and attaching it hereto
as an addenda.
10. Indemnification.
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To the extent limited by the tort claim limitations in the Oregon Tort Claims Act and the Oregon
Constitution:
a.

Each Contracting Party shall indemnify and hold harmless the Authority and the other
Contracting Party, its officers, employees and agents from and against any and all claims,
actions, liabilities, costs (including costs of defense and attorney fees at trial or on appeal),
arising out of or related to Services provided under this Agreement, including any dulyapproved attachments or addenda to this Agreement. In the event any such action or claim
is brought against one Contracting Party which is the sole responsibility of the other
Contracting Party, the Contracting Party responsible shall, upon tender, defend the same at
is sole cost and expense, promptly satisfy any judgment adverse to other, and reimburse
the other for any loss, cost, damage or expense (including attorney fees at trial or on
appeal) suffered or incurred by the other.

b. The Authority shall defend, indemnify and hold harmless each Contracting Party, its

officers, employees and agents, from and against any and all claims, actions, liabilities,
costs (including costs of defense and attorney fees at trial or on appeal), arising out of or
related to the Authority's Services provided under this Agreement.
c.

Notwithstanding the Sections 10(a) and (b), neither the Authority nor the Contracting Parties
shall be required to indemnify, defend, or hold harmless each other for the non-indemnifying
party’s malfeasance, willful or criminal misconduct.

d. The indemnification provisions in this section shall survive the termination of this Agreement.

11. Miscellaneous.
a. Inspection of Records. Except for privileged or highly confidential records, any Contracting
Party may inspect the records of the Authority or the other Contracting Party relating to this
Agreement., including those not subject to disclosure under the Oregon Public Records Law,
provided, however, the Contracting Party inspecting the records preserves the nondisclosure
nature of the record.
b. Notice. Any notice required by this Agreement shall be deemed given when personally

delivered or when deposited in the United Sates mail, postage fully prepaid, Certified and
return receipt requested, addressed to all Contracting Parties as follows:
Siuslaw Valley Fire & Rescue:

President, Board of Directors
Siuslaw Valley Fire & Rescue
2625 Hwy 101
Florence, OR 97439

Western Lane Ambulance District:

President, Board of Directors
Western Lane Ambulance District
2625 Hwy 101
Florence, OR 97439

Each Contracting Party may change its designated address by giving written notice to the
other.
c.

Audit. The financial records of the Authority shall be audited. The cost of such audits, to be
conducted annually, shall be borne by the Authority.

12. Equipment and Facilities; Winding Up Duties Upon Termination.
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At such time as the Contracting Parties deem appropriate, and by an authorized addendum to this
Agreement, equipment and facilities may be transferred to the Authority. If transferred, the equipment
or facilities shall be transferred to the Authority as follows:
a.

Conveyance of Interest. The Contracting Parties shall clearly convey any real property
interests and properly record such conveyances according to the applicable law.

b. Capital Account. The Authority shall keep current a list of all real and personal property,

including facilities and equipment, which has been transferred to the Authority or in which
the Authority has any ownership interest. This list will be referred to as the Capital
Account. The Capital Account shall indicate which entity owns the property, any
percentages of any joint ownership, the value of the property (including the value of any
improvements or modifications), and the original owner of the property and shall be
attached hereto as an Addendum.
c.

Responsibility for Assets. The Authority shall be solely responsible for maintaining,
repairing, and insuring all equipment and facilities transferred by the Contracting Parties
or purchased by the Authority and listed in the Capital Account. All Authority policies of
insurance regarding such property shall serve as primary insurance, and shall name the
Contracting Parties as additional or co-insureds and loss payees. Under no circumstances
will the Authority release, convey, dispose of or encumber any interest in any real
property, including leasehold interests, without the prior written consent of the
Contracting Party which contributed such property to the Authority. If property of a
Contracting Party, not previously conveyed to the Authority, is sold or traded-in by the
Authority, the value of such equipment shall be considered an additional capital
contribution by such Contracting Party.

d. New Equipment and Facilities. During the term of this Agreement, the Contracting Parties

acknowledge that equipment and facilities transferred to the Authority may be modernized or
replaced by the Authority. Unless otherwise agreed to by each Contracting Party, new
equipment or facilities purchased, or obtained to replace existing equipment or facilities, shall
be titled in the name of the Authority. The addition and deletion of equipment and or facilities
maintained and used by the Authority shall be promptly reflected on the schedule of
equipment and facilities maintained by the Authority, but shall have no effect upon the capital
account of the contributing Party.
d. Distribution upon Termination or Withdrawal. Upon termination of this Agreement, all
equipment and facilities titled in the Contracting Party's name and not transferred to the
Authority, shall be returned to the Contracting Party in a condition comparable to that
which it was originally provided to the Authority, normal wear and tear excepted, and
subject to modifications which have been approved by the Authority. In addition, upon the
withdrawal of a Contracting Party from this Agreement, all equipment and facilities from
the withdrawing Contracting Party and titled in the withdrawing Contracting Party's name,
shall be returned to such Contracting Party in a condition comparable to that which it was
originally provided to the Authority, normal wear and tear excepted, and subject to
modifications which have been approved by the Authority.
With respect to all other assets of the Authority, in the event of a termination of this
Agreement or the withdrawal from this Agreement by a Contracting Party, the Authority
and the Contracting Parties agree to cooperate in a good faith and in a timely manner to
transfer assets listed in the Authority’s Capital Account so that the Contracting Parties can
continue to provide adequate fire protection and rescue services to their respective
territories without a lapse or significant reduction in the provisions of such Services and in
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a manner which reflects an equitable return of the Contracting Parties' capital
contributions. Distributions of property in-kind shall be valued at the fair market value of
the property being distributed at the time of the distribution. All such distributions shall be
completed no later than the last day the Authority is authorized to provide Services for the
Contracting Party.
In the event equipment or facilities cannot be equitably distributed to the Contracting
Parties, and unless otherwise agreed, the property shall be sold with the proceeds allocated
to the Contracting Parties pursuant to the value and ownership, as indicated in the Capital
Account. After attempted mediation of disputes to resolve disagreements as to distribution
or valuation of Authority assets, the Contracting Parties may agree to arbitration in
accordance with ORS 36.600 through 36.740.
13. Principal place of Business.

The offices, principal place of business, and administrative headquarters of the Authority shall be
located at the Siuslaw Valley Fire & Rescue; 2625 Hwy 101; Florence, OR 97439. The Authority
Board may change the principal place of business at a properly noticed public meeting. The Authority
Board will appoint a registered agent for the Authority. Unless otherwise agreed to by the
Contracting parties the Fire & EMS Chief will serve in this role.
14. Severability.

In the event that any of the terms, covenants, or conditions of this Agreement or their application
shall be held invalid as to any person, corporation or circumstance by any court having competent
jurisdiction, the remainder of this Agreement shall not be affected thereby. If any provisions of
this Agreement shall be determined to be unconstitutional, invalid or unenforceable, such
determination shall not affect or impair the validity or enforceability of any other provision, and
the Contracting Parties agree to renegotiate the invalid or unenforceable provision so as to cure
such defect, if possible, and have it reflect and serve as closely as possible the original intent and
purpose of same unless to do so would render the Agreement inequitable.
15.

Mediation.

In the event of dispute between any of the Contracting Parties which arises out of or relates to this
Agreement, the operation of the Authority, the dissolution of the Authority, the winding up of the
Authority's affairs, or the rights and duties of any of the Contracting Parties, including but not
limited to dispute regarding the establishment or modification of budgets and budget requests, the
Contracting Parties agree to first proceed in good faith to submit the dispute to mediation. The
parties will jointly appoint an acceptable mediator and the Authority will pay the reasonable costs
of such mediation, including the mediator's fees. If the parties cannot agree upon a mediator,
either party may request that any person then sitting as presiding judge of the Lane County Circuit
Court appoint a mediator.
16.

Termination; Winding Up

This Agreement may be terminated at any time by mutual written agreement of the Contracting
Parties. This Agreement may also be terminated by a Contracting Party upon eighteen (18) months’
prior written notice to the other Contracting Party. Upon termination, the Parties agree to follow all
“wind up” duties and responsibilities provided for in this Agreement, including but not limited to the
obligations regarding the transfer of public employees to the Authority and any subsequent transfer of
such employees back to their original employer upon termination of this Agreement, in compliance
with ORS 236.605-.640.
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Executed by approval of the Boards of Directors, this ____ day of ______________, 2019.
Siuslaw Valley Fire & Rescue (District):
Board of Directors

Western Lane Ambulance District
Board of Directors

_____________________________

______________________________

SVFR Board President

WLAD Board President

_____________________________
SVFR Secretary/Treasurer

______________________________
WLAD Secretary/Treasurer
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EXHIBIT -1
WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
LIST OF EMPLOYEES TO BE TRANSFERRED TO
WESTERN LANE FIRE & EMS AUTHORITY EFFECTIVE OCTOBER 1, 2019
Name

Title

Original Employer

Michael R Schick

Fire & EMS Chief

Siuslaw Valley Fire & Rescue

James Dickerson

Fire Ops Chief

Siuslaw Valley Fire & Rescue

Matt House

EMS Ops Chief

Western Lane Ambulance District

Dina McClure

Office Manager

Siuslaw Valley Fire & Rescue

Holly Lais

Administrative Assistant

Western Lane Ambulance District

Mary Dimon

Administrative Assistant

Siuslaw Valley Fire & Rescue

Lara Lindemann

Administrative Assistant

Siuslaw Valley Fire & Rescue

Lori Severance

CST Coordinator

Siuslaw Valley Fire & Rescue

Dixie Beach

CST Volunteer

Siuslaw Valley Fire & Rescue

Shannon Curry

CST Volunteer

Siuslaw Valley Fire & Rescue

Bianca Deris

CST Volunteer

Siuslaw Valley Fire & Rescue

Ed Lovell

CST Volunteer

Siuslaw Valley Fire & Rescue
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
EXHIBIT 2
JOB DESCRIPTIONS
Fire & EMS Chief
Fire Operations Chief
EMS Operations Chief
Office Manager
Administrative Assistant
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: FIRE & EMS CHIEF

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
PRIMARY PURPOSE
Functions as the Chief Executive Officer and Budget Officer of the Western Lane Fire & EMS
Authority (WLFEA) and is responsible for the overall administration of the Authority, and
through that agency overall administration of Siuslaw Valley Fire & Rescue (SVFR) and the
Western Lane Ambulance District (WLAD). May also provide Executive Officer and/or Budget
Officer services or administrative services for other districts or emergency response
organizations, as directed by the Board of Directors. Responsible for budgeting, planning,
coordination, and implementation of all policies established by the Board of Directors;
coordinates the operation of the District with other local fire protection and EMS agencies and
other governmental agencies; performs other duties and tasks as directed by the Board of
Directors.
Ensures operational readiness for response to fire, rescue, and medical
emergencies; may function as a Duty Officer and take command at emergency scenes.
SUPERVISION RECEIVED
This position reports to and receives policy direction from the WLFEA Board of Directors. The
SVFR and WLAD Board of Directors are jointly responsible for taking any employment actions
regarding this position.
SUPERVISION EXCERSISED
Exercises direct or indirect supervision of all WLFEA, SVFR, and WLAD department staff and
volunteers and any other staff as designated by the WLFEA Board.
ESSENTIAL FUNCTIONS/MAJOR RESPONSIBLITIES
The essential functions of the Fire & EMS Chief of WLFEA include, but are not limited to, the
below duties and responsibilities that are listed in no particular order of importance or
significance. The Fire & EMS Chief may also be required to provide similar duties to other fire
agencies or emergency response agencies, as directed by the WLFEA Board:
1.

Chief Administrative Officer in charge of oversight of all WLFEA, SVFR and WLAD
operations: Fiscal, Human Resources, Fire Prevention/Public Education, Fire
Suppression, Training, and Emergency Medical Services. Responsible for the
development and presentation of short and long-range planning for continued stable
operations of the Districts.

2.

Analyzes emergency service problems, develops plans and techniques to provide
exceptional service to the Districts. Ensures the operational readiness of the
Districts, including personnel, apparatus, and equipment readiness. Develops and

Adopted TBD
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manages a comprehensive and reliable volunteer firefighter/EMS/support personnel
response program, which may include resident volunteers, shift volunteers, and
community/respond-from-home volunteers.
3.

Coordinates with local, state, and regional emergency service and allied agencies.
Recommends to the Board of Directors and upon approval, maintains effective
automatic aid and mutual aid agreements with allied agencies. Maintains effective
working relationships with allied agencies and community partners.

4.

Develops, interprets, and directs the implementation of Standard Operating
Procedures, Policies, Directives, Protocols, and Department Rules and Regulations
as adopted by the Board of Directors. Reviews policies and procedures on a regular
basis to ensure that they remain relevant, legal and consistent with Fire and EMS
best practices. Coordinates with the District’s Medical Director in reviewing and
implementing protocols and a Quality Assurance program. Ensures that personnel
maintain required levels of continuing education and certifications.

5.

Responsible for developing short- and long-range District goals and capital
improvement or replacement schedules. Develops and maintains a ‘Standard of
Cover’. Evaluates and provides analysis of various District services and community
needs relating to fire protection, fire prevention and emergency medical services.

6.

Serves as the Budget Officer and/or Investment Officer for the Districts in planning,
developing, and projecting District budgets. Administers the budgets in a manner
which brings value to the District[s] and in compliance with applicable laws and
Board[s] policy and direction. Projects and communicates at least monthly: budget
status and any obstacles/shortfalls with regard to the budget and makes
recommendations to the Board of Directors.

7.

Identifies potential grant and alternative funding opportunities; makes application
for grants or alternative funding opportunities that meet the needs of the Districts.

8.

Acts as the communications link and maintains information and statistics as directed
by the Board of Directors and prepares reports as required. Ensures that Board of
Directors and Committee meeting agendas and related documents are prepared and
distributed on a timely basis. Attends Board of Directors meetings and workshops.

9.

Represents the Districts interests and acts as the public relations representative for
the Districts to the general public, political subdivisions, and civic and private groups
and agencies. Acts as the Public Information Officer providing information relating
to incidents or other District news for the media and other organizations.

10.

Ability to perform those physical requirements necessary for essential functions
including, but not limited to, regular sitting, standing, and general mobility;
Possesses
excellent
communication,
including
internal
and
external
communications.

11.

Identifies operational and administrative needs; organizes projects and programs,
delegates work assignments and responsibilities. Directs and manages tasks. Uses
District software to prepare correspondence, reports and spreadsheets.

12.

Ensures that required records and reports are created and submitted to appropriate
agencies as required. Ensures the maintenance of files and records relating to the
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function of the District. Responsible for ensuring required records retention and
appropriate responses to Public Records requests.
13.

Performs all aspects of this position with minimal instruction; frequently utilizes
personal judgement. Refines existing work methods, develops new techniques,
concepts or programs within established limits including District policies and all
State/Federal/County guidelines, rules, and statutes. Maintains effective and
harmonious working relationships with personnel and agencies within and external
to our organization.

14.

Performs human resource duties including the hiring, disciplining, promoting, or
termination of all staff, including career or volunteer for WLFEA, SVFR and WLAD,
within the policies adopted by the Board of Directors and Collective Bargaining
Agreements for each agency. Administers performance reviews and administers
wage and benefits packages as adopted by the Board of Directors and within the
adopted budget. Participates in labor negotiations.

15.

Plans, directs, and reviews activities of personnel performing fire & life safety inspections,
prevention activities, and public education. Oversees the enforcement of applicable fire
codes and ordinances. Ensures coordination with the State Fire Marshal, City and County
Planning and Building Officials other agencies in the enforcement of applicable prevention
and life-safety laws and codes. Coordinates with Emergency Management agencies and
organizations and serves as District representative with such agencies. Responsible for
the District’s Emergency Operations Plans.

16.

Oversees the revisions, development, of SVFR fire codes and ordinances.

17.

Ensures, directs, conducts, or assists in the investigation of fires when necessary to
determine cause, origin, and circumstances relating to the cause of such fires. Ensures
cooperation with other agencies assisting in fire cause investigations.

18.

Oversees the preparation of specifications for emergency apparatus and equipment.

19.

Serves as the representative for WLEOG. Participates as a District
representative in local, county, regional and state meetings and planning
groups relating to fire, life safety, and EMS issues.

20.

Directs firefighting and supervises subordinate officers in the development and
operations of fire training, fire prevention programs, disaster planning, and
administrative procedures. Responds to emergency incidents as required to either
directly deliver services or assume command or other ICS position as needed;
supervises the use of personnel and equipment.

21.

Tracks and monitors Federal/State/County/Regional activities that may impact
District policy, procedures or programs.

22.

Ensure the District’s compliance with Federal and State OSHA rules and
regulations.

23.

Coordinates with Emergency Management agencies and organizations and serves as
District representative with such agencies. Responsible for the District’s Emergency
Operations Plans.

24.

Attends conferences, specialized schools, seminars and other functions as necessary to
keep abreast of new developments in subjects relating to the operation and functions of
the Fire and Ambulance Districts.
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25.

In his /her absence delegates authority to the appropriate operational entity to
ensure a clear chain of command is maintained.

26.

Performs other duties and functions as the Board of Directors may require or
direct.

27.

Knowledge of principles, practices, and procedures of managing an ambulance
service, as well as an extensive understanding of Federal, State, and County
regulatory ordinances.

28.

Direct and operate and ambulance service with well trained and certified
personnel.

NOTE: The intent of this listing of ‘typical’ essential functions is to describe the principal
functions of the job. The description shall not, however, be construed as a complete listing
of all miscellaneous, incidental, or substantially similar duties which may be assigned
during normal operations.
MINIMUM QUALIFICATIONS
1.

Bachelors degree in Fire Science, Emergency Medical Services, Business or Public
Administration, or related field and/or satisfactory equivalency from a nationally or
regionally accredited college or university; supplemented with Upper Division
coursework in Fiscal and Personnel Management

2.

Minimum of 10-years of progressive structural Fire Service experience including 3
years of management experience at or above that of Battalion Chief or comparable
rank in a Fire or EMS or related emergency service field. Minimum of 5-years of
full-time paid Fire or EMS service experience.

3.

NFPA, Oregon, or IFSAC Firefighter 2; HazMat Operations, and Fire Officer 1 or
equivalent.

4.

Completion of ICS 100, 200, 300, 400, 700 courses.

5.

Valid Oregon Driver’s License [or ability to obtain within 30-days of employment]
and insurable by the Authority insurance carrier.

6.

Ability to communicate in English, both orally and in writing; as well as to effectively
perform public speaking.

7.

Thorough knowledge of fire prevention codes and practices, public education,
fireground operations, fire cause investigations, emergency medical services,
human resources, labor law and negotiations, budget preparation and management,
open meeting laws, community relations, apparatus maintenance, firefighter and
EMS safety, training programs, and recruitment and retention of volunteers.

8.

Display a high level of leadership, communication, and motivational skills.

9.

After a conditional offer of employment, successfully pass a District background
check and medical physical. Must be bondable and insurable through the District’s
insurance agent for fiscal responsibilities.

Adopted TBD

4

53

10.

The Fire & EMS Chief is required to reside within the geographic boundaries of the
Siuslaw Valley Fire District within 6-months of appointment and shall remain so
during the tenure as Fire & EMS Chief.

11.

Any combination of training, education and experience that demonstrates the
equivalent requirements may be considered at the discretion of the District.

PREFERRED QUALIFICATIONS
1.

Bachelor’s or Master’s in Public Administration (or fire or medical related field) from
a nationally or regionally accredited college or university.

2.

NFPA, Oregon, or IFSAC Fire Officer 2, 3, or 4 certification or equivalent.

3.

NFPA, Oregon, or IFSAC HazMat Incident Commander certification or equivalent.

4.

Graduate of the National Fire Academy Executive Fire Officer Program.

5.

Oregon and/or National Certified EMT or Paramedic.

6.

Knowledge of principles, practices, and procedures of managing an Ambulance
Service Area, as well as extensive knowledge of Federal, State, and County
regulatory ordinances. Management experience with an ambulance transport
agency.

WORK ENVIRONMENT
Regular work hours are eight-hour days, five days a week; however, evening and weekend
meetings are common. Occasionally required to maintain unpaid ‘on-call’ status while offduty. Travel is primarily local or regional during the business day, although some out-of-area
travel and overnight may be expected. Work activities vary widely and include office and
administrative work, response to alarms, attendance at meetings; presenting information to
groups or conducting training sessions, daily driving of passenger vehicles or fire and rescue
apparatus. Response to alarms may occur at any time. The employee may be exposed to
wet or humid conditions, fumes, smoke, toxic or caustic chemicals, extreme cold or extreme
heat and vibration. The individual may be exposed to blood or other potentially infectious
materials during the course of duties. The person in this position must be able wear and
utilize various types of respirators, including Self-Contained Breathing Apparatus.
PHYSICAL DEMANDS
The physical demands here are representative of those that must be met by an employee
able to perform the essential functions of the job.
While performing duties of this job, the employee is frequently required to sit; talk; hear;
stand; walk; use hands and fingers to feel, handle or operate objects, tools or controls; reach
with hands and arms. The employee is occasionally required to climb, balance, stoop, kneel,
crouch, crawl, taste and smell. The employee may occasionally work from heights such as
roofs or ladders.
The employee must be able to frequently lift or move up to 25 pounds and occasionally lift or
move up to 130 pounds. Specific vision abilities required by this job include close vision,
distance vision, peripheral vision, depth perception, and the ability to adjust focus.
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The employee needs to be able to drive vehicles, including fire and rescue apparatus in all
types of weather, and under normal and emergency response conditions.

SUCCESSFUL TRAITS
The District’s Board of Directors desire an applicant who possesses the knowledge and
experience of the modern practices, principles and procedures of operating Fire and EMS
Districts with only general direction given by the Board. They must possess the political and
personal skills necessary to guide the Board, Authority, and Districts through the development
and execution of a comprehensive Strategic Plan. The desirable candidate must possess a
strong understanding and experience with budgeting practices, Human Resources, and
Labor/Management relations.
This position operates independently with minimal office support and must have computer
skills to navigate word processing, data basing, and basic spreadsheet software.
Performance of functions has significant financial, reputational, and operational impact upon
the District that requires the incumbent to use a high degree of judgment and tact in the
execution of the essential functions. Requires some travel, both inside and outside the
District, as he or she represents the District in community, political, and other EMS related
activities. Involves limited exposure to hazards and extreme conditions but may require such
exposure in the event of major disaster operations supervision or routine involvement in
emergency operations at the command level. May involve periodic working under a high
degree of stress and may require the periodic working of long hours in the performance of
essential functions.
The Fire & EMS Chief is responsible for all operations and activities of the Authority and
Districts and any other organization with whom the District has agreed to provide
administrative services. Involves a high degree of regular contact with others, both inside and
outside of both organizations as he or she works independently on a wide variety of complex
duties and responsibilities, with only general direction given by the Board of Directors.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:
10/1/2019

DIVISION TITLE: ADMINISTRATIVE
POLICIES – JOB DESCRIPTIONS

REVISION DATE:

SECTION TITLE: FIRE Operations Chief

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY:
Under the direction of the Fire & EMS Chief, with minimal supervision, directs, manages,
supervises, and coordinates the activities and operations of Siuslaw Valley Fire and Rescue
(SVFR) 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 & EMS Chief. The Fire Operations Chief is responsible for ensuring that all daily
operational functions and activities are performed in a legal and efficient manner to provide
maximum contribution to and support of the fulfillment of WLFEA’s and SVFR’s mission
EXAMPLES OF 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
SVFR 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 SVFR career staff; assigns
work activities, projects and programs; reviews and evaluates work products, methods
and procedures; meets with staff to identify and resolve problems, assists staff with
career development plans.
• Participates in the selection and evaluation of SVFR 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 SVFR’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 SVFR’s training programs for
firefighting, emergency medical services and other emergency response services and
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•
•
•
•
•
•
•
•

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 & EMS Chief.
Serves as the liaison for assigned agency 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.
In the absence of the Fire & EMS Chief assumes operational and administrative
authority of SVFR.

MINIMUM QUALIFICATIONS
EDUCATION AND EXPERIENCE: The successful candidate will typically have 5 years of
increasingly responsible EMS experience with a proven record of personnel
supervision/command. The ideal qualifications consist of a combination of education and
experience commensurate with the responsibilities of the position and should include three
years of recent ALS transport experience. A Bachelor’s Degree in fire science, healthcare, or
a closely related field, from an accredited institution, is highly desirable. WLFEA reserves the
right, in its sole discretion, to determine whether the combination of education and
experience are commensurate with the requirements of the position.
LICENSE/CERTIFICATE AND ADDITIONAL REQUIREMENTS:
• Firefighter 2 (IFSAC or equivalent).
• Hazardous Materials Operations (IFSAC or equivalent)
• EMT-Basic (State of Oregon).
• Fire Officer 2 (IFSAC or equivalent).
• Driver Operator (IFSAC or equivalent)
• Emergency Vehicle Incident Prevention (or equivalent*) certification.
• Possess and maintain a valid Oregon Drivers’ License
• Obtain and maintain ICS-400, IS-700 and IS-800 certifications.
• Pass a job-based physical agility test.
• Pass a comprehensive background investigation.
• Pass a medical examination for employment, including drug and alcohol screening.
• Must sign a non-tobacco use agreement.
• Must reside within the service area for SVFR
• Knowledge of the geography of WLFEA or the ability to obtain and retain such
knowledge within the first six months of appointment.
* WLFEA reserves the right, in its sole discretion, to determine whether or not an alternate
certification is equivalent. All Certifications and Licenses required for this job must be kept
current as a condition of continued employment. The District can elect to waive certain
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requirements if the candidate is currently employed and has satisfied said requirements
through the course of employment.
KNOWLEDGE, SKILLS & ABILITIES: 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 a 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.
THE IDEAL CANDIDATE WILL:
•
•
•
•
•

Be a dynamic leader, teacher, mentor and Fire innovator who is approachable, open,
and experienced at developing relationships in a team environment.
Have demonstrated the ability to exercise sound judgment and decision making both in
an emergency response environment and in administrative and management situations.
Be an excellent communicator and be able to express himself/herself clearly and
concisely, both orally and in writing.
Represent WLFEA and SVFR and make effective presentations in public situations,
including Administrative Board and community events.
Be a seasoned Fire supervisor experienced at command of all types of emergencies.
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Possess a solid understanding of the Incident Command System and be capable of
managing complex multi-unit and multi-agency emergency incidents. Be able to quickly
analyze complex emergency situations and take appropriate actions.
Have experience as a manager/supervisor over a shift, ambulances, stations or crews.
Have demonstrated experience handling citizen inquiries and complaints; the ability to
perform effective public relations functions; can effectively resolve disputes, issues and
disciplinary matters.
Be proficient in the use of PCs and laptop computers and programs such as MS Outlook,
Word, and Excel.
Be willing to carry a pager/radio and/or cell phone at all times while on duty and when
off duty.
Recognizes the importance to serve as a call back paramedic occasionally.
Have experience working in or with volunteer systems.
Have outdoor technical rescue training and experience.

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.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. While performing the duties of this job, the employee is frequently
required to sit, talk, walk, hear, stand, lift, drive a motor vehicle, use hands to finger, hand,
feel, or operate objects, tools, devices, or controls; reach with hands and arms.
The position requires full range of motion, including handling and lifting patients on gurney.
Routinely requires lifting and carrying of 50 to 100 pounds repetitively during a day,
including pushing and pulling of a gurney at 32 to 36 inch height with a 200 plus pound
patient and one person to assist. Requires kneeling, balancing, stooping, standing, walking,
climbing (including ascending and descending stairs), occasionally while
pushing/pulling/controlling a litter or seat/lift with same 200 plus pound patient, depth
perception, eye/hand coordination, and finger dexterity.
Requires sustained crouching or sitting with forward flexion of low back. Involves reaching
for and lifting objects over 10 pounds and then carrying for a distance. Requires occasional
lifting over 100 pounds. Requires hearing and oral communication abilities in order to use
phones or two-way radios to communicate.
WORK ENVIRONMENT: The work characteristics described here are representative of
those an employee encounters while performing the essential functions of this position.
•

The Employee will work primarily in an administrative capacity but will be expected
to serve as a response paramedic to ensure emergency response service levels are
maintained.

The statements and requirements in this document are intended to describe the general
nature and level of work performed by individuals assigned to this position. They are not
intended to be construed as an exhaustive list of all responsibilities, duties, and skills
required of the position. This document in no way constitutes a contract of employment.
WLFEA reserves the right to modify position descriptions, polices, operational directives,
or any other procedural documents at any time, for any reason, without prior notice.
HEALTH HAZARDS: Exposure to blood and body fluids and airborne hazards – standards
and precautions are available and mandated. Working near or around hazardous materials
or environments – standards and precautions are available and mandated. Exposure to
various environmental conditions. Driving emergency vehicles. Working near or around
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hostile situations and occasionally unknowingly entering hostile environments – standards
and precautions to reduce risks are available and mandated.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: EMS Operations Chief

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief, with minimal supervision,
oversees all aspects of daily operations for Western Lane Ambulance District (WLAD). The
EMS Operations Chief is responsible for coordinating the day-to-day scheduling of
personnel, daily emergency and non-emergency operations, special event planning and
response. The EMS Operations Chief acts as the primary coordinator of interagency relations
for operational issues and programs. He or she is assigned to an administrative position
with backup emergency response duties as an operational lead paramedic on an ALS
transport ambulance. The EMS Operations Chief is responsible for ensuring that all daily
operational functions and activities are performed in a legal and efficient manner to provide
maximum contribution to and support of the fulfillment of WLFEA’s and WLAD’s mission.
EXAMPLES OF DUTIES:
• Be able to perform morning shift briefings each duty day (briefing of roster, schedule,
equipment issues, events, etc.) and continuously monitor radio traffic and resolve issues
throughout the day.
• Be able to initiate requests for mutual aid and for personnel call-back when necessary.
• Evaluate work performance of subordinates and provide feedback for professional
growth and/or direction for corrective action where appropriate.
• Interpret administrative policy to subordinate personnel; suggest needed policy
changes.
• Provide input to agency policy, planning and objectives, as well as participate in short
and long-range agency planning. Effectively share information with other team
members to improve effectiveness of planning.
• Plan, evaluate, assign, and coordinate multiple tasks and projects for assigned
responsibility.
• Assist in the development and manage assigned budget and expenditures, as well as
approve or recommend budget and expenditures.
• Handle personnel problems and discipline as necessary, requested, and/or required.
• Attend or delegate the responsibility to attend assigned meetings necessary to ensuring
the mission of the District is served.
• In the absence of the Fire & EMS Chief assumes operational and administrative
authority of WLAD.
MINIMUM QUALIFICATIONS
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EDUCATION AND EXPERIENCE: The successful candidate will typically have 5 years of
increasingly responsible EMS experience with a proven record of personnel
supervision/command. The ideal qualifications consist of a combination of education and
experience commensurate with the responsibilities of the position and should include three
years of recent ALS transport experience. A Bachelor’s Degree in fire science, healthcare, or
a closely related field, from an accredited institution, is highly desirable. WLFEA reserves the
right, in its sole discretion, to determine whether the combination of education and
experience are commensurate with the requirements of the position.
LICENSE/CERTIFICATE AND ADDITIONAL REQUIREMENTS:
• NEMT-P certified Paramedic.
• ACLS (or equivalent*) certification.
• PALS (or equivalent*) certification.
• PHTLS (or equivalent*) certification.
• BLS HCP (or equivalent*) certification.
• Hazardous Materials Operations (or equivalent*) certification.
• Emergency Vehicle Incident Prevention (or equivalent*) certification.
• Possess and maintain a valid Oregon Drivers’ License
• Obtain and maintain ICS-400, IS-700 and IS-800 certifications.
• Pass a job-based physical agility test.
• Pass a comprehensive background investigation.
• Pass a medical examination for employment, including drug and alcohol screening.
• Must sign a non-tobacco use agreement.
• Must reside within the service area for WLAD
• Knowledge of the geography of WLAD or the ability to obtain and retain such knowledge
within the first six months of appointment.
* WLAD reserves the right, in its sole discretion, to determine whether or not an alternate
certification is equivalent. All Certifications and Licenses required for this job must be kept
current as a condition of continued employment. The District can elect to waive certain
requirements if the candidate is currently employed and has satisfied said requirements
through the course of employment.
KNOWLEDGE, SKILLS & ABILITIES: Thorough knowledge of emergency medical
conditions, techniques and procedures; good social skills and general intelligence; good
powers of observation; ability to operate all equipment needed to serve as a WLAD
paramedic; ability to perform calmly and efficiently in crisis situations; ability to maintain
records, and prepare reports using a computer; ability to demonstrate operational and
technical expertise in advanced life support, basic life support, critical care transport, special
events, and incident command systems; ability to understand and follow oral and written
instructions; ability to understand written laws and apply them to specific situations;
physical strength adequate to lift unconscious patients; ability to operate assigned vehicle
during routine and emergency driving conditions; willingness to work nights, weekends,
holidays, and assigned shifts; willingness to work with volunteer first response agencies;
willingness to participate and assist in training activities; willingness to maintain vehicles,
equipment and station in good condition; willingness to maintain physical condition
commensurate with the demands of the position.
THE IDEAL CANDIDATE WILL:
•
•

Be a dynamic leader, teacher, mentor and EMS innovator who is approachable, open,
and experienced at developing relationships in a team environment.
Have demonstrated the ability to exercise sound judgment and decision making both in
an emergency response environment and in administrative and management situations.
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Be an excellent communicator and be able to express himself/herself clearly and
concisely, both orally and in writing.
Represent WLFEA and WLAD and make effective presentations in public situations,
including Administrative Board and community events.
Be a seasoned EMS supervisor experienced at command of all types of emergencies.
Possess a solid understanding of the Incident Command System and be capable of
managing complex multi-unit and multi-agency emergency incidents. Be able to quickly
analyze complex emergency situations and take appropriate actions.
Have experience as a manager/supervisor over a shift, ambulances, stations or crews.
Have demonstrated experience handling citizen inquiries and complaints; the ability to
perform effective public relations functions; can effectively resolve disputes, issues and
disciplinary matters.
Be proficient in the use of PCs and laptop computers and programs such as MS Outlook,
Word, and Excel.
Be willing to carry a pager/radio and/or cell phone at all times while on duty and when
off duty.
Recognizes the importance to serve as a call back paramedic occasionally.
Have experience working in or with volunteer systems.
Have outdoor technical rescue training and experience.

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.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. While performing the duties of this job, the employee is frequently
required to sit, talk, walk, hear, stand, lift, drive a motor vehicle, use hands to finger, hand,
feel, or operate objects, tools, devices, or controls; reach with hands and arms.
The position requires full range of motion, including handling and lifting patients on gurney.
Routinely requires lifting and carrying of 50 to 100 pounds repetitively during a day,
including pushing and pulling of a gurney at 32 to 36 inch height with a 200 plus pound
patient and one person to assist. Requires kneeling, balancing, stooping, standing, walking,
climbing (including ascending and descending stairs), occasionally while
pushing/pulling/controlling a litter or seat/lift with same 200 plus pound patient, depth
perception, eye/hand coordination, and finger dexterity.
Requires sustained crouching or sitting with forward flexion of low back. Involves reaching
for and lifting objects over 10 pounds and then carrying for a distance. Requires occasional
lifting over 100 pounds. Requires hearing and oral communication abilities in order to use
phones or two-way radios to communicate.
WORK ENVIRONMENT: The work characteristics described here are representative of
those an employee encounters while performing the essential functions of this position.
•

The Employee will work primarily in an administrative capacity but will be expected
to serve as a response paramedic to ensure emergency response service levels are
maintained.

The statements and requirements in this document are intended to describe the general
nature and level of work performed by individuals assigned to this position. They are not
intended to be construed as an exhaustive list of all responsibilities, duties, and skills
required of the position. This document in no way constitutes a contract of employment.
WLFEA reserves the right to modify position descriptions, polices, operational directives,
or any other procedural documents at any time, for any reason, without prior notice.
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HEALTH HAZARDS: Exposure to blood and body fluids and airborne hazards – standards
and precautions are available and mandated. Working near or around hazardous materials
or environments – standards and precautions are available and mandated. Exposure to
various environmental conditions. Driving emergency vehicles. Working near or around
hostile situations and occasionally unknowingly entering hostile environments – standards
and precautions to reduce risks are available and mandated.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: OFFICE MANAGER

REVIEWED DATE:

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief, with minimal supervision,
oversees all aspects of finance, human resources, and general administrative support for
Western Lane Fire & EMS Authority (WLFEA), Siuslaw Valley Fire and Rescue (SVFR), and
Western Lane Ambulance District (WLAD). The Office Manager supervises all administrative
staff in accordance with Authority policy and procedures.
EXAMPLES OF DUTIES:
Financials:
• Oversees daily accounts payable/accounts receivable transactions.
• Prepares annual budgets in compliance with Oregon Budget Law and files all budget
documents with the counties. Coordinates budget committee members.
• Works with auditors to perform annual audits and closing journal entries.
• Prepares monthly financial reports for management and board meetings.
• Oversees bank deposits, bank transfers, and bank statement reconciliations.
• Prepares end of year 1099’s.
Human Resources:
• Oversees the in-processing of new hire employees, discipline documentation when
needed, and maintains employee files in electronic format.
• Enrolls employees in health/dental/life insurance, deferred comp (VALIC & VOYA),
HRA VEBA, Pacific Source, AFLAC and PERS programs.
• Oversee monthly payroll and payroll deductions (medical insurance,
union/association dues, deferred comp, garnishments).
• Prepares reports for insurance team to renew health insurance and workers comp
annually.
• Assist in processing workers comp claims.
Administration:
• Oversees that public meeting notice is given according to Public Meeting Law and
assists in preparing board meeting agendas.
• Provides support for new board members (binders, email, iPads).
• Prepares monthly Admin Report and Resolutions (as needed) for board meetings.
• Updates policies and procedures as needed.
• Attend weekly manager and staff meetings.
• Works with insurance team on annual property/casualty insurance renewals.
• Works with management team to update Admin IGA and Strategic Plans as needed.
• Ensures front desk staff is providing customer service in person and on the phone.
IT:
•

Maintains inventory of all computers, iPads, and laptops.
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•
•
•
•

Works with IT service provider in maintaining anti-virus, cloud backup, internet,
software and emails subscriptions.
Coordinates all IT repairs, network issues, and upgrades to equipment with IT
service provider.
Coordinates email addresses and logins for all staff and board members.
Updates district web sites with administration notices and documents.

MINIMUM QUALIFICATIONS
EDUCATION and/or EXPERIENCE: Two years of Undergraduate work required. Four-year
degree in Business, Account or Finance from a regionally or nationally accredited university
highly desired. Four years similar work experience desired.
KNOWLEDGE, SKILLS & ABILITIES: To perform the job successfully, an individual should
demonstrate the following:
•
•
•
•

•
•
•
•
•
•
•
•
•

Designs and implements improved work flows and procedures.
Develops project plans; coordinates projects; communicates changes and progress;
completes projects on time and budget.
Responds promptly to customer needs; responds to requests for service and
assistance.
Ability to communicate effectively in English in oral and written form. Ability to read,
analyze, and interpret common financial and technical journals, financial reports,
policies, and procedural and legal documents. Speaks clearly and persuasively in
positive or negative situations; Demonstrates group presentation skills.
Balances team and individual responsibilities. Maintains a positive attitude under
stressful conditions.
As a lead to employees and volunteers, delegates work assignments; sets
expectations and monitors delegated activities.
Looks for ways to implement a “continual improvement strategy”.
Works within approved budget.
Follows policies and procedures; completes administrative tasks correctly and on
time.
Plans, organizes and prioritizes work.
Observes, and ensures subordinates observe, safety and security procedures;
determines appropriate action beyond guidelines; reports potentially unsafe
conditions; uses, and ensures subordinates use, equipment and materials properly.
Manages competing demands.
Ability to operate a personal computer. Knowledge of current software applications
related to the functions and operations of a finance department. Detail knowledge of
word processing, spreadsheet, and database software. Ability to navigate and utilize
the Internet.

PHYSICAL DEMANDS & WORK ENVIRONMENT: The physical demands and work
environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Employee may be required
to lift up to 25lbs to perform the job duties.
Requirements: Candidate must sign a contract with the Authority agreeing to be a nontobacco user. Candidate must have a current Oregon Driver's License and be insurable by
the Fire District. Candidate must agree to and pass a District drug test.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

EFFECTIVE DATE:
10/1/2019
DIVISION TITLE: ADMINISTRATIVE POLICIES – JOB REVISION DATE:
DESCRIPTIONS
OPERATIONS AND PROCEDURES MANUAL

SECTION TITLE: FULL and PART TIME
ADMINISTRATIVE ASSISTANT

REVIEWED DATE:

Classification: Non-Exempt Hourly, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief and the immediate supervision
of the Office Manager, provides administrative support in preparing financials, human
resources, and general administration for Western Lane Fire & EMS Authority (WLFEA),
Siuslaw Valley Fire and Rescue (SVFR), or Western Lane Ambulance District (WLAD). The
duties listed within this job description may be shared among full time and part time
administrative assistants.
EXAMPLES OF DUTIES:
Administration:
• Provides receptionist duties at the front desk and switchboard, opens and distributes
daily mail, issues burn permits/address signs.
• Performs Recording Secretary duties: posts public meeting notices, assists in
preparing board meeting agendas, minutes, and packets.
• Provides support to district staff including correspondence, reports, monthly
newsletters; arranges group functions, meetings and meals when needed.
• Updates Authority and District web sites and media with notices and other
documents.
• Purchases office supplies.
• Coordinates IT repairs with IT Service Provider.
• Prepares the input of data, deposits, and mailings for the annual LifeMed program.
• May perform Administrative Assistant duties for Western Lane Emergency Operations
Group (WLEOG), including preparation of minutes and packets.
• Updates policy manuals and TeamRescue.
Financials:
• Enters daily accounts payable, accounts receivable and credit card transactions.
• Assists Office Manager in preparation of annual budgets and audits.
• Enters transactions into financial software and prepares weekly bank deposits.
• Assists with monthly bank statement and credit card reconciliations.
Human Resources:
• Assists in the onboarding of new hire employees.
• Maintains personnel, medical and training files.
• Enrolls employees in health/dental/life insurance, deferred comp (VALIC & VOYA),
HRA VEBA, Pacific Source, AFLAC programs.
• Receive Fire Logs from Dispatch, input Target Solutions/Incident/Drill reports.
• Prepare monthly payroll, coordinate payroll deductions (medical insurance,
union/association dues, deferred comp, garnishments).
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•
•
•

Enters PERS for eligible employees following payroll.
Assist Recruit/Retention with auxiliary, volunteers, and update workers comp.
Assist employees with changes in their personal or payroll status, programs, and
other needs.

MINIMUM QUALIFICATIONS
EDUCATION and/or EXPERIENCE: Minimum of a High School Diploma. Associates degree
or higher is desirable. Any combination of work experience and education which provides the
required level of knowledge and abilities may be considered.
KNOWLEDGE, SKILLS & ABILITIES: To perform the job successfully, an individual should
demonstrate the following:
• Responds promptly to customer needs, requests for service and assistance.
• Ability to communicate effectively in English in oral and written form. Speaks clearly
and persuasively in positive or negative situations.
• Maintains a positive attitude under stressful conditions. Ability to perform work for a
number of individuals and handle interruptions and adjustments to priorities
throughout the day.
• Follows Authority and District policies and procedures.
• Ability to maintain strict confidentiality.
• Plans, organizes and prioritizes work. Completes administrative tasks correctly and on
time.
• Have sound knowledge and ability in business correspondence, the ability to
proofread grammar, spelling, and punctuation with a high degree of accuracy.
• Have broad knowledge of office equipment related to the functions and operations of
an administration office.
• Ability to operate a personal computer and knowledge of word processing,
spreadsheet, and database software. Ability to navigate and utilize the Internet.
PHYSICAL DEMANDS & WORK ENVIRONMENT: The physical demands and work
environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Employee may be required
to lift up to 25lbs to perform the job duties.
Requirements: Candidate must sign a contract with the Authority agreeing to be a nontobacco user. Candidate must have or obtain an Oregon Driver's License and be insurable
by the Authority. Candidate must agree to and pass a background check and a drug test.
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
ADDENDA 1
Western Lane Fire & EMS Authority appoints the SVFR Fire & EMS Chief to oversee the operation of
the Authority and to assume the duties as specified in the Fire & EMS Chief Job Description and this
IGA.
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WESTERN LANE FIRE & EMS AUTHORITY
List of policies to be adopted by WLFEA Board of Directors
1.1 Maintenance/Distribution of Manuals
1.3 Policy on Fees for Obtaining Public Records
1.4 Public Contracting Rules – Selection of Persons to Perform Personal Service Contracts
1.5 Personnel Records and Retention
1.6 Cell Phone Stipend
1.7 Holidays Observed
1.9 Military Leave
1.10 Administrative Leave
1.11 Compensation Time
1.12 Flextime Policy
1.13 Progressive Discipline
1.14 Exit Interviews
1.15 Use of SDAO’s Pre-Loss Program
1.16 Career Personnel – Organizational Structure
1.17 Career Personnel
1.18 Attendance Policy
1.20 Alcohol, Controlled Substances, Legal Recreational Drugs
1.21 Educational Incentive
1.22 Payroll, Scheduling, and Overtime Practices
1.23 Procedure for Reporting Related Injuries
1.24 Non-Discrimination and Harassment
1.25 Vacation
1.26 Jury Duty
1.28 Social Media Policy
1.29 Use of Data-Mobile Devices
1.45 Uniform Standards
1.46 Grooming Standards
1.48 Authority Logo
1.50 Meritorious Awards and Citations
1.51 Code of Conduct
1.52 Conflict Resolution
1.53 Employee Dating
1.55 Fiscal Policy
1.56 Purchasing Policy
1.57 Public Procurement Policy
2.1 Functionality, Officers, Meetings
2.2 Adoption, Amendment and Repeal of Policies and other Regulations
2.6 Director Gifts and Authority Issued Apparel and Equipment
2.8 Oregon Ethics Laws
2.9 Whistle Blower Protection
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1.1WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.1

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- ADMINISTRATIVE POLICIES

REVISION DATE:

SECTION TITLE: MAINTENANCE/DISTRIBUTION OF MANUALS

REVIEWED DATE:

COMPILATION OF POLICY MANUALS
The Fire & EMS Chief shall compile all of the policies and procedures adopted by the Board into a District
“Policy and Procedures Manual”. The Fire & EMS 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 new employee orientation. 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 Authority’s main
Administrative office during regular business hours.

71

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.3

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PUBLIC RECORDS

REVISION DATE:

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), Western Lane Fire & EMS
Authority adopts this policy for recovering costs of obtaining or reviewing public records.
This policy applies only to records of Western Lane Fire & EMS Authority 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 Authority 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 Authority office during normal working hours,
mailed to the Authority at 2625 Highway 101 North, Florence, OR 97439 or e-mailed to the Authority at
Dina@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 Authority shall inform the individual requesting the records
when the requested records will be available for review and/or copying.
The Authority’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.
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•

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 Authority 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 billed
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 Authority, and the estimated fee must be deposited with the Authority
before Authority 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 Authority personnel are unable to locate the requested records,
or the Authority 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 Authority may furnish records without charge or at a substantially reduced fee if the Authority
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 Authority’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 Authority’s attorney, the requester will be billed for the actual
cost to the Authority of the time spent by the Authority’s attorney to review, redact and segregate the
records. The Authority will not charge a requester for time spent by the Authority’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 Authority will provide a
written cost estimate to the requester and will not proceed/respond to the request until the Authority
receives confirmation that the requester wants the Authority to respond to the request.
At no time will original records or photographs of the Authority be removed from the Authority files or
from the place of regular record retention. Original Authority records and/or photographs shall not be
reviewed unless Authority personnel are available to oversee that review. The charge for Authority
personnel time for monitoring will be at a rate of $5.00/quarter hour, with a minimum charge of one
quarter hour.
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Western Lane Fire & EMS Authority
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.
(Name or description of record)

2.
(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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Western Lane Fire & EMS Authority
2625 Highway 101 North Florence, OR 97439-9702
(541) 997-3212

To:
Date:
In accordance with ORS 192.440(2), this is to acknowledge the Western Lane Fire & EMS Authority’s
receipt on
of your request for the following record(s):
1.

2.

Having reviewed your request, we are able to inform you that:
Copies of all requested public records for which the Authority does not claim an exemption from
disclosure under ORS 192.410 to 192.505 are enclosed.
The Authority does not possess or is not the custodian of the requested records.
The Authority is uncertain whether we possess the requested record(s). We will search for the record(s0
and make the appropriate response as soon as practicable.
The Authority is the custodian of at least some of the requested pubic records. We estimate that it will
require
before the public records may be inspected or copies of the records will be
provided.
We estimate that the fee for making the records available is $
a condition of receiving the records.

, which you must pay as

The Authority is the custodian of at least some of the requested public records. We will provide an
estimate of the time and fees for disclosure of the public records within a reasonable time.
State or Federal law,
whether the requested record(s) exist.

, prohibits the Authority form acknowledging

The Authority is unable to acknowledge whether the requested record(s) exist because that
acknowledgement would result in the loss of federal benefits or other sanction pursuant to
.
The Authority cannot discern from your request what records you are requesting. Please clarify your
request with additional detailed information identifying the records requested.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.4

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Western Lane Fire & EMS Authority 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 & EMS
Chief to select three (3) qualified applicants for the personal service contract at issue. At the Fire & EMS
Chief’s discretion, the Authority may solicit applications for the personal service contract by
advertisement.
•

The Fire & EMS 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.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.5

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PERSONNEL RECORDS AND RETENTION

REVIEWED DATE:

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 Office Manager. 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
& EMS 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.
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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 Authority may examine an employee's personnel
record. This policy and procedure applies to all Authority 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 Authority. 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 Authority
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 Office Manager 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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.6

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATION – PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CELL PHONE STIPEND

REVIEWED DATE:

PURPOSE
To establish policy and guidelines for the provision of a wireless communications stipend to employees
who have documented an official business need for a communications device and continue to meet this
need under the Eligibility Requirements section of this policy.
SCOPE
This policy applies to all staff, and administrators who, as a part of their official employment, have a
constant and recurring need for using a wireless communications device. The wireless communication
stipend is intended to reimburse the employee for the business use of the device. The stipend is not
intended to fund the cost of the device nor pay for the entire monthly bill. The assumption is that most
employees also use their wireless communication devices for personal calls.
OBJECTIVE
To assist the Authority in achieving maximum productivity by an employee using a wireless
communication device and complying with IRS Regulations. (IR-2011-93) The Authority will reimburse
the employee for the costs associated with business use related to the wireless communication device
owned by the employee.
DEFINITIONS
Wireless Communication Device. A device that transmits and receives voice, data, and/or text without
being physically connected to the Authority network. This definition includes but is not limited to such
devices as cellular telephones, wireless internet services, wireless data devices, and cellular
telephone/two-way devices.
Wireless Communications Stipend. The wireless communications stipend does not constitute an increase
in base pay, nor will it be included in the calculation of percentage increases to base pay.

POLICY
Eligibility Requirements
To qualify for the wireless communication stipend, the employee must have an Authority business
need, defined and approved by the Officer Manager, that includes one or more of the following:
•

The duties of the position may lead to potentially dangerous scenarios and situations with no
other acceptable or reliable means of alternative communications.
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•

The duties of the position require that the employee work regularly in the field, away from land
line communication and needs to be immediately accessible.

•

The duties of the position are such that immediate emergency response is critical (executive,
police, or emergency responder) or the employee is responsible for critical infrastructure or
operational support and needs to be immediately accessible at all times.

•

The duties of the position require a significant amount of travel during regular work hours or
outside normal hours but related to official Authority business and access to information
technology systems, which in the judgment of the Authority, render the employee more
productive and/or the service the employee provides more effective.

•

The duties of the position require response and decision making to life-threatening or public
safety issues and situations.

•

The duties of the position make it necessary that the employee be accessible to communicate
with senior management at any time.

•

The Fire & EMS Chief of the Authority deems it necessary to ensure the flow of information and
critical support of the Authority’s mission.

Responsibilities of Employees Receiving Stipend
When a wireless communication stipend has been approved and provided to an employee for the
conduct of official business, the employee must comply with the following:

•

The employee will provide the phone number to the Office Manager or department head/chair
within five days of activation and will be available for calls (in possession of the wireless
communication device and have it turned on) as allowed/prescribed by the applicable CBA.

•

The employee will provide a copy of their current statement at the time they begin the stipend
and annually thereafter on July 1st of each fiscal year.

•

In most cases, the employee may select any wireless carrier whose service meets the
requirements of the job responsibilities as determined by the Fire & EMS Chief or Office
Manager.

•

The employee must inform their supervisor immediately when the eligibility criteria are no
longer met or within 5 working days if the wireless service has been cancelled.

•

Management may periodically request that the employee provide a copy of the first page of the
phone bill to verify that he/she has an active wireless phone plan. Management may also
periodically request documentation of substantial business use. At minimum, documentation is
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required when initially applying for the stipend and annually when the stipend is renewed. The
Wireless Communications Stipend Status form will be used for the yearly review and reauthorization, or cancellation of allowance.
•

The employee is responsible for all charges on his/her personal wireless plan, including early
termination fees. If the employee leaves the position, he/she continues to be responsible for the
contractual obligations of his/her wireless plan.

•

The employee is personally responsible for complying with international, federal, state, and
municipal laws regarding the use of wireless phones and other communication devices while
driving. Under no circumstances will the Authority be liable for non-compliance.

•

The employee should use discretion in relaying confidential business-related information over
any wireless devices since wireless transmissions are not secure.

•

The employee does not need to maintain a log for business and personal phone calls if receiving
a wireless stipend.

•

The employee agrees to keep their phone password protected to ensure access to sensitive
Authority related information is secure in the event the device is lost or stolen.

81

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.7

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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 Authority:
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.

82

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.8

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL PROCEDURES

REVISION DATE:

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. Western Lane Fire & EMS Authority (WLFEA) is committed to following all
laws and treating employees fairly while simultaneously insuring the interests of the Authority 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. While WLFEA is not
a “covered employer” and WLFEA employees are not “covered employees” under the Oregon Family
Leave Act (OFLA) and Family Medical Leave Act, the intent of this voluntarily-adopted policy is to provide
qualifying employees with some of the OFLA/FMLA leave benefits and provide a fair working
environment for our full-time employees. This policy is intended to establish clear expectations for both
the WLFEA management team and the employee to follow in the use and administration of sick leave
for full time employees. This policy may be amended from time to time by the Board.
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
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more than five days, they may use accumulated sick leave up to an additional five days upon the
approval of their supervisor.
•

Employees who have exhausted their sick and nearly exhausted vacation leave benefits may
receive a gift of sick leave or vacation from other Authority employees if they require extended
time off for an illness or injury of themselves or an immediate family member requiring their
care. In such event, the Authority’s only involvement shall be the transfer of an employee’s sick
and/or vacation leave credit in accordance with the employee’s request and add it to the sick
leave balance of another employee. Employees may donate up to 10% of their accrued sick and
vacation leave balance. Only employees who have accumulated more than 350 of combined sick
leave and vacation hours may make a contribution and no employee may contribute more than
60 hours per year to other employees. Employees wanting to donate sick and vacation leave
hours to another employee shall notify the Fire & EMS Chief in writing how many hours they
want to donate and to which employee they want to donate it to. In extreme situations the Fire
& EMS Chief with the permission of the Board of Directors may authorize other assistance to an
employee who is in good standing. These situations will be handled on a case by case basis and
shall not be considered as precedent setting.

•

Employees shall be charged sick leave on an hour by hour basis for each hour of absence.

•

For the purposes of accounting an employee’s OFLA and FMLA time, an employee’s
OFLA//FMLA leave year shall be a calendar year and shall begin on the date the leave form is
signed or, if no form is signed, on the date the OFLA/FMLA leave is taken.

•

The Authority will grant a total of 480 hours of OFLA and FMLA leave for the duration of a
qualifying employee’s entire employment with the Authority. Once 480 hours are exhausted,
the Authority may deny any further OFLA or FMLA leave; however, the employee may be
eligible to use any other accumulated vacation and/or sick leave, comp time, or donated leave,
pursuant to existing Authority policy. OFLA/FMLA leave absences shall run concurrently with
each other and with other types of leave.

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, Office Manager, or Fire & EMS 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.
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SECTION NUMBER: 1.9

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: MILITARY LEAVE

REVIEWED DATE:

Relative Information: The Authority 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 & EMS 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 letter their
supervisor as soon as they are 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 Authority 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.
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•

Upon notification of intent to return to work, the employee must provide military
discharge documentation to their 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.
Policy Statement: It is the Policy of the Board of Directors to ensure the Authority follows all
state and federal military leave laws.

86

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.10

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: ADMINISTRATIVE LEAVE

REVIEWED DATE:

Administrative Employees Defined
Administrative employees are defined as the Fire & EMS Chief and Operations 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: COMPENSATION TIME

REVIEWED DATE:

Compensation Time (Comp Time)
The Authority 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: FLEXTIME POLICY

REVIEWED DATE:

Purpose: The purpose of this policy is to enhance Authority operations with the use of Administrative
Personnel that are not normally eligible for compensation time. The Authority 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 Authority’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 & EMS 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 Authority operations. The standard work week is established by Authority
policy and subject to change by the Fire & EMS Chief.

Policy: It is the policy of the Authority 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 administrative
operations.
Certain Authority events may from time to time require an administrative employee to work on a
weekend or holiday.
The Fire & EMS Chief may, at his/her discretion, permit an administrative employee to utilize flextime
on the next/previous assigned work day.
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SECTION NUMBER: 1.13

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PROGRESSIVE DISCIPLINE

REVIEWED DATE:

Relative Information: To provide a process for corrective action with Authority
employees and volunteers that is fair, consistent, and intended to help them be
successful.
The conduct of Authority members affects the ability of the Authority to serve its citizens and
affects the taxpayer’s impression of the Authority. Member safety, public safety, productivity,
and morale are dependent upon the proper conduct of our members. Occasionally, it is
necessary for supervisors to use corrective action when subordinates fail to respond to
coaching.
The Fire & EMS Chief or designee will use progressive discipline procedures to the extent
appropriate to ensure a fair and consistent process to help the member correct their
behavior. When administered appropriately, discipline typically ends at the coaching because
most members want to be successful. Supervisors engaging in the disciplinary process should
remember that it is their job to use these opportunities to help members succeed and provide
them with the tools needed to fulfill their professional goals and duties.
Policy Statement: It is the policy of the Board of Directors to provide a progressive
discipline process that is fair, consistent, and intended to help members succeed.
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SECTION NUMBER: 1.14

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: EXIT INTERVIEWS

REVIEWED DATE:

INTENT
In an effort to determine why our volunteers leave our Authority and find ways to retain our volunteers,
the Authority is committed to learning more about the needs of our volunteers.
POLICY
All volunteers that separate from the Authority, either voluntarily or through a disciplinary action
process will be asked to participate in an Exit Interview with an Operations 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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

REVIEWED DATE:

PURPOSE
To ensure Western Lane Fire & EMS Authority (WLFEA) follows the recommendations of the Special
Districts Association of Oregon’s (SDAO) liability coverage document.
POLICY
WLFEA 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:

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 Authority with a general outline of
the Authority’s organizational structure.

FULL-TIME CAREER POSITIONS DEFINED
Fire & EMS Chief
Operation Chiefs
Office Manager
Administrative Assistant

PART-TIME POSITIONS DEFINED
Administrative Assistant
Chaplain Program Manager

DEFINITION OF MANAGEMENT TEAM
Fire & EMS Chief
Operations Chief – Fire
Operations Chief – EMS
Fire & EMS Chief
In addition to being responsible for overall Authority operations, this position assumes the following
duties:
• Master Planning
• Budget
• Records
• Interagency and Interdepartmental Communications

Operations Chief – Fire
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
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•
•
•
•

Control and suppress hostile fires
Pre-hospital emergency medical services by supporting WLAD with Basic Life Support trained
personnel
Rescue to include search and rescue, low angle rescue, vehicle extrication, water surface rescue,
supporting technician level specialty rescue teams.
Hazardous material response at the operations level and support to specialized technician level
teams

Operations Chief – EMS
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
•

Pre-hospital emergency medical services with Basic and Advanced Life Support trained
personnel

•
Office Manager
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
•
•
•
•

Customer service
Financial responsibilities such as but not limited to accounts payable, accounts receivable, and
payroll
Human resources
Administrative support
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SECTION NUMBER: 1.17

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Volunteers and the Authority that nothing in these
rules shall be construed to waive or reduce any rights of the Authority, which include, but are not
limited to the following exclusive rights to:
•
•
•
•
•
•
•
•

Determine the mission of the Authority
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 Authority 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

Authority 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
Authority 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 comparable 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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SECTION NUMBER: 1.18

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: ATTENDANCE POLICY

REVIEWED DATE:

PURPOSE
Western Lane Fire & EMS Authority (WLFEA) is a governmental organization funded indirectly by tax
revenue from Siuslaw Valley Fire Rescue and Western Lane Ambulance District. WLFEA provides
important emergency and prevention services to people within our Authority boundaries. 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.
WLFEA 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 Authority. The service they are hired to provide cannot be accomplished when an
employee does not show up for work. WLFEA 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 Authority 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.
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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.
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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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SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: ALCOHOL AND CONTROLLED SUBSTANCES

REVIEWED DATE:

Relative Information: To establish and maintain a drug and alcohol-free workplace in the interest of
public safety, and a safe and productive work environment.
INTRODUCTION
Western Lane Fire & EMS Authority (WLFEA) recognizes drug and alcohol use in the workplace as a
threat to public welfare and safety of District members. Therefore, WLFEA is taking the responsibility to
be proactive as a drug and alcohol free workplace pursuant to the Drug Free Workplace Act of 1988.
The goal of this policy is to prevent drug and alcohol abuse and to rehabilitate members who are using
drugs and alcohol. However, using drugs and alcohol in the workplace is a serious offense and continued
employment may be predicated on disciplinary action, such as a “Last Chance Agreement” which may
include mandatory testing and rehabilitation requirements.
Nothing in this policy is intended to restrict the conduct of an individual while off-duty. However,
whenever a person’s off-duty conduct interferes with the workplace, impairs their mental or physical
faculties while on duty, or negatively affects job performance, the full implications of this policy will be
applied, and disciplinary measures may be taken, up to and including termination.
The use, sale, possession, manufacture, distribution and/or dispensing of any intoxicating liquor,
controlled or illegal substance, or any substance which impairs job performance or poses a hazard to the
safety and welfare of the individual, other individuals, or the public, is strictly prohibited in the
workplace.
DEFINITIONS
A.
"Prescription Medication" is a medication for which an employee has a valid prescription from a
qualified physician.
B.

"Drugs," as used in this policy, are all illegal drugs.

RESPONSIBILITIES
A.
The Fire & EMS Chief or their designee is responsible for working with the workforce to develop
procedures necessary to implement this policy. The Fire & EMS Chief is responsible for enforcing the
conditions of this policy.
B.
All supervisors are responsible for utilizing this policy to maintain a drug and alcohol free
workplace.
Employees and Volunteers must:
A.

Comply with the rules throughout this policy;
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B.
Notify his/her supervisor, before beginning work when taking any prescription medications or
nonprescription medications which may interfere with the safe and effective performance of duties or
operation of District equipment;
C.
If he/she has any question regarding whether the use of a particular prescription medication or
nonprescription medication is allowed by this policy, consult with the supervisor for approval (Note: This
policy is not intended to prohibit the safe and legal use of prescription medications and nonprescription
medications);
D.
Provide, as soon as possible and no later than 48 hours of a request, proof of a valid prescription
for any medication identified by the employee as the cause of his/her behavior. The prescription must
be in the employee's name;
E.

Notify the Authority of any felony Drug arrest or conviction;

F.
Notify the Authority of any Drug arrest or conviction for acts occurring on Authority premises,
while in Authority uniform, or while in Authority vehicles.
No employee or volunteer shall:
A.
Unlawfully manufacture, distribute, dispense, possess or use a controlled substance in the
workplace;
B.

Report for duty under the influence of, or impaired by, alcohol or drugs;

C.
Absent himself/herself from duty or be unfit to fully perform duties for reasons attributable to,
or produced by, indulgence in alcohol, drugs, or excessive or other improper use of prescription
medications;
D.

Bring or cause to be brought onto Authority property any alcohol or drugs;

E.
Use any prescription medications or nonprescription medications which may interfere with the
safe and effective performance of duties or operation of Authority equipment or vehicles, without
notifying his/her supervisor prior to beginning work or operating the equipment or vehicle;
F.
Refuse to respond to questions regarding an employee’s / member’s performance under this
policy;
G.
Refuse to allow a search of all areas and property in which the Authority maintains joint control
with the employee, or full control, including any Authority vehicle.
No employee or volunteer, while on duty or while operating a Authority vehicle or wearing an
Authority uniform, shall:
A.

Have the odor of alcohol or drugs on their breath;

B.

Use alcohol or drugs;

C.
Have the employee’s ability to work impaired as a result of the use of prescription medications,
nonprescription medications, alcohol or drugs;
D.

Possess alcohol or drugs;

E.
Provide, manufacture, deliver, transfer, offer, or sell alcohol or drugs to any other employee or
to any person.
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Prescription medication issues: In the event there is a question regarding an employee's ability to work
safely and effectively while using prescription medications or nonprescription medications, clearance
from a qualified physician will be required. The Authority retains the right to make the final
determination regarding the fitness of an employee to perform work.
All members shall comply with this policy to maintain a Drug and Alcohol free workplace.
The Authority reserves the right to involve law enforcement officials for any conduct which it believes
might be in violation of state or federal law
DRUG OR ALCOHOL TESTING
Pre-Employment Testing: Volunteer and professional applicants for fire or EMS, safety-related or safetysensitive positions covered by this policy may be tested for drug or alcohol use as part of the hiring
process and as part of a contingent offer of employment.
A.
Testing of applicants will occur at the request of the Fire & EMS Chief and with the concurrence
of the Authority’s attorney.
B.
Factors to consider when determining which applicants will be subject to pre-employment drug
testing shall be:
1)
Whether the applicant is required to hold a CDL or works with or operates vehicles or other
machinery.
2)

Whether the applicant’s work is related to public safety.

3)

Whether the applicant works with children.

4)

Whether the applicant works around hazardous areas and/or hazardous materials.

C. A positive result from a drug and/or alcohol test may result in the applicant not being hired where the
applicant's use of drugs and/or alcohol could negatively affect public safety, job duties or essential
functions, or job responsibilities. If a drug test is positive, the applicant must provide as soon as possible
(but no later than within 48 hours of request) a verification of a valid prescription medication identified
in the test. If the prescription medication is not in the applicant's name or the applicant does not
provide acceptable verification, or if the prescription medication is one that is likely to impair the
applicant's ability to perform essential job functions or negatively affect public safety, the applicant may
not be hired.
D. A positive result for an applicant who is presently an Authority employee will be forwarded to his/her
supervisor for investigation in conformance with the Authority’s policy or any applicable collective
bargaining agreement.
Employee Testing: Employees may be tested where a supervisory employee has reasonable suspicion
that the employee is under the influence of alcohol, drugs, or prescription medications while the
employee is on duty or in uniform, responding to an emergency, in any Authority vehicle or in a personal
vehicle while engaged on Authority business, on property owned or leased by the Authority, or on other
Authority worksites.
A. Reasonable suspicion is defined as specific articulable observations by a supervisor concerning the
work performance, appearance, behavior, speech, or noticeable odor of alcoholic beverage of, on, or
about the employee. Any accident or incident involving physical injury to any person or property
damage where human factors contributed to the accident or incident shall also constitute reasonable
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suspicion. Specific articulable observations which constitute reasonable suspicion include, but are not
limited to, the following:
1)
Observable phenomena such as direct observation of drug, prescription medication, or alcohol
use; observation regarding possession of drugs or prescription medications; or observation of the
physical symptoms of being under the influence of a drug or prescription medication;
2)

An observable pattern of abnormal conduct or erratic behavior;

3)
Arrest or conviction for a drug or alcohol-related offense, or the identification of an employee as
the focus of a criminal investigation into illegal drug possession, use, or trafficking;
4)
Information regarding the employee’s drug or alcohol use provided by a reliable and credible
source and independently corroborated;
5)

Evidence that the employee has tampered with a previous drug test.

B. Employees may be tested pursuant to the terms of any agreement between an employee (or the
employee's Union representative, if any), and the Authority which is designed to address the employee's
substance abuse and work behavior problems. (Example: a Last Chance Agreement which suspends
disciplinary proceedings pending successful completion of a program.)
C. Testing of employees will occur at the request of the Fire & EMS Chief and upon the concurrence of
the Authority’s attorney.
D. An employee may have a union representative (if any) or other representative during discussions
regarding testing for use of alcohol, drugs, or during the testing procedure.
TESTING PROCEDURE
All drug and alcohol testing will be performed only after notice to the Authority’s attorney and in
accordance with a laboratory or laboratories selected by the Authority and certified by the State for
drug and alcohol testing.
A.
The laboratory or laboratories shall retain a sample for retesting for a minimum of six (6)
months.
B.
The employee will be placed on paid administrative leave until the test results are received and
a determination is made regarding the appropriateness of the reasonable suspicion determination.
SEARCHES
A.
The Authority reserves the right to search, without employee consent, all areas and property in
which the District or any of its employees or agents maintain joint or full control. All Authority vehicles,
equipment, offices, desks, and lockers are subject to search. Searches which are undertaken specifically
to investigate violations of this policy shall be conducted in the presence of the employee, if practical. If
the employee is not available, or if the employee so requests, a reasonable time will be allowed for the
employee or a representative to be present before a search is made.
B.
For areas neither jointly controlled or fully controlled by the Authority, the Fire & EMS Chief
shall first ask the employee/volunteer to consent to a search of the area where the Fire & EMS Chief
believes there is evidence of a violation of this policy.
C.

No Authority personnel shall physically search employees.
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EMPLOYEE ASSISTANCE PROGRAM
Any employee or volunteer who voluntarily requests assistance in dealing with a personal alcohol
and/or drug problem may do so through the Employee’s Assistance Program without jeopardizing her or
his employment or volunteer status, as long as this assistance is sought before work performance has
deteriorated or disciplinary problems have begun.
REPORTS OF CONVICTION
No later than five (5) days after any conviction for the violation of a criminal drug statute, the convicted
employee or volunteer shall report the conviction and the facts and circumstances surrounding it in
writing to the Fire & EMS Chief.
DISCIPLINARY ACTION
Any employee or volunteer who is found to be in violation of this policy, or refuses to submit to testing
as required, or refuses to cooperate in an investigation or attempts to subvert the testing process may
be subject to disciplinary action up to and including termination. Disciplinary processes for represented
employees shall be carried out in accordance with the applicable collective bargaining agreement.
Disciplinary processes for non-represented employees shall be carried out in accordance with the
Authority’s personnel rules.
Policy Statement: It is the policy of the Board of Directors to establish and maintain a drug and alcoholfree workplace in the interest of public safety, and a safe and productive work environment.
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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
Western Lane Fire & EMS Authority (WLFEA).

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 WLFEA. 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 Authority 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 EMS 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 WLFEA 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 WLFEA 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 WLFEA
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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.
WLFEA 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
Authority 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 Authority policy. Employees and members
who consume recreational marijuana in a state that has legalized recreational use of marijuana must
consider this and recognize the Authority 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 WLFEA. Test results must be received prior to responding on any emergency call, driving
a WLFEA 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 WLFEA 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 WLFEA. 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 Authority. Any
applicant who had a confirmed positive pre-employment drug test but is later employed by the
Authority 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 & EMS Chief’s sole discretion. No notice will be given for such
tests.
Reasonable Belief Testing
In the event the Fire & EMS 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.
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Examples of situations in which the Fire & EMS 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 & EMS Chief shall consider information provided by other firefighters or members of the public
who come forward with information that a WLFEA member or employee is possibly using illegal drugs or
is under the influence of alcohol while performing their duties. In these situations, the Fire & EMS Chief
is expected to act in the best interest of the community to ensure WLFEA’s firefighting force is fit for
duty.
The Fire & EMS 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 & EMS 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 & EMS 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 Fire & EMS Chief or
their designee if the Fire & EMS 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 Authority shall follow all state driving laws. In the event an Authority member is believed to
be driving Authority 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 Fire and EMS
Chief or Operations Chief. If the Fire and EMS Chief or Operations Chief concurs with the findings of the
member’s supervisor and believes the member is illegally driving under the influence, the Fire and EMS
Chief or Operations Chief shall contact law enforcement to advise them of the situation. The Authority
will support all law enforcement agencies in their investigations of suspected and confirmed driving
under the influence situations.
Random Testing
WLFEA 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 WLFEA 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
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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 & EMS Chief, the employee’s
supervisor, at the discretion of the Fire & EMS 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.
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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
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
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REVISION DATE:

SECTION TITLE: EDUCATIONAL INCENTIVE

REVIEWED DATE:

PUPOSE
Western Lane Fire & EMS Authority (WLFEA) 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 & EMS 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
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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 WLFEA to promote higher education of all members of the Authority. In an effort to
recognize the academic achievements of our full-time staff the Authority shall offer the following
financial incentives to employees who have attained a designated level of educational achievement:
•

Associates Degree in Fire Science, EMS, or applicable field of study add 3% to base wage. 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 & EMS
Chief, and Office Manager will utilize the following procedure:
The employee seeking the incentive pay shall provide the Office 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 Office 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 Office
Manager.
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The Office Manager and Fire & EMS 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 Office 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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PURPOSE
To ensure legal, fair, and efficient practices are used when compensating the employees and volunteers
of Western Lane Fire & EMS Authority.

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 Authority maintains a pay plan covering all positions in the Authority, 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 Authority’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 & EMS 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.
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PAYDAY
The Authority’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 & EMS 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 Authority. 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 Authority 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 Office Manager or from the PERS headquarters.
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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
Authority 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 Authority may volunteer service to the Authority, 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 Authority. All volunteer activities by employees must be approved in
advance, and in writing.

PAY UPON SEPARATION
A regular employee terminating employment with the Authority 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 Authority employment, pay upon separation shall be paid within forty-eight (48) hours of the
termination excluding weekdays and holidays.
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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)

•

Office Manager 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 the Office 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#)

Office 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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Relative Information: There are three basic forms of employment discrimination: disparate
treatment, disparate impact, and failure to make reasonable accommodation.
•
•
•

Disparate treatment refers to the intentional different treatment of similarly
situated individuals because of their membership in one or more protected classes.
Disparate Impact refers to the unintentional discrimination involving an employment
policy which may be neutral or nondiscriminatory on its face, but which has a
disparate impact on a protected class.
Reasonable accommodation discrimination may occur when an individual is
disqualified due to a specific job requirement if a “reasonable accommodation”
could have been made to remedy the concern.

Harassment is another form of discrimination in which a hostile work environment is allowed
to exist. The Equal Employment Opportunity Commission (EEOC) defines harassment as
“Verbal or physical conduct that denigrates or shows hostility or aversion toward an individual
because of his/her race, religion, gender, sexual orientation, gender identity, disability, age,
color, or national origin”. Harassment has the purpose or effect of creating an intimidating,
hostile, or offensive environment that unreasonably interferes with an individual’s
performance and/or adversely affects an individual’s employment opportunities.
There are a variety of federal and state laws that prohibit harassment in the workplace. These
regulations address personal and organizational behavior, and remedial action that may be
taken by an individual against another individual and/or the organization.
All employees have the right to expect that they will not be harassed. If an incident occurs or
situation exists, employees have the right to expect that the organization will take a course
of action to correct the problem and prevent further problems.
Policy Statement: It is the policy of the Board of Directors that:
•
•
•
•
•

No employee will be discriminated against and/or harassed by another employee,
supervisor, other member or the organization.
The Authority will thoroughly and fairly investigate all complaints.
No employee will be placed at risk or suffer retaliation as a result of filing a
harassment complaint.
The Authority will maintain reasonable confidentiality and privacy during
any investigation of any allegation of which the Authority may become
aware.
The Authority will provide periodic discrimination and harassment training for all
supervisory, staff, and line personnel.
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EQUAL EMPLOYMENT OPPORTUNITY
It is the Authority'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 Authority 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 & EMS Chief is the Coordinator for the Authority's procedures for the implementation of this
policy. It is the intent and desire of the Authority 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 Authority 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 Authority regards job
related harassment as a serious transgression and reason for discipline or discharge.
Policy
The policy of the Authority is that every employee has a right to be free of harassment. In response to
formal reports of harassment, the Authority 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 & EMS 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 & EMS 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.
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Response to Reports of Harassment
Written reports concerning harassment will be forwarded to the Fire & EMS 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 Authority'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
Authority in accordance with this policy.
Sealing of Records Relating to Harassment: Records relating to harassment, including written reports
regarding alleged harassment, memos between Authority employees concerning investigation of such
allegations and Authority recommendations in response to allegations. Records relating to sexual
harassment will be retained by the Authority 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 Authority, 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 Authority,
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
Authority provide information to another regarding the investigation of harassment. On a case by-¬case
basis, the Authority, in its own discretion, may agree to release specified information. Secondly,
whenever the Authority would provide general information to persons who are not officers or
employees of the District regarding an employee or former employee from the Authority 's personnel
file and the employee's personnel file reflects a finding of reasonable cause for disciplinary action, then
the Authority 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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SECTION NUMBER: 1.25

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

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 Authority
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 Authority 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: JURY DUTY

REVIEWED DATE:

JURY DUTY
Every full-time member of the Authority 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 Authority
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 Office Manager at the administrative office.
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SECTION NUMBER: 1.28

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

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 Authority understands members may maintain or contribute to Social Media and/or engage in
“posts” outside of their paid or volunteer positions with the Authority and may periodically engage in
“posts” containing information about their Authority positions or Authority/Association activities on
Social Media. Members engaging in such activities are required to exercise good judgment and comply
with SOP.
SOCIAL MEDIA POLICY
The Authority has the right to monitor and review Social Media “posts” made by volunteers and career
personnel as it deems necessary and appropriate for the efficient and effective administration and
operation of the Authority. To that end, members have no expectation of privacy while using Authorityowned 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 AUTHORITY’S OWNED EQUIPMENT CONSTITUTES CONSENT FOR THE
AUTHORITY TO MONITOR AND INCERCEPT COMMUNICATION WHILE IN TRANSIT, AFTER RECEIPT OR
WHILE STORED ON AUTHORITY OWNED EQUIPMENT.
Members may not disclose confidential information about the Authority or its members, or confidential
information about third parties who have provided information to the Authority, 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”).
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Members maintaining or contributing to the Social Media or engaging in “posts” must not use the
Authority’s name in their identity (e.g. username, “handle” or screen name). They also must not speak
as a representative of the Authority, unless expressly authorized by the Authority.
Mutual respect and teamwork are essential to effective and efficient Authority administration and
operation. Members must be courteous, respectful and thoughtful about how the Authority 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 Authority’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 Authority members or Authority 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 Authority’s ability to regulate one’s Social Media and “posts” as it could any
other communication. The Authority 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 Authority 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 Authority 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 Authority 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 &
EMS Chief or his/her designee. Any photograph or video taken while performing any Authority duty or
activity is the property of the Authority 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 Authority
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 Authority duty or activity until after the completion of all related reports and
investigations.
The Authority cannot limit a member from taking videos or pictures of emergency incidents of Authority
activities while he/she is off duty; however, such actions are not authorized by the Authority 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 Authority may also impose corrective or disciplinary action against the member for
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such off-duty activities where the activities (1) relate to a bona fide occupational requirement (2) are
reasonably and rationally related to the Authority activities and responsibilities of the member, or (3)
there is a conflict of interest with the members’ responsibilities to the Authority or the appearance of
such a conflict of interest.
As with photographs or videos taken while performing a Authority duty or activity, the Authority
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 Authority 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 NUMBER: 1.29

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: USE OF DATA – MOBILE DEVICES

REVIEWED DATE:

POLICY
Use of Authority computers and mobile communication / data devices shall be consistent with the
mission of Western Lane Fire & EMS Authority. Access of inappropriate sites or personal use of these
devices is strictly forbidden.

PURPOSE
To provide guidelines and regulations for the use of Authority computers and mobile communication /
data devices.
To ensure inappropriate sites are not accessed from Authority computers and mobile communication /
data devices.
To ensure Authority computers and mobile communication / data devices are used for Authority
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.
Authority computers and mobile communication / data devices include any Authority 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 Authority personnel.
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PROCEDURE
Use of any computers and mobile communication / data devices shall be in conformity with all state,
federal, network provider, and Authority policies, procedures, laws, and licenses. Users are responsible
for the appropriateness of and content of the material they access, transmit, or publish from an
Authority computer and mobile communication / data device. Use of the Authority 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
& EMS Chief.
Use of an Authority 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 an Authority 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 Authority network or an Authority database using another member’s user name and
password is strictly prohibited.
Personal use of Authority computers and/or mobile communication / data devices is strictly prohibited.
WLFEA 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 an Authority 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 Authority and can be accessed by the Authority at
any time without the permission of the individual issued or using the Authority 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 Authority. 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 & EMS Chief and handled on a case by case
basis.
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BOARD MEMBER IPADS
All Board Members shall be issued an iPad to assist them in conducting Authority 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 Authority will allow Board members to use their issued iPad for personal use that falls within the
parameters of the Authority’s code of conduct and approved websites / activity as described above
under Procedure Sections a, b, and d. It is the Authority’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 Authority’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 Authority 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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SECTION NUMBER: 1.45

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: UNIFORM STANDARDS

REVIEWED DATE:

RESPONSIBILITY
Due to the para-military nature of the Fire Service, uniformity of clothing is most desirable. The Fire &
EMS Chief or Officer in Command 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.
Western Lane Fire & EMS Authority 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:
•

White Shirt with long sleeves #SR997 or equivalent (Source: Galls)

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority 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) or equivalent

Accessories: Black belt, black tie, and black dress shoes.
Class B Uniform (Captains and below):
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Shirts:
•

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

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority 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 or equivalent (Source: Galls)

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

White Shirt with long or short sleeves #SR997 (Source: Galls) or equivalent

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, placed as
stated above.

•

White crewneck T-Shirt/Undershirt is required.

Pants:
•

Black Wrangler or equivalent work pants

Accessories: Black shoes (style optional).
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SECTION NUMBER: 1.46

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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. Authority 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 Western Lane Fire & EMS Authority personnel.
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.
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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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SECTION NUMBER: 1.48

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: FIRE DEPARTMENT LOGO

REVIEWED DATE:

AUTHROITY LOGO
The Authority encourages the enthusiasm that is shown by wearing and displaying the official Western
Lane Fire & EMS Authority logo. The Authority, however, must assure that the image of the organization
is maintained at a high level.

DEPARTMENT LOGO SHIRTS
Any use of the Authority’s logo and name must be approved by Authority administration.

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 Western Lane Fire & EMS Authority.
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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SECTION NUMBER: 1.50

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Western Lane Fire &
EMS Authority uniforms at the approval of the Fire & EMS 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CODE OF CONDUCT

REVIEWED DATE:

Relative Information: The purpose of this Policy is to outline the basic standards of conduct
expected of Authority personnel.
It is the Policy of the Authority that all personal have an obligation to conduct themselves in a
manner that serves the public interest, upholds the public trust, and protects the Authority’s
resources. To this end, all members shall:
•
•
•
•

•

•
•
•

Conduct and present themselves on and off the job in a manner which will
bring credit to the Authority;
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 of interest when
dealing with vendors, customers, and other individuals doing business or seeking
business with the Authority;
Ensure that all Authority resources, including funds, equipment, vehicles, and
other property, are used in strict compliance with Authority policies and solely for
the benefit of the Authority, unless prior authorization is received from a Chief
Officer;
Conduct all dealings with everyone in a manner that presents a courteous,
professional, and service-oriented image of the Authority;
Treat everyone fairly, professionally, and equitably;
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
Authority’s policies and practices.

Policy Statement: It is the policy of the Board of Directors to ensure that all Authority
personnel conduct themselves in a manner that serves the public interest, upholds the
public trust, and protects the Authority’s resources.

133

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.52

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Authority 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.
This policy is not to conflict with any agreements in place for bargaining unit employees. Those
agreements will have priority when they disagree with this policy.
SCOPE
This policy applies to all personnel of Western Lane Fire & EMS Authority.

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 WLFEA.
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.
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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.

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 Authority 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 Authority 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 Authority Administration with a copy to the Office
Manager and the Fire & EMS 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 Authority
Administration.
Authority Administration shall schedule a conference with party(s) within ten (10) calendar days
after the receipt of the grievance.
Authority Administration will review the written response from the prior step and facilitate
further communication about the dispute between the involved parties.
Authority 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.
Authority Administration shall render a written decision to the employee, with a copy to the
Human Resources Manager and the Fire & EMS 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.
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•
•
•

If the grievance remains unresolved, the employee may appeal the decision directly to the Fire
& EMS Chief. Depending on the type of conflict being grieved, the Fire & EMS Chief reserves the
right to include the Human Resources Manager as part of the final conflict resolution team.
The Fire & EMS Chief’s decision regarding the conflict shall be final.
In grievances involving the Fire & EMS 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 President’s 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
Operations Chief
Fire & EMS Chief

•
•
•
•

Administrative Assistant
Operations Chief
Office Manager
Fire & EMS Chief

or

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 & EMS Chief as noted above. 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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SECTION NUMBER: 1.53

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: EMPLOYEE DATING

REVIEWED DATE:

POLICY
Western Lane Fire & EMS Authority (WLFEA) 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, WLFEA 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 Authority 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 Authority’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 Office Manager. This disclosure will enable
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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 Authority 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 Authority, 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
Office Manager.
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SECTION NUMBER: 1.54

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: TUITION REIMBURSEMENT PROGRAM

REVIEWED DATE:

PUPOSE
Western Lane Fire & EMS Authority (WLFEA) 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 & EMS Chief and dependent upon available
funds. WLFEA 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 Office 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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SECTION NUMBER: 1.55

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIIVE POLICIES - FINANCIAL

REVISION DATE:

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, Western Lane Fire & EMS Authority (WLFEA) must operate within
acceptable fiscal standards. The following guidelines should facilitate expendit ure 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 Operations Chief responsible for
control of that area of the Authority budget, the Office Manager, and the Fire & EMS
Chief.

•

$2,501 to $10,000 – Shall require the approval of the Fire & EMS Chief. 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 for Siuslaw
Valley Fire and Rescue or Western Lane Ambulance District depending on which agency
is financially responsible 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.
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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 Fire & EMS Chief may enter into a contract without a selection
process as permitted in the rules.

•

$25,001 to $150,000 the Board of Directors for Siuslaw Valley Fire and Rescue or
Western Lane Ambulance District, depending on which agency is financially responsible,
may use an informal selection procedure to award a contract as permitted by the rules.

•

Greater than $150,000 The Board of Directors for Siuslaw Valley Fire and Rescue or
Western Lane Ambulance District, depending on which agency is financially responsible,
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 Operations Chief responsible for
control of that area of the Authority budget, the Office Manager, and the Fire & EMS
Chief.

•

$2,501 to $10,000 – Shall have the approval of the Fire & EMS Chief. 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 thr ee price quotes.

•

$10,001 to $75,000 – Shall have the approval of the Board of Directors for Siuslaw
Valley Fire and Rescue or Western Lane Ambulance District, depending on which agency
is financially responsible, 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.

All checks or warrants shall bear two (2) signatures.
•

Any two (2) board members may sign checks or warrants.

•

The Fire & EMS Chief or designee may sign checks or warrants when the signature of a
board member is not available.
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Any deviation from the approved budget document shall have the approval of the B oard
of Directors as per Oregon Budget Law requirements.
The Board may authorize the Fire & EMS Chief 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
Office Manager and will be reflective of the limits established in section 00.4 above.
The Fire & EMS Chief will establish internal fiscal controls to ensure close monitoring of all
financial operations addressed in this policy.
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OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIIVE POLICIES - FINANCIAL

REVISION DATE:

SECTION TITLE: PURCHASING POLICY

REVIEWED DATE:

PURPOSE
To align with the Fiscal Policy of Western Lane Fire & EMS Authority (WLFEA). 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. WLEFA provides budgetary oversight to both Siuslaw Valley Fire and Rescue (SVFR)
and Western Lane Ambulance District (WLAD). The Fire Operations Chief has approval responsibility for
SVFR, and the EMS Operations Chief has approval responsibility for WLAD.

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 Operations 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 Fire & EMS Chief. 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 responsible 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 responsible Operations Chief at the
first possible opportunity.
**If the Operations Chief for the area of budget is unavailable the purchase order must be approved
by the Fire & EMS Chief.
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SECTION NUMBER: 1.57
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EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIIVE POLICIES - FINANCIAL

REVISION DATE:

SECTION TITLE: PUBLIC PROCUREMENT POLICY

REVIEWED DATE:

PURPOSE
In order to gain and preserve the public trust the Authority must be vigilant in its protection of
the public resources entrusted to it. Western Lane Fire & EMS Authority (WLFEA) must
operate within strict fiscal guidelines to protect not only today’s programs but the ability for
the Authority 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 Authority is compliant with model public
purchasing and public contracting guidelines. This policy additionally assigns responsibility to
appropriate members of the Authority to ensure this policy is enforced.

POLICY
WLFEA 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 Authority’s purchasing guidelines shall identify procedures for small,
intermediate and large purchases, sole source provider purchases, emergency purc hases and
“special” purchases. The Board of Directors of WLFEA retains the right as the “Public Contract
Review Board” as allowed in ORS 279A.060. The Authority reserves the right for its legal
counsel to review all public contracts before signing. The Authority’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 WLFEA.
The Fire & EMS Chief is responsible for insuring guidelines are implemented that ensure
compliance with the Oregon Public Contracting Code.
Program managers are responsible for following the Authority’s guidelines in procuring goods
and services necessary to run their programs.
All personnel are responsible for following the Authority’s guidelines when purchasing goods
and services for the Authority on a day to day basis.
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NON-COMPLIANCE
Failure to follow the Authority’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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SECTION NUMBER: 2.1

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: BOARD OF DIRECTORS POLICIES –
BOARD MEETINGS AND DUTIES

REVISION DATE:

SECTION TITLE: FUNCTIONALITY, OFFICERS, MEETINGS

REVIEWED DATE:

MISSION STATEMENT
To preserve and improve the quality of life for all who live, work, visit, and invest in western Lane
County, 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 Western Lane Fire & EMS Authority must be a voter within the boundaries of the
ambulance 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.
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THE BOARD OF DIRECTORS AS A TEAM
The Board of Directors of Western Lane Fire & EMS Authority works together as a team of volunteers
elected to represent Authority residents. The board is charged with developing policies, providing
vision, and evaluating Authority 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 & EMS
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 & EMS Chief with a unified direction. The
following tenets support the Board’s team dynamics:
The Board of Directors is a team of four Board Members with two appointed from the SVFR Board of
Directors and two from the WLAD Board of Directors. 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 Authority 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 Authority 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 & EMS Chief who is hired by the Board as its chief executive officer.
Board members should avoid taking a direct hand in the administration of the Authority, thereby
keeping the role and function of its Fire & EMS Chief clear to the public, staff, volunteers, and other
stakeholders.
The Fire & EMS 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 & EMS Chief as specified in the employment
agreement, which is a contractual obligation between the Fire & EMS 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 & EMS 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 emergency service 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 & EMS Chief or referred to the entire board. In this case, the Board member
should relay the concern to the Fire & EMS 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,
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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 & EMS Chief as the official
spokesperson of the Authority.
Board meetings are critically important to the Authority. They are the forum at which fire protectionoriented laypeople proficient in thinking and judging consider the Fire & EMS Chief’s recommendations
and reports. An effective Board meeting should have a well-planned agenda prepared by the Fire &
EMS Chief and Board President.

BOARD FUNCTIONS
The Board recognizes and maintains the distinction between activities appropriate to the Board of
Directors (as the Authority’s legislative, governing body) and administrative duties performed by the Fire
& EMS 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 & EMS Chief and Authority staff. The Board elects a Board President, Vice President, and SecretaryTreasurer 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 & EMS Chief in establishing the agenda for official Board meetings.
Provides continuity in conducting Authority affairs by ensuring that the Authority 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
Authority’s goals.
Encourages citizen participation at board meetings by creating a cordial, friendly, open, and responsive
atmosphere.
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Ensures that all board members comply with Authority policies and informs the board of any deviation
from said policies.
Serves as Authority spokesperson and represents the actions of the whole board in a manner that
reflects positively on the Authority.

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 Authority affairs such that its integrity is maintained and perceived positively by the residents.
Formulates and evaluates legislative and other policies.
Promotes Authority affairs by engaging in public relations activities that cultivate a positive public image
of the board and the Authority.
Fully participates in short-term and long-term planning, ensuring that Authority 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 Authority’s vision, mission, philosophy, and programs by engaging in promotional
activities and events.
Instills pride in the Authority’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 Authority’s long-term survivability by maintaining a stable fiscal base.
Develops, adopts, and monitors the Authority’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
Authority’s mission.
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Encourages and monitors a system of accountability to ensure the Authority’s financial affairs, official
minutes, and other documents comply with applicable Oregon Revised Statutes.
Assists the Board President in hiring and evaluating the Fire & EMS Chief in accordance with the
employment agreement to ensure continuity of operations.
Communicates with Authority staff through the Fire & EMS Chief, to maintain order and clear lines of
authority within the organization.
Participates in Authority programs and routinely observe Authority services, areas and facilities to assess
their effectiveness in meeting the fire protection and EMS needs of the Authority 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 Authority‘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 Authority.

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 Authority 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 Authority 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. Typically the Authority Board meetings will occur concurrently with the joint SVFR
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and WLAD Board meetings. 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 & EMS 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 four members, two each from SVFR and WLAD; therefore, the presence of
three members constitutes a quorum. In the event that a position is vacant or there is a temporary
absence of a board member the President of the Board representing the missing Director shall appoint
another Director to fill the position. 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 & EMS 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 Authority. 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
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make them available to anyone, subject to Oregon public records statute and Authority public records
policy.
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REVISION DATE:

SECTION TITLE: ADOPTION, AMENDMENT AND REPEAL OF POLICIES AND
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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.6

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 12/17/2014

DIVISION TITLE: BOARD OF DIRECTOR POLICIES - BOARD OF DIRCTOR POLICIES

REVISION DATE:

SECTION TITLE: DIRECTOR GIFTS AND AUTHORITY ISSUED APPAREL AND
EQUIPMENT

REVIEWED DATE:

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.
154

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.
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AUTHORITY ISSUED APPAREL AND EQUIPMENT
The Authority may issue board members apparel and equipment to help them in the administration of
their duties.
Apparel displaying Authority insignia that is purchased by the Authority may be issued to board
members to wear when officially representing the Authority. Board members shall not wear issued
apparel displaying Authority insignia when not officially representing the Authority.
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 Authority property and shall be returned to the Authority
when a board member leaves office.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.8

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: BOARD OF DIRECTORS POLICIES - DIRECTOR CODE OF ETHICS

REVISION DATE:

SECTION TITLE: OREGON ETHICS LAWS

REVIEWED DATE:

PURPOSE
The purpose of this policy is to establish ethical standards of conduct for all Authority 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.
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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
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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

159

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.9

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: WHISTLE BLOWER PROTECTION

REVIEWED DATE:

Relative Information: To provide reporting procedures if an Authority employee or
volunteer becomes aware of improper government action in accordance with Oregon
Revised Statute 659A.200 to 659A.224.
The Authority encourages all members with knowledge of or concern of an illegal or dishonest
fraudulent activity to report it to their Supervisor. The employee may also provide the
information to another Authority 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
Authority 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.
The employee must exercise sound judgment and act in good faith to avoid baseless
allegations that can create harm to the Authority. 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 Authority 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 Fire &
EMS Chief immediately. The right of a whistle blower for protection against retaliation does
not include immunity for any personal wrongdoing that is alleged and investigated.
Policy Statement: It is the policy of the Board of Directors to ensure all members of the
Authority are free to report illegal and dishonest activities in accordance with Oregon Revised
Statute 659A.200 to 659A.224.
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WESTERN LANE AMBULANCE DISTRICT
ORDINANCE NO. 2019-01
AN ORDINANCE ADOPTING AN INTERGOVERNMENTAL AGREEMENT AND
CREATING A NEW INTERGOVERNMENTAL AGENCY THE, “WESTERN LANE FIRE
AND EMS AUTHORITY”
WHEREAS, Siuslaw Valley Fire & Rescue and Western Lane Ambulance District
are both Oregon municipal corporations authorized and operating under ORS Chapter 198
(the Districts); and
WHEREAS, ORS 190.003 to 190.030 allows local governments to enter into
intergovernmental agreements to provide services for the performance of any or all
functions that their officers or agents have authority to perform; and
WHEREAS, the Districts desire to form an intergovernmental agency in accordance
with ORS 190.010 to provide coordinated and efficient fire protection, emergency
response, and ambulance transport services to patrons in their service territories;
IT IS HEREBY ORDAINED as follows:
1.

It is the intent of the Board of Directors of the Western Lane Ambulance District, by
this ordinance, to create an intergovernmental entity by intergovernmental
agreement known as the “Western Lane Fire and EMS Authority.”

2.

The effective date of this Ordinance is October 1, 2019. The effective date of the
intergovernmental agreement shall be on or after the effective date of the Ordinance
and as specifically provided in the Intergovernmental Agreement, which is attached
to this Ordinance as Exhibit A and by this reference is incorporated within this
Ordinance.

3.

The public purpose for which the entity is created is to create one governmental
entity which will effectively serve both Districts’ service areas. In doing so, the
Western Lane Fire and EMS Authority will provide increased efficiency in the
provision of fire and emergency services to both communities. Further it will avoid
duplication of overhead expenses, better utilize equipment and resources, and more
effectively and economically assign and train personnel. The creation of a regional
fire and emergency medical services authority constitutes the next logical step
toward the most efficient and effective provision of services, and allows both Boards
to evaluate the results prior to the final possible step of consolidating or merging the
Districts to create a consolidated regional entity.
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4.

The powers, duties and functions of the Districts and the Western Lane Fire & EMS
Authority are set forth in the agreement attached hereto as Exhibit A.

5.

On or before November 1, 2019, each District directs its administrative officer to file
copies of the adopting ordinances, together with a statement containing the name of
the entity, the parties to the agreement, and the purpose and effective date of the
agreement, with the Secretary of State.

FIRST public hearing: July 17, 2019_
SECOND public hearing:___________________________________
ADOPTED this ____ day of __________________, 2019.

______________________________
President, Board of Directors
ATTEST:

_________________________
Secretary
Ayes:________
Nays:________

Ordinance – Page 2 of 2
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
EXIBIT A
BETWEEN:

Siuslaw Valley Fire & Rescue (District)
an Oregon municipal corporation authorized and operating
under ORS Chapter 478
(Siuslaw Valley Fire & Rescue);

AND:

Western Lane Ambulance District,
an Oregon municipal corporation authorized and operating
under ORS Chapter 440
(Western Lane Ambulance District).
RECITALS

A. ORS 190.003-190.130 allows local governments to enter into intergovernmental agreements to

provide Services for the performance of any or all functions that its officers or agencies, have
authority to perform, including but not limited to the creation of a joint, consolidated
department or agency, jointly providing for administrative officers, resource sharing, or the
establishment of an intergovernmental entity;
B. Siuslaw Valley Fire & Rescue and Western Lane Ambulance District (collectively, the

Contracting Parties) desire to work towards the creation of an coordinated and integrated
Fire and EMS response authority and acknowledge that local fire districts and local
governments can greatly increase the efficiency and the effectiveness of the provision of
Services by providing regional solutions and thereby avoiding the duplication of overhead,
better utilization of equipment, and more effective assignment of personnel, including the
opportunity to enhance training and provide specialized Services. It is determined that this is
especially true for the provision of fire, ambulance and emergency response Services within
the territories protected by the Contracting Parties.
Through the combination of resources, substantial economies and increases in effectiveness
can be achieved. The creation of a regional Fire and Emergency Medical Services “Fire &
EMS Authority" constitutes the next logical step toward the most efficient and effective
provision of Services and allows an evaluation of the results prior to the consideration of
consolidating other functions.

C. The Contracting Parties are authorized and empowered to supply fire protection and

emergency response services and/or ambulance transport services within their respective
jurisdictions by any available means, and to provide all necessary property, equipment, and
personnel incident thereto.
D. The establishment of a regional Fire & EMS Authority by the Contracting Parties in Lane

County, Oregon will serve a proper public purpose and will promote the health, safety,
prosperity, security, and general welfare of the inhabitants and the taxpayers of the
Contracting Parties, Lane County, and the State of Oregon.
E. It is the Contracting Parties' intent that after establishing the Fire & EMS Authority, the

specific powers granted to the Authority, while generally and broadly set forth in this
Agreement, shall only be exercised as they are specified (or limited) in this Agreement or
any authorized Addenda. Addenda must comply with this Agreement, as well as further
Page 1
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explain or specify the details regarding the Services provided by the authority or persons or
property transferred to the Authority. Addenda shall be adopted by signed resolutions from
both Contracting Parties. The foundational powers of the Fire & EMS Authority and its
Board are set out within this Agreement.
AGREEMENT
In consideration of the mutual covenants, agreements, and promises set forth herein, the adequacy of
which is hereby acknowledged, the Contracting Parties agree as follows:
1.

Establishment of Western Lane Fire & EMS Authority

Pursuant to ORS 190.010, there is hereby created the "Western Lane Fire & EMS Authority"
(Authority) as a separate legal entity of the State of Oregon, existing separate and distinct from the
Contracting Parties. The Authority shall have all the duties, privileges, immunities, rights,
liabilities, and obligations of an Oregon intergovernmental entity as further provided or limited by
this Agreement and any Addenda and as provided or limited in ORS 190.010.
2.

Effective Date and Term.

This Agreement shall become effective on October 1, 2019 or at a later date mutually agreed upon by
the Contracting Parties, as long as it has been signed by the Contracting Parties and as long as the
Contracting Parties have each passed an Ordinance in accordance with ORS 190.085. The term of this
Agreement shall be perpetual and shall extend until terminated as provided in this Agreement.
3.

Purposes of the Authority.

The purposes of the Authority are: to review the operations of fire protection, emergency response
services, and ambulance transportation in the territory of the Contracting Parties; to determine a
regional basis for providing such services, and to provide such services as further authorized or limited
by this Agreement and any addenda (“Services”). The Authority may provide any Services which the
Contracting Parties are authorized to provide, subject to the terms and limitations established in this
Agreement and any addenda. Such Services may be provided by the Contracting Parties individually
or collectively or by the Authority directly, depending upon the terms of this Agreement.
4.

Governance.
a.

Governing Body. The governing body of the Authority shall be a Board of Directors
(Authority Board) comprised of a total of four (4) directors: two representatives from each of
the two Boards of Directors of the Contracting Parties. Each Contracting Party shall designate
two Board members for appointment to the Authority Board, each of whom shall serve at the
pleasure of their respective Contracting Party Board of Directors. Only duly-elected or
appointed Board of Directors members may serve on the Authority Board. Each Authority
Board member shall serve at the pleasure of the appointing District for a term of one year,
which shall run from July 1 to June 30 of each year.
In order to maintain a quorum and conduct business on the Authority Board, in the event that
any Authority Board member is unable to attend any meeting of the Authority Board, an
alternative pro-tem Authority Board member may be appointed by the Board President for the
same Contracting Party as the absent Authority Board member.

b. Policies. Consistent with this Agreement, the Authority Board shall adopt policies which

designate the duties and responsibilities of the Authority Board President, Board members,
establish officers or governance rules and policies as it deems necessary, and which
designate a business location within the boundaries of the combined territory of the
Contracting Parties.
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c.

Vote. Each Authority Board member shall have one vote on matters before the Authority
Board. All matters must be decided by majority vote of the Authority Board members. Three
affirmative votes are required for approval of any proposal.

d. Quorum. A quorum of the Authority Board shall be three members, which must include at

least one Authority Board member from each Contracting Party.
e.

Dispute Resolution. If the Authority Board is unable to resolve an issue by majority vote of
its members, the unresolved issue shall be referred to a joint meeting of the Boards of
Directors for the Contracting Parties, who shall endeavor to resolve the issue.

f.

Administration, Policies, and Personnel. Each Contracting Party shall designate an
administrative employee to be the primary contact for Authority business and communicate
the designation to the other Contracting Party. Unless otherwise agreed to by the
Contracting parties the Fire & EMS Chief will serve in this role. Either Contracting Party
may change its designee from time to time after first giving notice of the change to the
other Contracting Party. The duties of these designees shall include the maintenance of
close working relations with private and public organizations which contract with the
Authority. All Authority personnel shall be subject to Authority policies, procedures and
rules. All Contracting Party personnel shall remain subject to the policies, procedures and
rules of their respective Contracting Party. No joint employment relationship is
established, intended, or inferred by this Agreement. Any personnel who are transferred
from a Contracting Party to the Authority must be included on an Addenda as further
specified in Section 6(b) below. Any transfer of public employees to the Authority and any
subsequent transfer of such employees back to their original employer upon of this Agreement
termination (and the winding up of the authority’s business) shall be done in accordance with
ORS 236.605-640.

5. Authority Powers; “Phased In” Addenda Approach
The Contracting Parties intend to grant comprehensive powers to the Authority, as described
below. However, to ensure an effective transition, the Contracting Parties wish to limit such
powers at the outset of the Authority’s existence. For this reason, they may wish to have a
phased-in approach to the Authority’s exercise of power by specifying which powers may be
exercised (and how and when) in an attached Addenda. The Addenda shall specifically note
which Authority powers are limited, including how and when such powers may be exercised.
The Contracting Parties hereby delegate to the Authority the power, duty, and responsibility to
maintain, operate, manage, and control all fire and rescue and EMS activities, equipment,
resources, and all property of the Contracting Parties, including without limitation, the operation
and management of all fire and ambulance stations, land, buildings, and firefighting equipment, to
employ or manage the necessary personnel, and to do any and all other things necessary or
desirable to provide continued efficient and economical Services to all persons and property
within the combined territories of the Contracting Parties (the combined territories of the
Contracting Parties is referred to herein as the Authority's “Service Area”), as may be further
described or limited within this Agreement and any addenda.
The Authority shall have, and may exercise, all powers and functions as vested in statutory rural fire
protection districts, per ORS Chapter 478, and Health Districts, per ORS Chapter 440 except as
specifically limited in this Agreement and any addenda.
These powers include, but are not limited to, the following:
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a.

To make and enter into contracts, including contracts with the Contracting Parties, for goods,
Services, and related items. However, if such contracts obligate the Authority to spend
$10,000 or more, the Authority Board and/or the Authority Fire & EMS Chief must first
obtain the written approval of both Contracting Parties.

b.

To employ all necessary management and administrative personnel as further directed
and approved by the Contracting Parties and, subject to the duties listed in Section 6
below.

c.

To acquire, construct, manage, maintain, or operate any buildings, works, improvements, or
other facilities, subject to the duties listed in Section 6 below.

d.

To acquire, hold or dispose of real or personal property, subject to the duties listed in
Section 6 below.

e.

To sue and be sued in its own name.

f.

To incur debts, liabilities, or obligations subject to applicable law, provided that no debt,
liability, or obligation shall constitute a debt, liability, or obligation of any of the Contracting
Parties without express written approval by each Contracting Party’s Board.

g.

To apply for, accept, receive and disperse grants, loans, and other aid from any governmental
entity or political subdivision thereof.

h.

To invest any unexpended funds that are not required for the immediate operation of the
Authority, as the Authority determines is advisable, in accordance with the laws of the
State of Oregon.

i.

To administer and enforce the Fire Code in effect within the respective territorial limits of the
Contracting Parties if they are currently allowed or required by law to provide such service.

j.

To carry out and enforce all provisions of this Agreement.

k.

To engage the Services for legal counsel, accounting, and such other persons for the purpose
of providing professional, technical, or consulting Services as may be necessary for the
purposes of the Authority.

l.

Enter into agreements with the Contracting Parties to provide additional or specific Services,
as shall be further described in addenda to this Agreement.

6. Duties and “Phased In” Addenda Approach
The duties of the Authority shall include, but are not limited to, the following:
a.

Service Levels: To maintain Services in the Authority's Service Area at levels not less
than those existing in each of the Contracting Parties' respective jurisdictions at the time
of the execution of this Agreement. At the outset, the Contracting Parties shall each be
responsible for supplying the Services to their own Service Area which they currently
supply; however, through the signed adoption of an Addenda, they may decide to
transition the responsibility to provide such Services to the Authority under this
Agreement.

b.

Employment and List of Employees: The Authority, through its delegated supervisory
employees or designated Board members, may hire and shall set the terms of employment,
inclusive of training and proficiency standards, for all Authority employees, including
volunteers. The Authority shall hire, manage, train, discipline and/or terminate such
employees and/or volunteers as it may deem necessary for the efficient performance of the
Authority's functions and responsibilities and in compliance with budgetary restrictions.
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The Authority shall keep a current list of all Authority employees hired by or transferred
to the Authority, designating which employees belong to the Authority. See Exhibit _1_
for a list of employees who will be transferred to the Authority subject to ORS 236.605.640 upon the effective date of this Agreement (or at a later date determined by the
Contracting Parties. This addenda may be amended by a joint resolution of the
Contracting Parties.
c.

Disciplinary Process: In addition to general personnel policies, the Authority shall establish
and maintain an employee disciplinary procedure so as to afford Authority employees and
volunteers mechanism to review and comment on disciplinary or other adverse job actions.

d.

Fees and Charges: The Authority may set and collect fees and charge for Services rendered
for Authority Services related to out-of-district or transportation corridor responses, as well as
fees for other Authority Services, subject to applicable Oregon law.

e.

Grants: The Authority shall regularly investigate and pursue public and private grants and
other financial aid that may be available to fund or defray the cost of the Authority's
operations.

f.

Fire & EMS Chief: The Authority shall appoint a Fire & EMS Chief to oversee the operation
of the Authority. The appointment of the Fire & EMS Chief will be determined through an
agreement between the Authority and the Contracting Parties, which shall be added as
Addendum 1 to this Agreement and may be adopted by a joint resolution of the Contracting
Parties. The Chief or Chief's designee shall be responsible for the following duties and
obligations, in addition to any duties as provided in the Authority Fire & EMS Chief’s job
description, which is attached hereto as Exhibit _2_:
1.

Provide for the planning, design and construction of any buildings, additions, or
improvements to the facilities owned by the Authority, subject to the approval of the
Authority Board.

2.

To approve and execute any contract for capital costs, costs of special Services,
equipment, materials, supplies, maintenance or repair that involves any expenditures by
the Authority subject to the limitations set forth by the Authority Board from time to
time.

3.

To supervise all Authority personnel or volunteers, subject to the personnel rules
established and adopted by the Authority.

4.

To expend Authority-budgeted funds and enter into contracts on behalf for Authority for
the immediate preservation of public health, safety and welfare, provided that the amount
of funds involved does not exceed any limitations set by the Authority Board from time to
time.

5.

To dispose of any personal property of the Authority subject to the limitations set by the
Authority Board from time to time, and applicable law.

6.

To prepare and submit to Authority Board and each Contracting Party's Board of Directors
an annual operating budget for the following fiscal year in accordance with applicable law,
the budget schedules of the Contracting Parties, and the provisions herein.

7.

To prepare for Board adoption and administer general operating guidelines and
policies, as deemed appropriate.

8.

To provide for the placement, staging and assignment of equipment and personnel.
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9.

To perform such other duties as directed by the Authority Board and report to the
Authority Board at such times and on such matters as the Authority Board may direct.

10. To provide Services in the capacity of Fire & EMS Chief for the Authority for the

supervision of each of the above items on behalf of each Contracting Party.
7.

Meetings.

Meetings of the Authority Board shall be on the same date and time every month (or on a different
date to be determined by the Authority Board) as scheduled for joint SVFR and WLAD board
meetings and shall comply with the Oregon Public Meetings Law. Minutes and notices of all
meetings shall be sent to each Contracting Party the Friday before the scheduled meeting and at
least four (4) working days in advance.
8.

Budget.

Each year subsequent to the first, the Authority shall submit a proposed budget on or before May 1
to each Contracting Party, setting forth anticipated expenses and revenues necessary to fund the
Authority for the succeeding year. The proposed budget shall specify the amount of money, and the
method of calculation and apportionment, sought from each Contracting Party to fund the
Authority's operations. This proposed budget shall comply with Oregon Local Government Budget
Law. Upon the Contracting Parties’ and Authority Board’s approval of the proposed Authority
budget, the Authority shall be responsible, through its designated agents, to expend and review the
revenues and operate within the approved budget as allowed by Oregon law.
The Authority will provide cost accounting and payroll Services. All expenditures and Services
provided by the Authority, including payments to or from the Contracting Parties, shall be
budgeted and accounted for through the Authority budget. Monies within the Authority funds can
be used only for Authority purposes and expenditures are subject to the approval of the Authority
Board. Authority Services may be provided by intergovernmental agreement with either
Contracting Party or as otherwise provided by law.
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9.

Initial Services and Costs; Cost Sharing for Authority Expenses

The Authority shall be responsible for all budgeted costs of providing the authorized Authority
Services. Such costs shall be based upon consistent application of generally accepted
governmental accounting principles. The specific Services provided by the Authority may be
modified from time to time by subsequent agreement, a joint resolution adopted by both
Contracting Parties and attached hereto as an addendum, or by the Authority Board.
Initially, such Services shall include:





Administration and oversight of the Authority, including the hiring of a chief executive
officer to serve as Fire & EMS Chief for the Authority.
Office management and administration, including the hiring of an Office Manager who
shall be charged with payroll, budgeting, human resources, Board secretary duties, and
financial oversight matters.
Management of the day to day activities within each Contracting Party, including the
hiring of an EMS Operations Chief for WLAD and a Fire Operations Chief for SVFR.
Other Services as may be agreed upon by the Contracting Parties from time to time which
are adopted by resolution and added to this Agreement by Addenda.

Such costs shall include, by way of illustration and not limitation, the following:
a.

All Authority personnel costs for all employees transferred to the Authority by the Contracting
Parties or hired by the Authority (and listed on Exhibit 1, per Section 6 b), including all direct
and indirect costs and contributions to pension funds and other employee benefits.

b. Authority administrative office costs.
c.

Any Authority vehicle fuel, tires and maintenance and repair, any Authority vehicles shall
be listed in an Addenda.

d. Authority Training costs.
e.

Authority dues and subscriptions.

f.

Authority Equipment lease payments and other Authority obligations incurred for jointlyowned or Authority-owned equipment.

g.

Debts lawfully incurred by the Authority.

h. Protective clothing for Authority employees and volunteers.
i.

Authority insurance.

j.

Authority legal, administrative, accounting, travel, food and conference expense.

k. Any Authority computers and administrative office equipment, which shall be listed in an

Addenda.

When the Authority prepares its budget proposed for the Contracting Parties, it shall also prepare
a cost-sharing proposal. Such cost-sharing proposals may be adopted by a joint resolution of the
Contracting Parties and, if so, shall be attached hereto as an Addendum.
The Contracting Parties agree that, during the first year of the Authority’s existence, WLAD shall
pay fifty one percent (51%) of the Authority’s costs and SVFR shall pay forty nine percent (49%).
After the first year of the Agreement, this cost sharing percentage may be amended by adopting a
new Cost Sharing Agreement by joint resolution of the Contracting Parties and attaching it hereto
as an addenda.
10. Indemnification.
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To the extent limited by the tort claim limitations in the Oregon Tort Claims Act and the Oregon
Constitution:
a.

Each Contracting Party shall indemnify and hold harmless the Authority and the other
Contracting Party, its officers, employees and agents from and against any and all claims,
actions, liabilities, costs (including costs of defense and attorney fees at trial or on appeal),
arising out of or related to Services provided under this Agreement, including any dulyapproved attachments or addenda to this Agreement. In the event any such action or claim
is brought against one Contracting Party which is the sole responsibility of the other
Contracting Party, the Contracting Party responsible shall, upon tender, defend the same at
is sole cost and expense, promptly satisfy any judgment adverse to other, and reimburse
the other for any loss, cost, damage or expense (including attorney fees at trial or on
appeal) suffered or incurred by the other.

b. The Authority shall defend, indemnify and hold harmless each Contracting Party, its

officers, employees and agents, from and against any and all claims, actions, liabilities,
costs (including costs of defense and attorney fees at trial or on appeal), arising out of or
related to the Authority's Services provided under this Agreement.
c.

Notwithstanding the Sections 10(a) and (b), neither the Authority nor the Contracting Parties
shall be required to indemnify, defend, or hold harmless each other for the non-indemnifying
party’s malfeasance, willful or criminal misconduct.

d. The indemnification provisions in this section shall survive the termination of this Agreement.

11. Miscellaneous.
a. Inspection of Records. Except for privileged or highly confidential records, any Contracting
Party may inspect the records of the Authority or the other Contracting Party relating to this
Agreement., including those not subject to disclosure under the Oregon Public Records Law,
provided, however, the Contracting Party inspecting the records preserves the nondisclosure
nature of the record.
b. Notice. Any notice required by this Agreement shall be deemed given when personally

delivered or when deposited in the United Sates mail, postage fully prepaid, Certified and
return receipt requested, addressed to all Contracting Parties as follows:
Siuslaw Valley Fire & Rescue:

President, Board of Directors
Siuslaw Valley Fire & Rescue
2625 Hwy 101
Florence, OR 97439

Western Lane Ambulance District:

President, Board of Directors
Western Lane Ambulance District
2625 Hwy 101
Florence, OR 97439

Each Contracting Party may change its designated address by giving written notice to the
other.
c.

Audit. The financial records of the Authority shall be audited. The cost of such audits, to be
conducted annually, shall be borne by the Authority.

12. Equipment and Facilities; Winding Up Duties Upon Termination.
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At such time as the Contracting Parties deem appropriate, and by an authorized addendum to this
Agreement, equipment and facilities may be transferred to the Authority. If transferred, the equipment
or facilities shall be transferred to the Authority as follows:
a.

Conveyance of Interest. The Contracting Parties shall clearly convey any real property
interests and properly record such conveyances according to the applicable law.

b. Capital Account. The Authority shall keep current a list of all real and personal property,

including facilities and equipment, which has been transferred to the Authority or in which
the Authority has any ownership interest. This list will be referred to as the Capital
Account. The Capital Account shall indicate which entity owns the property, any
percentages of any joint ownership, the value of the property (including the value of any
improvements or modifications), and the original owner of the property and shall be
attached hereto as an Addendum.
c.

Responsibility for Assets. The Authority shall be solely responsible for maintaining,
repairing, and insuring all equipment and facilities transferred by the Contracting Parties
or purchased by the Authority and listed in the Capital Account. All Authority policies of
insurance regarding such property shall serve as primary insurance, and shall name the
Contracting Parties as additional or co-insureds and loss payees. Under no circumstances
will the Authority release, convey, dispose of or encumber any interest in any real
property, including leasehold interests, without the prior written consent of the
Contracting Party which contributed such property to the Authority. If property of a
Contracting Party, not previously conveyed to the Authority, is sold or traded-in by the
Authority, the value of such equipment shall be considered an additional capital
contribution by such Contracting Party.

d. New Equipment and Facilities. During the term of this Agreement, the Contracting Parties

acknowledge that equipment and facilities transferred to the Authority may be modernized or
replaced by the Authority. Unless otherwise agreed to by each Contracting Party, new
equipment or facilities purchased, or obtained to replace existing equipment or facilities, shall
be titled in the name of the Authority. The addition and deletion of equipment and or facilities
maintained and used by the Authority shall be promptly reflected on the schedule of
equipment and facilities maintained by the Authority, but shall have no effect upon the capital
account of the contributing Party.
d. Distribution upon Termination or Withdrawal. Upon termination of this Agreement, all
equipment and facilities titled in the Contracting Party's name and not transferred to the
Authority, shall be returned to the Contracting Party in a condition comparable to that
which it was originally provided to the Authority, normal wear and tear excepted, and
subject to modifications which have been approved by the Authority. In addition, upon the
withdrawal of a Contracting Party from this Agreement, all equipment and facilities from
the withdrawing Contracting Party and titled in the withdrawing Contracting Party's name,
shall be returned to such Contracting Party in a condition comparable to that which it was
originally provided to the Authority, normal wear and tear excepted, and subject to
modifications which have been approved by the Authority.
With respect to all other assets of the Authority, in the event of a termination of this
Agreement or the withdrawal from this Agreement by a Contracting Party, the Authority
and the Contracting Parties agree to cooperate in a good faith and in a timely manner to
transfer assets listed in the Authority’s Capital Account so that the Contracting Parties can
continue to provide adequate fire protection and rescue services to their respective
territories without a lapse or significant reduction in the provisions of such Services and in
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a manner which reflects an equitable return of the Contracting Parties' capital
contributions. Distributions of property in-kind shall be valued at the fair market value of
the property being distributed at the time of the distribution. All such distributions shall be
completed no later than the last day the Authority is authorized to provide Services for the
Contracting Party.
In the event equipment or facilities cannot be equitably distributed to the Contracting
Parties, and unless otherwise agreed, the property shall be sold with the proceeds allocated
to the Contracting Parties pursuant to the value and ownership, as indicated in the Capital
Account. After attempted mediation of disputes to resolve disagreements as to distribution
or valuation of Authority assets, the Contracting Parties may agree to arbitration in
accordance with ORS 36.600 through 36.740.
13. Principal place of Business.

The offices, principal place of business, and administrative headquarters of the Authority shall be
located at the Siuslaw Valley Fire & Rescue; 2625 Hwy 101; Florence, OR 97439. The Authority
Board may change the principal place of business at a properly noticed public meeting. The Authority
Board will appoint a registered agent for the Authority. Unless otherwise agreed to by the
Contracting parties the Fire & EMS Chief will serve in this role.
14. Severability.

In the event that any of the terms, covenants, or conditions of this Agreement or their application
shall be held invalid as to any person, corporation or circumstance by any court having competent
jurisdiction, the remainder of this Agreement shall not be affected thereby. If any provisions of
this Agreement shall be determined to be unconstitutional, invalid or unenforceable, such
determination shall not affect or impair the validity or enforceability of any other provision, and
the Contracting Parties agree to renegotiate the invalid or unenforceable provision so as to cure
such defect, if possible, and have it reflect and serve as closely as possible the original intent and
purpose of same unless to do so would render the Agreement inequitable.
15.

Mediation.

In the event of dispute between any of the Contracting Parties which arises out of or relates to this
Agreement, the operation of the Authority, the dissolution of the Authority, the winding up of the
Authority's affairs, or the rights and duties of any of the Contracting Parties, including but not
limited to dispute regarding the establishment or modification of budgets and budget requests, the
Contracting Parties agree to first proceed in good faith to submit the dispute to mediation. The
parties will jointly appoint an acceptable mediator and the Authority will pay the reasonable costs
of such mediation, including the mediator's fees. If the parties cannot agree upon a mediator,
either party may request that any person then sitting as presiding judge of the Lane County Circuit
Court appoint a mediator.
16.

Termination; Winding Up

This Agreement may be terminated at any time by mutual written agreement of the Contracting
Parties. This Agreement may also be terminated by a Contracting Party upon eighteen (18) months’
prior written notice to the other Contracting Party. Upon termination, the Parties agree to follow all
“wind up” duties and responsibilities provided for in this Agreement, including but not limited to the
obligations regarding the transfer of public employees to the Authority and any subsequent transfer of
such employees back to their original employer upon termination of this Agreement, in compliance
with ORS 236.605-.640.
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Executed by approval of the Boards of Directors, this ____ day of ______________, 2019.
Siuslaw Valley Fire & Rescue (District):
Board of Directors

Western Lane Ambulance District
Board of Directors

_____________________________

______________________________

SVFR Board President

WLAD Board President

_____________________________
SVFR Secretary/Treasurer

______________________________
WLAD Secretary/Treasurer
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EXHIBIT -1
WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
LIST OF EMPLOYEES TO BE TRANSFERRED TO
WESTERN LANE FIRE & EMS AUTHORITY EFFECTIVE OCTOBER 1, 2019
Name

Title

Original Employer

Michael R Schick

Fire & EMS Chief

Siuslaw Valley Fire & Rescue

James Dickerson

Fire Ops Chief

Siuslaw Valley Fire & Rescue

Matt House

EMS Ops Chief

Western Lane Ambulance District

Dina McClure

Office Manager

Siuslaw Valley Fire & Rescue

Holly Lais

Administrative Assistant

Western Lane Ambulance District

Mary Dimon

Administrative Assistant

Siuslaw Valley Fire & Rescue

Lara Lindemann

Administrative Assistant

Siuslaw Valley Fire & Rescue

Lori Severance

CST Coordinator

Siuslaw Valley Fire & Rescue

Dixie Beach

CST Volunteer

Siuslaw Valley Fire & Rescue

Shannon Curry

CST Volunteer

Siuslaw Valley Fire & Rescue

Bianca Deris

CST Volunteer

Siuslaw Valley Fire & Rescue

Ed Lovell

CST Volunteer

Siuslaw Valley Fire & Rescue
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
EXHIBIT 2
JOB DESCRIPTIONS
Fire & EMS Chief
Fire Operations Chief
EMS Operations Chief
Office Manager
Administrative Assistant
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: FIRE & EMS CHIEF

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
PRIMARY PURPOSE
Functions as the Chief Executive Officer and Budget Officer of the Western Lane Fire & EMS
Authority (WLFEA) and is responsible for the overall administration of the Authority, and
through that agency overall administration of Siuslaw Valley Fire & Rescue (SVFR) and the
Western Lane Ambulance District (WLAD). May also provide Executive Officer and/or Budget
Officer services or administrative services for other districts or emergency response
organizations, as directed by the Board of Directors. Responsible for budgeting, planning,
coordination, and implementation of all policies established by the Board of Directors;
coordinates the operation of the District with other local fire protection and EMS agencies and
other governmental agencies; performs other duties and tasks as directed by the Board of
Directors.
Ensures operational readiness for response to fire, rescue, and medical
emergencies; may function as a Duty Officer and take command at emergency scenes.
SUPERVISION RECEIVED
This position reports to and receives policy direction from the WLFEA Board of Directors. The
SVFR and WLAD Board of Directors are jointly responsible for taking any employment actions
regarding this position.
SUPERVISION EXCERSISED
Exercises direct or indirect supervision of all WLFEA, SVFR, and WLAD department staff and
volunteers and any other staff as designated by the WLFEA Board.
ESSENTIAL FUNCTIONS/MAJOR RESPONSIBLITIES
The essential functions of the Fire & EMS Chief of WLFEA include, but are not limited to, the
below duties and responsibilities that are listed in no particular order of importance or
significance. The Fire & EMS Chief may also be required to provide similar duties to other fire
agencies or emergency response agencies, as directed by the WLFEA Board:
1.

Chief Administrative Officer in charge of oversight of all WLFEA, SVFR and WLAD
operations: Fiscal, Human Resources, Fire Prevention/Public Education, Fire
Suppression, Training, and Emergency Medical Services. Responsible for the
development and presentation of short and long-range planning for continued stable
operations of the Districts.

2.

Analyzes emergency service problems, develops plans and techniques to provide
exceptional service to the Districts. Ensures the operational readiness of the
Districts, including personnel, apparatus, and equipment readiness. Develops and
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manages a comprehensive and reliable volunteer firefighter/EMS/support personnel
response program, which may include resident volunteers, shift volunteers, and
community/respond-from-home volunteers.
3.

Coordinates with local, state, and regional emergency service and allied agencies.
Recommends to the Board of Directors and upon approval, maintains effective
automatic aid and mutual aid agreements with allied agencies. Maintains effective
working relationships with allied agencies and community partners.

4.

Develops, interprets, and directs the implementation of Standard Operating
Procedures, Policies, Directives, Protocols, and Department Rules and Regulations
as adopted by the Board of Directors. Reviews policies and procedures on a regular
basis to ensure that they remain relevant, legal and consistent with Fire and EMS
best practices. Coordinates with the District’s Medical Director in reviewing and
implementing protocols and a Quality Assurance program. Ensures that personnel
maintain required levels of continuing education and certifications.

5.

Responsible for developing short- and long-range District goals and capital
improvement or replacement schedules. Develops and maintains a ‘Standard of
Cover’. Evaluates and provides analysis of various District services and community
needs relating to fire protection, fire prevention and emergency medical services.

6.

Serves as the Budget Officer and/or Investment Officer for the Districts in planning,
developing, and projecting District budgets. Administers the budgets in a manner
which brings value to the District[s] and in compliance with applicable laws and
Board[s] policy and direction. Projects and communicates at least monthly: budget
status and any obstacles/shortfalls with regard to the budget and makes
recommendations to the Board of Directors.

7.

Identifies potential grant and alternative funding opportunities; makes application
for grants or alternative funding opportunities that meet the needs of the Districts.

8.

Acts as the communications link and maintains information and statistics as directed
by the Board of Directors and prepares reports as required. Ensures that Board of
Directors and Committee meeting agendas and related documents are prepared and
distributed on a timely basis. Attends Board of Directors meetings and workshops.

9.

Represents the Districts interests and acts as the public relations representative for
the Districts to the general public, political subdivisions, and civic and private groups
and agencies. Acts as the Public Information Officer providing information relating
to incidents or other District news for the media and other organizations.

10.

Ability to perform those physical requirements necessary for essential functions
including, but not limited to, regular sitting, standing, and general mobility;
Possesses
excellent
communication,
including
internal
and
external
communications.

11.

Identifies operational and administrative needs; organizes projects and programs,
delegates work assignments and responsibilities. Directs and manages tasks. Uses
District software to prepare correspondence, reports and spreadsheets.

12.

Ensures that required records and reports are created and submitted to appropriate
agencies as required. Ensures the maintenance of files and records relating to the
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function of the District. Responsible for ensuring required records retention and
appropriate responses to Public Records requests.
13.

Performs all aspects of this position with minimal instruction; frequently utilizes
personal judgement. Refines existing work methods, develops new techniques,
concepts or programs within established limits including District policies and all
State/Federal/County guidelines, rules, and statutes. Maintains effective and
harmonious working relationships with personnel and agencies within and external
to our organization.

14.

Performs human resource duties including the hiring, disciplining, promoting, or
termination of all staff, including career or volunteer for WLFEA, SVFR and WLAD,
within the policies adopted by the Board of Directors and Collective Bargaining
Agreements for each agency. Administers performance reviews and administers
wage and benefits packages as adopted by the Board of Directors and within the
adopted budget. Participates in labor negotiations.

15.

Plans, directs, and reviews activities of personnel performing fire & life safety inspections,
prevention activities, and public education. Oversees the enforcement of applicable fire
codes and ordinances. Ensures coordination with the State Fire Marshal, City and County
Planning and Building Officials other agencies in the enforcement of applicable prevention
and life-safety laws and codes. Coordinates with Emergency Management agencies and
organizations and serves as District representative with such agencies. Responsible for
the District’s Emergency Operations Plans.

16.

Oversees the revisions, development, of SVFR fire codes and ordinances.

17.

Ensures, directs, conducts, or assists in the investigation of fires when necessary to
determine cause, origin, and circumstances relating to the cause of such fires. Ensures
cooperation with other agencies assisting in fire cause investigations.

18.

Oversees the preparation of specifications for emergency apparatus and equipment.

19.

Serves as the representative for WLEOG. Participates as a District
representative in local, county, regional and state meetings and planning
groups relating to fire, life safety, and EMS issues.

20.

Directs firefighting and supervises subordinate officers in the development and
operations of fire training, fire prevention programs, disaster planning, and
administrative procedures. Responds to emergency incidents as required to either
directly deliver services or assume command or other ICS position as needed;
supervises the use of personnel and equipment.

21.

Tracks and monitors Federal/State/County/Regional activities that may impact
District policy, procedures or programs.

22.

Ensure the District’s compliance with Federal and State OSHA rules and
regulations.

23.

Coordinates with Emergency Management agencies and organizations and serves as
District representative with such agencies. Responsible for the District’s Emergency
Operations Plans.

24.

Attends conferences, specialized schools, seminars and other functions as necessary to
keep abreast of new developments in subjects relating to the operation and functions of
the Fire and Ambulance Districts.
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25.

In his /her absence delegates authority to the appropriate operational entity to
ensure a clear chain of command is maintained.

26.

Performs other duties and functions as the Board of Directors may require or
direct.

27.

Knowledge of principles, practices, and procedures of managing an ambulance
service, as well as an extensive understanding of Federal, State, and County
regulatory ordinances.

28.

Direct and operate and ambulance service with well trained and certified
personnel.

NOTE: The intent of this listing of ‘typical’ essential functions is to describe the principal
functions of the job. The description shall not, however, be construed as a complete listing
of all miscellaneous, incidental, or substantially similar duties which may be assigned
during normal operations.
MINIMUM QUALIFICATIONS
1.

Bachelors degree in Fire Science, Emergency Medical Services, Business or Public
Administration, or related field and/or satisfactory equivalency from a nationally or
regionally accredited college or university; supplemented with Upper Division
coursework in Fiscal and Personnel Management

2.

Minimum of 10-years of progressive structural Fire Service experience including 3
years of management experience at or above that of Battalion Chief or comparable
rank in a Fire or EMS or related emergency service field. Minimum of 5-years of
full-time paid Fire or EMS service experience.

3.

NFPA, Oregon, or IFSAC Firefighter 2; HazMat Operations, and Fire Officer 1 or
equivalent.

4.

Completion of ICS 100, 200, 300, 400, 700 courses.

5.

Valid Oregon Driver’s License [or ability to obtain within 30-days of employment]
and insurable by the Authority insurance carrier.

6.

Ability to communicate in English, both orally and in writing; as well as to effectively
perform public speaking.

7.

Thorough knowledge of fire prevention codes and practices, public education,
fireground operations, fire cause investigations, emergency medical services,
human resources, labor law and negotiations, budget preparation and management,
open meeting laws, community relations, apparatus maintenance, firefighter and
EMS safety, training programs, and recruitment and retention of volunteers.

8.

Display a high level of leadership, communication, and motivational skills.

9.

After a conditional offer of employment, successfully pass a District background
check and medical physical. Must be bondable and insurable through the District’s
insurance agent for fiscal responsibilities.
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10.

The Fire & EMS Chief is required to reside within the geographic boundaries of the
Siuslaw Valley Fire District within 6-months of appointment and shall remain so
during the tenure as Fire & EMS Chief.

11.

Any combination of training, education and experience that demonstrates the
equivalent requirements may be considered at the discretion of the District.

PREFERRED QUALIFICATIONS
1.

Bachelor’s or Master’s in Public Administration (or fire or medical related field) from
a nationally or regionally accredited college or university.

2.

NFPA, Oregon, or IFSAC Fire Officer 2, 3, or 4 certification or equivalent.

3.

NFPA, Oregon, or IFSAC HazMat Incident Commander certification or equivalent.

4.

Graduate of the National Fire Academy Executive Fire Officer Program.

5.

Oregon and/or National Certified EMT or Paramedic.

6.

Knowledge of principles, practices, and procedures of managing an Ambulance
Service Area, as well as extensive knowledge of Federal, State, and County
regulatory ordinances. Management experience with an ambulance transport
agency.

WORK ENVIRONMENT
Regular work hours are eight-hour days, five days a week; however, evening and weekend
meetings are common. Occasionally required to maintain unpaid ‘on-call’ status while offduty. Travel is primarily local or regional during the business day, although some out-of-area
travel and overnight may be expected. Work activities vary widely and include office and
administrative work, response to alarms, attendance at meetings; presenting information to
groups or conducting training sessions, daily driving of passenger vehicles or fire and rescue
apparatus. Response to alarms may occur at any time. The employee may be exposed to
wet or humid conditions, fumes, smoke, toxic or caustic chemicals, extreme cold or extreme
heat and vibration. The individual may be exposed to blood or other potentially infectious
materials during the course of duties. The person in this position must be able wear and
utilize various types of respirators, including Self-Contained Breathing Apparatus.
PHYSICAL DEMANDS
The physical demands here are representative of those that must be met by an employee
able to perform the essential functions of the job.
While performing duties of this job, the employee is frequently required to sit; talk; hear;
stand; walk; use hands and fingers to feel, handle or operate objects, tools or controls; reach
with hands and arms. The employee is occasionally required to climb, balance, stoop, kneel,
crouch, crawl, taste and smell. The employee may occasionally work from heights such as
roofs or ladders.
The employee must be able to frequently lift or move up to 25 pounds and occasionally lift or
move up to 130 pounds. Specific vision abilities required by this job include close vision,
distance vision, peripheral vision, depth perception, and the ability to adjust focus.
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The employee needs to be able to drive vehicles, including fire and rescue apparatus in all
types of weather, and under normal and emergency response conditions.

SUCCESSFUL TRAITS
The District’s Board of Directors desire an applicant who possesses the knowledge and
experience of the modern practices, principles and procedures of operating Fire and EMS
Districts with only general direction given by the Board. They must possess the political and
personal skills necessary to guide the Board, Authority, and Districts through the development
and execution of a comprehensive Strategic Plan. The desirable candidate must possess a
strong understanding and experience with budgeting practices, Human Resources, and
Labor/Management relations.
This position operates independently with minimal office support and must have computer
skills to navigate word processing, data basing, and basic spreadsheet software.
Performance of functions has significant financial, reputational, and operational impact upon
the District that requires the incumbent to use a high degree of judgment and tact in the
execution of the essential functions. Requires some travel, both inside and outside the
District, as he or she represents the District in community, political, and other EMS related
activities. Involves limited exposure to hazards and extreme conditions but may require such
exposure in the event of major disaster operations supervision or routine involvement in
emergency operations at the command level. May involve periodic working under a high
degree of stress and may require the periodic working of long hours in the performance of
essential functions.
The Fire & EMS Chief is responsible for all operations and activities of the Authority and
Districts and any other organization with whom the District has agreed to provide
administrative services. Involves a high degree of regular contact with others, both inside and
outside of both organizations as he or she works independently on a wide variety of complex
duties and responsibilities, with only general direction given by the Board of Directors.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:
10/1/2019

DIVISION TITLE: ADMINISTRATIVE
POLICIES – JOB DESCRIPTIONS

REVISION DATE:

SECTION TITLE: FIRE Operations Chief

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY:
Under the direction of the Fire & EMS Chief, with minimal supervision, directs, manages,
supervises, and coordinates the activities and operations of Siuslaw Valley Fire and Rescue
(SVFR) 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 & EMS Chief. The Fire Operations Chief is responsible for ensuring that all daily
operational functions and activities are performed in a legal and efficient manner to provide
maximum contribution to and support of the fulfillment of WLFEA’s and SVFR’s mission
EXAMPLES OF 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
SVFR 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 SVFR career staff; assigns
work activities, projects and programs; reviews and evaluates work products, methods
and procedures; meets with staff to identify and resolve problems, assists staff with
career development plans.
• Participates in the selection and evaluation of SVFR 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 SVFR’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 SVFR’s training programs for
firefighting, emergency medical services and other emergency response services and
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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 & EMS Chief.
Serves as the liaison for assigned agency 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.
In the absence of the Fire & EMS Chief assumes operational and administrative
authority of SVFR.

MINIMUM QUALIFICATIONS
EDUCATION AND EXPERIENCE: The successful candidate will typically have 5 years of
increasingly responsible EMS experience with a proven record of personnel
supervision/command. The ideal qualifications consist of a combination of education and
experience commensurate with the responsibilities of the position and should include three
years of recent ALS transport experience. A Bachelor’s Degree in fire science, healthcare, or
a closely related field, from an accredited institution, is highly desirable. WLFEA reserves the
right, in its sole discretion, to determine whether the combination of education and
experience are commensurate with the requirements of the position.
LICENSE/CERTIFICATE AND ADDITIONAL REQUIREMENTS:
• Firefighter 2 (IFSAC or equivalent).
• Hazardous Materials Operations (IFSAC or equivalent)
• EMT-Basic (State of Oregon).
• Fire Officer 2 (IFSAC or equivalent).
• Driver Operator (IFSAC or equivalent)
• Emergency Vehicle Incident Prevention (or equivalent*) certification.
• Possess and maintain a valid Oregon Drivers’ License
• Obtain and maintain ICS-400, IS-700 and IS-800 certifications.
• Pass a job-based physical agility test.
• Pass a comprehensive background investigation.
• Pass a medical examination for employment, including drug and alcohol screening.
• Must sign a non-tobacco use agreement.
• Must reside within the service area for SVFR
• Knowledge of the geography of WLFEA or the ability to obtain and retain such
knowledge within the first six months of appointment.
* WLFEA reserves the right, in its sole discretion, to determine whether or not an alternate
certification is equivalent. All Certifications and Licenses required for this job must be kept
current as a condition of continued employment. The District can elect to waive certain
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requirements if the candidate is currently employed and has satisfied said requirements
through the course of employment.
KNOWLEDGE, SKILLS & ABILITIES: 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 a 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.
THE IDEAL CANDIDATE WILL:
•
•
•
•
•

Be a dynamic leader, teacher, mentor and Fire innovator who is approachable, open,
and experienced at developing relationships in a team environment.
Have demonstrated the ability to exercise sound judgment and decision making both in
an emergency response environment and in administrative and management situations.
Be an excellent communicator and be able to express himself/herself clearly and
concisely, both orally and in writing.
Represent WLFEA and SVFR and make effective presentations in public situations,
including Administrative Board and community events.
Be a seasoned Fire supervisor experienced at command of all types of emergencies.
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•

•
•

•
•
•
•
•

Possess a solid understanding of the Incident Command System and be capable of
managing complex multi-unit and multi-agency emergency incidents. Be able to quickly
analyze complex emergency situations and take appropriate actions.
Have experience as a manager/supervisor over a shift, ambulances, stations or crews.
Have demonstrated experience handling citizen inquiries and complaints; the ability to
perform effective public relations functions; can effectively resolve disputes, issues and
disciplinary matters.
Be proficient in the use of PCs and laptop computers and programs such as MS Outlook,
Word, and Excel.
Be willing to carry a pager/radio and/or cell phone at all times while on duty and when
off duty.
Recognizes the importance to serve as a call back paramedic occasionally.
Have experience working in or with volunteer systems.
Have outdoor technical rescue training and experience.

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.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. While performing the duties of this job, the employee is frequently
required to sit, talk, walk, hear, stand, lift, drive a motor vehicle, use hands to finger, hand,
feel, or operate objects, tools, devices, or controls; reach with hands and arms.
The position requires full range of motion, including handling and lifting patients on gurney.
Routinely requires lifting and carrying of 50 to 100 pounds repetitively during a day,
including pushing and pulling of a gurney at 32 to 36 inch height with a 200 plus pound
patient and one person to assist. Requires kneeling, balancing, stooping, standing, walking,
climbing (including ascending and descending stairs), occasionally while
pushing/pulling/controlling a litter or seat/lift with same 200 plus pound patient, depth
perception, eye/hand coordination, and finger dexterity.
Requires sustained crouching or sitting with forward flexion of low back. Involves reaching
for and lifting objects over 10 pounds and then carrying for a distance. Requires occasional
lifting over 100 pounds. Requires hearing and oral communication abilities in order to use
phones or two-way radios to communicate.
WORK ENVIRONMENT: The work characteristics described here are representative of
those an employee encounters while performing the essential functions of this position.
•

The Employee will work primarily in an administrative capacity but will be expected
to serve as a response paramedic to ensure emergency response service levels are
maintained.

The statements and requirements in this document are intended to describe the general
nature and level of work performed by individuals assigned to this position. They are not
intended to be construed as an exhaustive list of all responsibilities, duties, and skills
required of the position. This document in no way constitutes a contract of employment.
WLFEA reserves the right to modify position descriptions, polices, operational directives,
or any other procedural documents at any time, for any reason, without prior notice.
HEALTH HAZARDS: Exposure to blood and body fluids and airborne hazards – standards
and precautions are available and mandated. Working near or around hazardous materials
or environments – standards and precautions are available and mandated. Exposure to
various environmental conditions. Driving emergency vehicles. Working near or around
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hostile situations and occasionally unknowingly entering hostile environments – standards
and precautions to reduce risks are available and mandated.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: EMS Operations Chief

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief, with minimal supervision,
oversees all aspects of daily operations for Western Lane Ambulance District (WLAD). The
EMS Operations Chief is responsible for coordinating the day-to-day scheduling of
personnel, daily emergency and non-emergency operations, special event planning and
response. The EMS Operations Chief acts as the primary coordinator of interagency relations
for operational issues and programs. He or she is assigned to an administrative position
with backup emergency response duties as an operational lead paramedic on an ALS
transport ambulance. The EMS Operations Chief is responsible for ensuring that all daily
operational functions and activities are performed in a legal and efficient manner to provide
maximum contribution to and support of the fulfillment of WLFEA’s and WLAD’s mission.
EXAMPLES OF DUTIES:
• Be able to perform morning shift briefings each duty day (briefing of roster, schedule,
equipment issues, events, etc.) and continuously monitor radio traffic and resolve issues
throughout the day.
• Be able to initiate requests for mutual aid and for personnel call-back when necessary.
• Evaluate work performance of subordinates and provide feedback for professional
growth and/or direction for corrective action where appropriate.
• Interpret administrative policy to subordinate personnel; suggest needed policy
changes.
• Provide input to agency policy, planning and objectives, as well as participate in short
and long-range agency planning. Effectively share information with other team
members to improve effectiveness of planning.
• Plan, evaluate, assign, and coordinate multiple tasks and projects for assigned
responsibility.
• Assist in the development and manage assigned budget and expenditures, as well as
approve or recommend budget and expenditures.
• Handle personnel problems and discipline as necessary, requested, and/or required.
• Attend or delegate the responsibility to attend assigned meetings necessary to ensuring
the mission of the District is served.
• In the absence of the Fire & EMS Chief assumes operational and administrative
authority of WLAD.
MINIMUM QUALIFICATIONS
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EDUCATION AND EXPERIENCE: The successful candidate will typically have 5 years of
increasingly responsible EMS experience with a proven record of personnel
supervision/command. The ideal qualifications consist of a combination of education and
experience commensurate with the responsibilities of the position and should include three
years of recent ALS transport experience. A Bachelor’s Degree in fire science, healthcare, or
a closely related field, from an accredited institution, is highly desirable. WLFEA reserves the
right, in its sole discretion, to determine whether the combination of education and
experience are commensurate with the requirements of the position.
LICENSE/CERTIFICATE AND ADDITIONAL REQUIREMENTS:
• NEMT-P certified Paramedic.
• ACLS (or equivalent*) certification.
• PALS (or equivalent*) certification.
• PHTLS (or equivalent*) certification.
• BLS HCP (or equivalent*) certification.
• Hazardous Materials Operations (or equivalent*) certification.
• Emergency Vehicle Incident Prevention (or equivalent*) certification.
• Possess and maintain a valid Oregon Drivers’ License
• Obtain and maintain ICS-400, IS-700 and IS-800 certifications.
• Pass a job-based physical agility test.
• Pass a comprehensive background investigation.
• Pass a medical examination for employment, including drug and alcohol screening.
• Must sign a non-tobacco use agreement.
• Must reside within the service area for WLAD
• Knowledge of the geography of WLAD or the ability to obtain and retain such knowledge
within the first six months of appointment.
* WLAD reserves the right, in its sole discretion, to determine whether or not an alternate
certification is equivalent. All Certifications and Licenses required for this job must be kept
current as a condition of continued employment. The District can elect to waive certain
requirements if the candidate is currently employed and has satisfied said requirements
through the course of employment.
KNOWLEDGE, SKILLS & ABILITIES: Thorough knowledge of emergency medical
conditions, techniques and procedures; good social skills and general intelligence; good
powers of observation; ability to operate all equipment needed to serve as a WLAD
paramedic; ability to perform calmly and efficiently in crisis situations; ability to maintain
records, and prepare reports using a computer; ability to demonstrate operational and
technical expertise in advanced life support, basic life support, critical care transport, special
events, and incident command systems; ability to understand and follow oral and written
instructions; ability to understand written laws and apply them to specific situations;
physical strength adequate to lift unconscious patients; ability to operate assigned vehicle
during routine and emergency driving conditions; willingness to work nights, weekends,
holidays, and assigned shifts; willingness to work with volunteer first response agencies;
willingness to participate and assist in training activities; willingness to maintain vehicles,
equipment and station in good condition; willingness to maintain physical condition
commensurate with the demands of the position.
THE IDEAL CANDIDATE WILL:
•
•

Be a dynamic leader, teacher, mentor and EMS innovator who is approachable, open,
and experienced at developing relationships in a team environment.
Have demonstrated the ability to exercise sound judgment and decision making both in
an emergency response environment and in administrative and management situations.
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•
•
•
•

•
•

•
•
•
•
•

Be an excellent communicator and be able to express himself/herself clearly and
concisely, both orally and in writing.
Represent WLFEA and WLAD and make effective presentations in public situations,
including Administrative Board and community events.
Be a seasoned EMS supervisor experienced at command of all types of emergencies.
Possess a solid understanding of the Incident Command System and be capable of
managing complex multi-unit and multi-agency emergency incidents. Be able to quickly
analyze complex emergency situations and take appropriate actions.
Have experience as a manager/supervisor over a shift, ambulances, stations or crews.
Have demonstrated experience handling citizen inquiries and complaints; the ability to
perform effective public relations functions; can effectively resolve disputes, issues and
disciplinary matters.
Be proficient in the use of PCs and laptop computers and programs such as MS Outlook,
Word, and Excel.
Be willing to carry a pager/radio and/or cell phone at all times while on duty and when
off duty.
Recognizes the importance to serve as a call back paramedic occasionally.
Have experience working in or with volunteer systems.
Have outdoor technical rescue training and experience.

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.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions. While performing the duties of this job, the employee is frequently
required to sit, talk, walk, hear, stand, lift, drive a motor vehicle, use hands to finger, hand,
feel, or operate objects, tools, devices, or controls; reach with hands and arms.
The position requires full range of motion, including handling and lifting patients on gurney.
Routinely requires lifting and carrying of 50 to 100 pounds repetitively during a day,
including pushing and pulling of a gurney at 32 to 36 inch height with a 200 plus pound
patient and one person to assist. Requires kneeling, balancing, stooping, standing, walking,
climbing (including ascending and descending stairs), occasionally while
pushing/pulling/controlling a litter or seat/lift with same 200 plus pound patient, depth
perception, eye/hand coordination, and finger dexterity.
Requires sustained crouching or sitting with forward flexion of low back. Involves reaching
for and lifting objects over 10 pounds and then carrying for a distance. Requires occasional
lifting over 100 pounds. Requires hearing and oral communication abilities in order to use
phones or two-way radios to communicate.
WORK ENVIRONMENT: The work characteristics described here are representative of
those an employee encounters while performing the essential functions of this position.
•

The Employee will work primarily in an administrative capacity but will be expected
to serve as a response paramedic to ensure emergency response service levels are
maintained.

The statements and requirements in this document are intended to describe the general
nature and level of work performed by individuals assigned to this position. They are not
intended to be construed as an exhaustive list of all responsibilities, duties, and skills
required of the position. This document in no way constitutes a contract of employment.
WLFEA reserves the right to modify position descriptions, polices, operational directives,
or any other procedural documents at any time, for any reason, without prior notice.
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HEALTH HAZARDS: Exposure to blood and body fluids and airborne hazards – standards
and precautions are available and mandated. Working near or around hazardous materials
or environments – standards and precautions are available and mandated. Exposure to
various environmental conditions. Driving emergency vehicles. Working near or around
hostile situations and occasionally unknowingly entering hostile environments – standards
and precautions to reduce risks are available and mandated.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 10/1/2019

DIVISION TITLE: ADMINISTRATIVE POLICIES – REVISION DATE:
JOB DESCRIPTIONS
SECTION TITLE: OFFICE MANAGER

REVIEWED DATE:

CLASSIFICATION: Full-Time, FLSA-Exempt, Salaried, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief, with minimal supervision,
oversees all aspects of finance, human resources, and general administrative support for
Western Lane Fire & EMS Authority (WLFEA), Siuslaw Valley Fire and Rescue (SVFR), and
Western Lane Ambulance District (WLAD). The Office Manager supervises all administrative
staff in accordance with Authority policy and procedures.
EXAMPLES OF DUTIES:
Financials:
• Oversees daily accounts payable/accounts receivable transactions.
• Prepares annual budgets in compliance with Oregon Budget Law and files all budget
documents with the counties. Coordinates budget committee members.
• Works with auditors to perform annual audits and closing journal entries.
• Prepares monthly financial reports for management and board meetings.
• Oversees bank deposits, bank transfers, and bank statement reconciliations.
• Prepares end of year 1099’s.
Human Resources:
• Oversees the in-processing of new hire employees, discipline documentation when
needed, and maintains employee files in electronic format.
• Enrolls employees in health/dental/life insurance, deferred comp (VALIC & VOYA),
HRA VEBA, Pacific Source, AFLAC and PERS programs.
• Oversee monthly payroll and payroll deductions (medical insurance,
union/association dues, deferred comp, garnishments).
• Prepares reports for insurance team to renew health insurance and workers comp
annually.
• Assist in processing workers comp claims.
Administration:
• Oversees that public meeting notice is given according to Public Meeting Law and
assists in preparing board meeting agendas.
• Provides support for new board members (binders, email, iPads).
• Prepares monthly Admin Report and Resolutions (as needed) for board meetings.
• Updates policies and procedures as needed.
• Attend weekly manager and staff meetings.
• Works with insurance team on annual property/casualty insurance renewals.
• Works with management team to update Admin IGA and Strategic Plans as needed.
• Ensures front desk staff is providing customer service in person and on the phone.
IT:
•

Maintains inventory of all computers, iPads, and laptops.
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•
•
•
•

Works with IT service provider in maintaining anti-virus, cloud backup, internet,
software and emails subscriptions.
Coordinates all IT repairs, network issues, and upgrades to equipment with IT
service provider.
Coordinates email addresses and logins for all staff and board members.
Updates district web sites with administration notices and documents.

MINIMUM QUALIFICATIONS
EDUCATION and/or EXPERIENCE: Two years of Undergraduate work required. Four-year
degree in Business, Account or Finance from a regionally or nationally accredited university
highly desired. Four years similar work experience desired.
KNOWLEDGE, SKILLS & ABILITIES: To perform the job successfully, an individual should
demonstrate the following:
•
•
•
•

•
•
•
•
•
•
•
•
•

Designs and implements improved work flows and procedures.
Develops project plans; coordinates projects; communicates changes and progress;
completes projects on time and budget.
Responds promptly to customer needs; responds to requests for service and
assistance.
Ability to communicate effectively in English in oral and written form. Ability to read,
analyze, and interpret common financial and technical journals, financial reports,
policies, and procedural and legal documents. Speaks clearly and persuasively in
positive or negative situations; Demonstrates group presentation skills.
Balances team and individual responsibilities. Maintains a positive attitude under
stressful conditions.
As a lead to employees and volunteers, delegates work assignments; sets
expectations and monitors delegated activities.
Looks for ways to implement a “continual improvement strategy”.
Works within approved budget.
Follows policies and procedures; completes administrative tasks correctly and on
time.
Plans, organizes and prioritizes work.
Observes, and ensures subordinates observe, safety and security procedures;
determines appropriate action beyond guidelines; reports potentially unsafe
conditions; uses, and ensures subordinates use, equipment and materials properly.
Manages competing demands.
Ability to operate a personal computer. Knowledge of current software applications
related to the functions and operations of a finance department. Detail knowledge of
word processing, spreadsheet, and database software. Ability to navigate and utilize
the Internet.

PHYSICAL DEMANDS & WORK ENVIRONMENT: The physical demands and work
environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Employee may be required
to lift up to 25lbs to perform the job duties.
Requirements: Candidate must sign a contract with the Authority agreeing to be a nontobacco user. Candidate must have a current Oregon Driver's License and be insurable by
the Fire District. Candidate must agree to and pass a District drug test.
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Western Lane Fire & EMS Authority

SECTION NUMBER:

EFFECTIVE DATE:
10/1/2019
DIVISION TITLE: ADMINISTRATIVE POLICIES – JOB REVISION DATE:
DESCRIPTIONS
OPERATIONS AND PROCEDURES MANUAL

SECTION TITLE: FULL and PART TIME
ADMINISTRATIVE ASSISTANT

REVIEWED DATE:

Classification: Non-Exempt Hourly, Non-Union
JOB SUMMARY: Under the direction of the Fire & EMS Chief and the immediate supervision
of the Office Manager, provides administrative support in preparing financials, human
resources, and general administration for Western Lane Fire & EMS Authority (WLFEA),
Siuslaw Valley Fire and Rescue (SVFR), or Western Lane Ambulance District (WLAD). The
duties listed within this job description may be shared among full time and part time
administrative assistants.
EXAMPLES OF DUTIES:
Administration:
• Provides receptionist duties at the front desk and switchboard, opens and distributes
daily mail, issues burn permits/address signs.
• Performs Recording Secretary duties: posts public meeting notices, assists in
preparing board meeting agendas, minutes, and packets.
• Provides support to district staff including correspondence, reports, monthly
newsletters; arranges group functions, meetings and meals when needed.
• Updates Authority and District web sites and media with notices and other
documents.
• Purchases office supplies.
• Coordinates IT repairs with IT Service Provider.
• Prepares the input of data, deposits, and mailings for the annual LifeMed program.
• May perform Administrative Assistant duties for Western Lane Emergency Operations
Group (WLEOG), including preparation of minutes and packets.
• Updates policy manuals and TeamRescue.
Financials:
• Enters daily accounts payable, accounts receivable and credit card transactions.
• Assists Office Manager in preparation of annual budgets and audits.
• Enters transactions into financial software and prepares weekly bank deposits.
• Assists with monthly bank statement and credit card reconciliations.
Human Resources:
• Assists in the onboarding of new hire employees.
• Maintains personnel, medical and training files.
• Enrolls employees in health/dental/life insurance, deferred comp (VALIC & VOYA),
HRA VEBA, Pacific Source, AFLAC programs.
• Receive Fire Logs from Dispatch, input Target Solutions/Incident/Drill reports.
• Prepare monthly payroll, coordinate payroll deductions (medical insurance,
union/association dues, deferred comp, garnishments).
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•
•
•

Enters PERS for eligible employees following payroll.
Assist Recruit/Retention with auxiliary, volunteers, and update workers comp.
Assist employees with changes in their personal or payroll status, programs, and
other needs.

MINIMUM QUALIFICATIONS
EDUCATION and/or EXPERIENCE: Minimum of a High School Diploma. Associates degree
or higher is desirable. Any combination of work experience and education which provides the
required level of knowledge and abilities may be considered.
KNOWLEDGE, SKILLS & ABILITIES: To perform the job successfully, an individual should
demonstrate the following:
• Responds promptly to customer needs, requests for service and assistance.
• Ability to communicate effectively in English in oral and written form. Speaks clearly
and persuasively in positive or negative situations.
• Maintains a positive attitude under stressful conditions. Ability to perform work for a
number of individuals and handle interruptions and adjustments to priorities
throughout the day.
• Follows Authority and District policies and procedures.
• Ability to maintain strict confidentiality.
• Plans, organizes and prioritizes work. Completes administrative tasks correctly and on
time.
• Have sound knowledge and ability in business correspondence, the ability to
proofread grammar, spelling, and punctuation with a high degree of accuracy.
• Have broad knowledge of office equipment related to the functions and operations of
an administration office.
• Ability to operate a personal computer and knowledge of word processing,
spreadsheet, and database software. Ability to navigate and utilize the Internet.
PHYSICAL DEMANDS & WORK ENVIRONMENT: The physical demands and work
environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Employee may be required
to lift up to 25lbs to perform the job duties.
Requirements: Candidate must sign a contract with the Authority agreeing to be a nontobacco user. Candidate must have or obtain an Oregon Driver's License and be insurable
by the Authority. Candidate must agree to and pass a background check and a drug test.
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WESTERN LANE FIRE & EMS AUTHORITY
INTERGOVERNMENTAL AGREEMENT FOR FIRE AND EMERGENCY
SERVICES AND CREATION OF NEW ORS CHAPTER 190 ENTITY
ADDENDA 1
Western Lane Fire & EMS Authority appoints the SVFR Fire & EMS Chief to oversee the operation of
the Authority and to assume the duties as specified in the Fire & EMS Chief Job Description and this
IGA.
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WESTERN LANE FIRE & EMS AUTHORITY
List of policies to be adopted by WLFEA Board of Directors
1.1 Maintenance/Distribution of Manuals
1.3 Policy on Fees for Obtaining Public Records
1.4 Public Contracting Rules – Selection of Persons to Perform Personal Service Contracts
1.5 Personnel Records and Retention
1.6 Cell Phone Stipend
1.7 Holidays Observed
1.9 Military Leave
1.10 Administrative Leave
1.11 Compensation Time
1.12 Flextime Policy
1.13 Progressive Discipline
1.14 Exit Interviews
1.15 Use of SDAO’s Pre-Loss Program
1.16 Career Personnel – Organizational Structure
1.17 Career Personnel
1.18 Attendance Policy
1.20 Alcohol, Controlled Substances, Legal Recreational Drugs
1.21 Educational Incentive
1.22 Payroll, Scheduling, and Overtime Practices
1.23 Procedure for Reporting Related Injuries
1.24 Non-Discrimination and Harassment
1.25 Vacation
1.26 Jury Duty
1.28 Social Media Policy
1.29 Use of Data-Mobile Devices
1.45 Uniform Standards
1.46 Grooming Standards
1.48 Authority Logo
1.50 Meritorious Awards and Citations
1.51 Code of Conduct
1.52 Conflict Resolution
1.53 Employee Dating
1.55 Fiscal Policy
1.56 Purchasing Policy
1.57 Public Procurement Policy
2.1 Functionality, Officers, Meetings
2.2 Adoption, Amendment and Repeal of Policies and other Regulations
2.6 Director Gifts and Authority Issued Apparel and Equipment
2.8 Oregon Ethics Laws
2.9 Whistle Blower Protection
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1.1WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.1

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- ADMINISTRATIVE POLICIES

REVISION DATE:

SECTION TITLE: MAINTENANCE/DISTRIBUTION OF MANUALS

REVIEWED DATE:

COMPILATION OF POLICY MANUALS
The Fire & EMS Chief shall compile all of the policies and procedures adopted by the Board into a District
“Policy and Procedures Manual”. The Fire & EMS 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 new employee orientation. 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 Authority’s main
Administrative office during regular business hours.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.3

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PUBLIC RECORDS

REVISION DATE:

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), Western Lane Fire & EMS
Authority adopts this policy for recovering costs of obtaining or reviewing public records.
This policy applies only to records of Western Lane Fire & EMS Authority 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 Authority 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 Authority office during normal working hours,
mailed to the Authority at 2625 Highway 101 North, Florence, OR 97439 or e-mailed to the Authority at
Dina@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 Authority shall inform the individual requesting the records
when the requested records will be available for review and/or copying.
The Authority’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.
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•

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 Authority 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 billed
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 Authority, and the estimated fee must be deposited with the Authority
before Authority 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 Authority personnel are unable to locate the requested records,
or the Authority 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 Authority may furnish records without charge or at a substantially reduced fee if the Authority
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 Authority’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 Authority’s attorney, the requester will be billed for the actual
cost to the Authority of the time spent by the Authority’s attorney to review, redact and segregate the
records. The Authority will not charge a requester for time spent by the Authority’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 Authority will provide a
written cost estimate to the requester and will not proceed/respond to the request until the Authority
receives confirmation that the requester wants the Authority to respond to the request.
At no time will original records or photographs of the Authority be removed from the Authority files or
from the place of regular record retention. Original Authority records and/or photographs shall not be
reviewed unless Authority personnel are available to oversee that review. The charge for Authority
personnel time for monitoring will be at a rate of $5.00/quarter hour, with a minimum charge of one
quarter hour.
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Western Lane Fire & EMS Authority
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.
(Name or description of record)

2.
(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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Western Lane Fire & EMS Authority
2625 Highway 101 North Florence, OR 97439-9702
(541) 997-3212

To:
Date:
In accordance with ORS 192.440(2), this is to acknowledge the Western Lane Fire & EMS Authority’s
receipt on
of your request for the following record(s):
1.

2.

Having reviewed your request, we are able to inform you that:
Copies of all requested public records for which the Authority does not claim an exemption from
disclosure under ORS 192.410 to 192.505 are enclosed.
The Authority does not possess or is not the custodian of the requested records.
The Authority is uncertain whether we possess the requested record(s). We will search for the record(s0
and make the appropriate response as soon as practicable.
The Authority is the custodian of at least some of the requested pubic records. We estimate that it will
require
before the public records may be inspected or copies of the records will be
provided.
We estimate that the fee for making the records available is $
a condition of receiving the records.

, which you must pay as

The Authority is the custodian of at least some of the requested public records. We will provide an
estimate of the time and fees for disclosure of the public records within a reasonable time.
State or Federal law,
whether the requested record(s) exist.

, prohibits the Authority form acknowledging

The Authority is unable to acknowledge whether the requested record(s) exist because that
acknowledgement would result in the loss of federal benefits or other sanction pursuant to
.
The Authority cannot discern from your request what records you are requesting. Please clarify your
request with additional detailed information identifying the records requested.

201

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.4

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Western Lane Fire & EMS Authority 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 & EMS
Chief to select three (3) qualified applicants for the personal service contract at issue. At the Fire & EMS
Chief’s discretion, the Authority may solicit applications for the personal service contract by
advertisement.
•

The Fire & EMS 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.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.5

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PERSONNEL RECORDS AND RETENTION

REVIEWED DATE:

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 Office Manager. 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
& EMS 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.
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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 Authority may examine an employee's personnel
record. This policy and procedure applies to all Authority 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 Authority. 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 Authority
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 Office Manager 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

204

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.6

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATION – PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CELL PHONE STIPEND

REVIEWED DATE:

PURPOSE
To establish policy and guidelines for the provision of a wireless communications stipend to employees
who have documented an official business need for a communications device and continue to meet this
need under the Eligibility Requirements section of this policy.
SCOPE
This policy applies to all staff, and administrators who, as a part of their official employment, have a
constant and recurring need for using a wireless communications device. The wireless communication
stipend is intended to reimburse the employee for the business use of the device. The stipend is not
intended to fund the cost of the device nor pay for the entire monthly bill. The assumption is that most
employees also use their wireless communication devices for personal calls.
OBJECTIVE
To assist the Authority in achieving maximum productivity by an employee using a wireless
communication device and complying with IRS Regulations. (IR-2011-93) The Authority will reimburse
the employee for the costs associated with business use related to the wireless communication device
owned by the employee.
DEFINITIONS
Wireless Communication Device. A device that transmits and receives voice, data, and/or text without
being physically connected to the Authority network. This definition includes but is not limited to such
devices as cellular telephones, wireless internet services, wireless data devices, and cellular
telephone/two-way devices.
Wireless Communications Stipend. The wireless communications stipend does not constitute an increase
in base pay, nor will it be included in the calculation of percentage increases to base pay.

POLICY
Eligibility Requirements
To qualify for the wireless communication stipend, the employee must have an Authority business
need, defined and approved by the Officer Manager, that includes one or more of the following:
•

The duties of the position may lead to potentially dangerous scenarios and situations with no
other acceptable or reliable means of alternative communications.
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•

The duties of the position require that the employee work regularly in the field, away from land
line communication and needs to be immediately accessible.

•

The duties of the position are such that immediate emergency response is critical (executive,
police, or emergency responder) or the employee is responsible for critical infrastructure or
operational support and needs to be immediately accessible at all times.

•

The duties of the position require a significant amount of travel during regular work hours or
outside normal hours but related to official Authority business and access to information
technology systems, which in the judgment of the Authority, render the employee more
productive and/or the service the employee provides more effective.

•

The duties of the position require response and decision making to life-threatening or public
safety issues and situations.

•

The duties of the position make it necessary that the employee be accessible to communicate
with senior management at any time.

•

The Fire & EMS Chief of the Authority deems it necessary to ensure the flow of information and
critical support of the Authority’s mission.

Responsibilities of Employees Receiving Stipend
When a wireless communication stipend has been approved and provided to an employee for the
conduct of official business, the employee must comply with the following:

•

The employee will provide the phone number to the Office Manager or department head/chair
within five days of activation and will be available for calls (in possession of the wireless
communication device and have it turned on) as allowed/prescribed by the applicable CBA.

•

The employee will provide a copy of their current statement at the time they begin the stipend
and annually thereafter on July 1st of each fiscal year.

•

In most cases, the employee may select any wireless carrier whose service meets the
requirements of the job responsibilities as determined by the Fire & EMS Chief or Office
Manager.

•

The employee must inform their supervisor immediately when the eligibility criteria are no
longer met or within 5 working days if the wireless service has been cancelled.

•

Management may periodically request that the employee provide a copy of the first page of the
phone bill to verify that he/she has an active wireless phone plan. Management may also
periodically request documentation of substantial business use. At minimum, documentation is
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required when initially applying for the stipend and annually when the stipend is renewed. The
Wireless Communications Stipend Status form will be used for the yearly review and reauthorization, or cancellation of allowance.
•

The employee is responsible for all charges on his/her personal wireless plan, including early
termination fees. If the employee leaves the position, he/she continues to be responsible for the
contractual obligations of his/her wireless plan.

•

The employee is personally responsible for complying with international, federal, state, and
municipal laws regarding the use of wireless phones and other communication devices while
driving. Under no circumstances will the Authority be liable for non-compliance.

•

The employee should use discretion in relaying confidential business-related information over
any wireless devices since wireless transmissions are not secure.

•

The employee does not need to maintain a log for business and personal phone calls if receiving
a wireless stipend.

•

The employee agrees to keep their phone password protected to ensure access to sensitive
Authority related information is secure in the event the device is lost or stolen.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.7

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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 Authority:
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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.8

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL PROCEDURES

REVISION DATE:

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. Western Lane Fire & EMS Authority (WLFEA) is committed to following all
laws and treating employees fairly while simultaneously insuring the interests of the Authority 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. While WLFEA is not
a “covered employer” and WLFEA employees are not “covered employees” under the Oregon Family
Leave Act (OFLA) and Family Medical Leave Act, the intent of this voluntarily-adopted policy is to provide
qualifying employees with some of the OFLA/FMLA leave benefits and provide a fair working
environment for our full-time employees. This policy is intended to establish clear expectations for both
the WLFEA management team and the employee to follow in the use and administration of sick leave
for full time employees. This policy may be amended from time to time by the Board.
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
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more than five days, they may use accumulated sick leave up to an additional five days upon the
approval of their supervisor.
•

Employees who have exhausted their sick and nearly exhausted vacation leave benefits may
receive a gift of sick leave or vacation from other Authority employees if they require extended
time off for an illness or injury of themselves or an immediate family member requiring their
care. In such event, the Authority’s only involvement shall be the transfer of an employee’s sick
and/or vacation leave credit in accordance with the employee’s request and add it to the sick
leave balance of another employee. Employees may donate up to 10% of their accrued sick and
vacation leave balance. Only employees who have accumulated more than 350 of combined sick
leave and vacation hours may make a contribution and no employee may contribute more than
60 hours per year to other employees. Employees wanting to donate sick and vacation leave
hours to another employee shall notify the Fire & EMS Chief in writing how many hours they
want to donate and to which employee they want to donate it to. In extreme situations the Fire
& EMS Chief with the permission of the Board of Directors may authorize other assistance to an
employee who is in good standing. These situations will be handled on a case by case basis and
shall not be considered as precedent setting.

•

Employees shall be charged sick leave on an hour by hour basis for each hour of absence.

•

For the purposes of accounting an employee’s OFLA and FMLA time, an employee’s
OFLA//FMLA leave year shall be a calendar year and shall begin on the date the leave form is
signed or, if no form is signed, on the date the OFLA/FMLA leave is taken.

•

The Authority will grant a total of 480 hours of OFLA and FMLA leave for the duration of a
qualifying employee’s entire employment with the Authority. Once 480 hours are exhausted,
the Authority may deny any further OFLA or FMLA leave; however, the employee may be
eligible to use any other accumulated vacation and/or sick leave, comp time, or donated leave,
pursuant to existing Authority policy. OFLA/FMLA leave absences shall run concurrently with
each other and with other types of leave.

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, Office Manager, or Fire & EMS 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.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.9

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: MILITARY LEAVE

REVIEWED DATE:

Relative Information: The Authority 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 & EMS 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 letter their
supervisor as soon as they are 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 Authority 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.
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•

Upon notification of intent to return to work, the employee must provide military
discharge documentation to their 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.
Policy Statement: It is the Policy of the Board of Directors to ensure the Authority follows all
state and federal military leave laws.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.10

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: ADMINISTRATIVE LEAVE

REVIEWED DATE:

Administrative Employees Defined
Administrative employees are defined as the Fire & EMS Chief and Operations 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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.11

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: COMPENSATION TIME

REVIEWED DATE:

Compensation Time (Comp Time)
The Authority 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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.12

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: FLEXTIME POLICY

REVIEWED DATE:

Purpose: The purpose of this policy is to enhance Authority operations with the use of Administrative
Personnel that are not normally eligible for compensation time. The Authority 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 Authority’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 & EMS 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 Authority operations. The standard work week is established by Authority
policy and subject to change by the Fire & EMS Chief.

Policy: It is the policy of the Authority 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 administrative
operations.
Certain Authority events may from time to time require an administrative employee to work on a
weekend or holiday.
The Fire & EMS Chief may, at his/her discretion, permit an administrative employee to utilize flextime
on the next/previous assigned work day.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.13

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: PROGRESSIVE DISCIPLINE

REVIEWED DATE:

Relative Information: To provide a process for corrective action with Authority
employees and volunteers that is fair, consistent, and intended to help them be
successful.
The conduct of Authority members affects the ability of the Authority to serve its citizens and
affects the taxpayer’s impression of the Authority. Member safety, public safety, productivity,
and morale are dependent upon the proper conduct of our members. Occasionally, it is
necessary for supervisors to use corrective action when subordinates fail to respond to
coaching.
The Fire & EMS Chief or designee will use progressive discipline procedures to the extent
appropriate to ensure a fair and consistent process to help the member correct their
behavior. When administered appropriately, discipline typically ends at the coaching because
most members want to be successful. Supervisors engaging in the disciplinary process should
remember that it is their job to use these opportunities to help members succeed and provide
them with the tools needed to fulfill their professional goals and duties.
Policy Statement: It is the policy of the Board of Directors to provide a progressive
discipline process that is fair, consistent, and intended to help members succeed.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.14

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: EXIT INTERVIEWS

REVIEWED DATE:

INTENT
In an effort to determine why our volunteers leave our Authority and find ways to retain our volunteers,
the Authority is committed to learning more about the needs of our volunteers.
POLICY
All volunteers that separate from the Authority, either voluntarily or through a disciplinary action
process will be asked to participate in an Exit Interview with an Operations 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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.15

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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

REVIEWED DATE:

PURPOSE
To ensure Western Lane Fire & EMS Authority (WLFEA) follows the recommendations of the Special
Districts Association of Oregon’s (SDAO) liability coverage document.
POLICY
WLFEA 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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.16

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Authority with a general outline of
the Authority’s organizational structure.

FULL-TIME CAREER POSITIONS DEFINED
Fire & EMS Chief
Operation Chiefs
Office Manager
Administrative Assistant

PART-TIME POSITIONS DEFINED
Administrative Assistant
Chaplain Program Manager

DEFINITION OF MANAGEMENT TEAM
Fire & EMS Chief
Operations Chief – Fire
Operations Chief – EMS
Fire & EMS Chief
In addition to being responsible for overall Authority operations, this position assumes the following
duties:
• Master Planning
• Budget
• Records
• Interagency and Interdepartmental Communications

Operations Chief – Fire
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
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•
•
•
•

Control and suppress hostile fires
Pre-hospital emergency medical services by supporting WLAD with Basic Life Support trained
personnel
Rescue to include search and rescue, low angle rescue, vehicle extrication, water surface rescue,
supporting technician level specialty rescue teams.
Hazardous material response at the operations level and support to specialized technician level
teams

Operations Chief – EMS
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
•

Pre-hospital emergency medical services with Basic and Advanced Life Support trained
personnel

•
Office Manager
This position is directly accountable to the Fire & EMS Chief with the following related areas of
responsibility:
•
•
•
•

Customer service
Financial responsibilities such as but not limited to accounts payable, accounts receivable, and
payroll
Human resources
Administrative support
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.17

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Volunteers and the Authority that nothing in these
rules shall be construed to waive or reduce any rights of the Authority, which include, but are not
limited to the following exclusive rights to:
•
•
•
•
•
•
•
•

Determine the mission of the Authority
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 Authority 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

Authority 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
Authority 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 comparable 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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PURPOSE
Western Lane Fire & EMS Authority (WLFEA) is a governmental organization funded indirectly by tax
revenue from Siuslaw Valley Fire Rescue and Western Lane Ambulance District. WLFEA provides
important emergency and prevention services to people within our Authority boundaries. 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.
WLFEA 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 Authority. The service they are hired to provide cannot be accomplished when an
employee does not show up for work. WLFEA 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 Authority 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.
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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.
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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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Relative Information: To establish and maintain a drug and alcohol-free workplace in the interest of
public safety, and a safe and productive work environment.
INTRODUCTION
Western Lane Fire & EMS Authority (WLFEA) recognizes drug and alcohol use in the workplace as a
threat to public welfare and safety of District members. Therefore, WLFEA is taking the responsibility to
be proactive as a drug and alcohol free workplace pursuant to the Drug Free Workplace Act of 1988.
The goal of this policy is to prevent drug and alcohol abuse and to rehabilitate members who are using
drugs and alcohol. However, using drugs and alcohol in the workplace is a serious offense and continued
employment may be predicated on disciplinary action, such as a “Last Chance Agreement” which may
include mandatory testing and rehabilitation requirements.
Nothing in this policy is intended to restrict the conduct of an individual while off-duty. However,
whenever a person’s off-duty conduct interferes with the workplace, impairs their mental or physical
faculties while on duty, or negatively affects job performance, the full implications of this policy will be
applied, and disciplinary measures may be taken, up to and including termination.
The use, sale, possession, manufacture, distribution and/or dispensing of any intoxicating liquor,
controlled or illegal substance, or any substance which impairs job performance or poses a hazard to the
safety and welfare of the individual, other individuals, or the public, is strictly prohibited in the
workplace.
DEFINITIONS
A.
"Prescription Medication" is a medication for which an employee has a valid prescription from a
qualified physician.
B.

"Drugs," as used in this policy, are all illegal drugs.

RESPONSIBILITIES
A.
The Fire & EMS Chief or their designee is responsible for working with the workforce to develop
procedures necessary to implement this policy. The Fire & EMS Chief is responsible for enforcing the
conditions of this policy.
B.
All supervisors are responsible for utilizing this policy to maintain a drug and alcohol free
workplace.
Employees and Volunteers must:
A.

Comply with the rules throughout this policy;
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B.
Notify his/her supervisor, before beginning work when taking any prescription medications or
nonprescription medications which may interfere with the safe and effective performance of duties or
operation of District equipment;
C.
If he/she has any question regarding whether the use of a particular prescription medication or
nonprescription medication is allowed by this policy, consult with the supervisor for approval (Note: This
policy is not intended to prohibit the safe and legal use of prescription medications and nonprescription
medications);
D.
Provide, as soon as possible and no later than 48 hours of a request, proof of a valid prescription
for any medication identified by the employee as the cause of his/her behavior. The prescription must
be in the employee's name;
E.

Notify the Authority of any felony Drug arrest or conviction;

F.
Notify the Authority of any Drug arrest or conviction for acts occurring on Authority premises,
while in Authority uniform, or while in Authority vehicles.
No employee or volunteer shall:
A.
Unlawfully manufacture, distribute, dispense, possess or use a controlled substance in the
workplace;
B.

Report for duty under the influence of, or impaired by, alcohol or drugs;

C.
Absent himself/herself from duty or be unfit to fully perform duties for reasons attributable to,
or produced by, indulgence in alcohol, drugs, or excessive or other improper use of prescription
medications;
D.

Bring or cause to be brought onto Authority property any alcohol or drugs;

E.
Use any prescription medications or nonprescription medications which may interfere with the
safe and effective performance of duties or operation of Authority equipment or vehicles, without
notifying his/her supervisor prior to beginning work or operating the equipment or vehicle;
F.
Refuse to respond to questions regarding an employee’s / member’s performance under this
policy;
G.
Refuse to allow a search of all areas and property in which the Authority maintains joint control
with the employee, or full control, including any Authority vehicle.
No employee or volunteer, while on duty or while operating a Authority vehicle or wearing an
Authority uniform, shall:
A.

Have the odor of alcohol or drugs on their breath;

B.

Use alcohol or drugs;

C.
Have the employee’s ability to work impaired as a result of the use of prescription medications,
nonprescription medications, alcohol or drugs;
D.

Possess alcohol or drugs;

E.
Provide, manufacture, deliver, transfer, offer, or sell alcohol or drugs to any other employee or
to any person.
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Prescription medication issues: In the event there is a question regarding an employee's ability to work
safely and effectively while using prescription medications or nonprescription medications, clearance
from a qualified physician will be required. The Authority retains the right to make the final
determination regarding the fitness of an employee to perform work.
All members shall comply with this policy to maintain a Drug and Alcohol free workplace.
The Authority reserves the right to involve law enforcement officials for any conduct which it believes
might be in violation of state or federal law
DRUG OR ALCOHOL TESTING
Pre-Employment Testing: Volunteer and professional applicants for fire or EMS, safety-related or safetysensitive positions covered by this policy may be tested for drug or alcohol use as part of the hiring
process and as part of a contingent offer of employment.
A.
Testing of applicants will occur at the request of the Fire & EMS Chief and with the concurrence
of the Authority’s attorney.
B.
Factors to consider when determining which applicants will be subject to pre-employment drug
testing shall be:
1)
Whether the applicant is required to hold a CDL or works with or operates vehicles or other
machinery.
2)

Whether the applicant’s work is related to public safety.

3)

Whether the applicant works with children.

4)

Whether the applicant works around hazardous areas and/or hazardous materials.

C. A positive result from a drug and/or alcohol test may result in the applicant not being hired where the
applicant's use of drugs and/or alcohol could negatively affect public safety, job duties or essential
functions, or job responsibilities. If a drug test is positive, the applicant must provide as soon as possible
(but no later than within 48 hours of request) a verification of a valid prescription medication identified
in the test. If the prescription medication is not in the applicant's name or the applicant does not
provide acceptable verification, or if the prescription medication is one that is likely to impair the
applicant's ability to perform essential job functions or negatively affect public safety, the applicant may
not be hired.
D. A positive result for an applicant who is presently an Authority employee will be forwarded to his/her
supervisor for investigation in conformance with the Authority’s policy or any applicable collective
bargaining agreement.
Employee Testing: Employees may be tested where a supervisory employee has reasonable suspicion
that the employee is under the influence of alcohol, drugs, or prescription medications while the
employee is on duty or in uniform, responding to an emergency, in any Authority vehicle or in a personal
vehicle while engaged on Authority business, on property owned or leased by the Authority, or on other
Authority worksites.
A. Reasonable suspicion is defined as specific articulable observations by a supervisor concerning the
work performance, appearance, behavior, speech, or noticeable odor of alcoholic beverage of, on, or
about the employee. Any accident or incident involving physical injury to any person or property
damage where human factors contributed to the accident or incident shall also constitute reasonable
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suspicion. Specific articulable observations which constitute reasonable suspicion include, but are not
limited to, the following:
1)
Observable phenomena such as direct observation of drug, prescription medication, or alcohol
use; observation regarding possession of drugs or prescription medications; or observation of the
physical symptoms of being under the influence of a drug or prescription medication;
2)

An observable pattern of abnormal conduct or erratic behavior;

3)
Arrest or conviction for a drug or alcohol-related offense, or the identification of an employee as
the focus of a criminal investigation into illegal drug possession, use, or trafficking;
4)
Information regarding the employee’s drug or alcohol use provided by a reliable and credible
source and independently corroborated;
5)

Evidence that the employee has tampered with a previous drug test.

B. Employees may be tested pursuant to the terms of any agreement between an employee (or the
employee's Union representative, if any), and the Authority which is designed to address the employee's
substance abuse and work behavior problems. (Example: a Last Chance Agreement which suspends
disciplinary proceedings pending successful completion of a program.)
C. Testing of employees will occur at the request of the Fire & EMS Chief and upon the concurrence of
the Authority’s attorney.
D. An employee may have a union representative (if any) or other representative during discussions
regarding testing for use of alcohol, drugs, or during the testing procedure.
TESTING PROCEDURE
All drug and alcohol testing will be performed only after notice to the Authority’s attorney and in
accordance with a laboratory or laboratories selected by the Authority and certified by the State for
drug and alcohol testing.
A.
The laboratory or laboratories shall retain a sample for retesting for a minimum of six (6)
months.
B.
The employee will be placed on paid administrative leave until the test results are received and
a determination is made regarding the appropriateness of the reasonable suspicion determination.
SEARCHES
A.
The Authority reserves the right to search, without employee consent, all areas and property in
which the District or any of its employees or agents maintain joint or full control. All Authority vehicles,
equipment, offices, desks, and lockers are subject to search. Searches which are undertaken specifically
to investigate violations of this policy shall be conducted in the presence of the employee, if practical. If
the employee is not available, or if the employee so requests, a reasonable time will be allowed for the
employee or a representative to be present before a search is made.
B.
For areas neither jointly controlled or fully controlled by the Authority, the Fire & EMS Chief
shall first ask the employee/volunteer to consent to a search of the area where the Fire & EMS Chief
believes there is evidence of a violation of this policy.
C.

No Authority personnel shall physically search employees.
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EMPLOYEE ASSISTANCE PROGRAM
Any employee or volunteer who voluntarily requests assistance in dealing with a personal alcohol
and/or drug problem may do so through the Employee’s Assistance Program without jeopardizing her or
his employment or volunteer status, as long as this assistance is sought before work performance has
deteriorated or disciplinary problems have begun.
REPORTS OF CONVICTION
No later than five (5) days after any conviction for the violation of a criminal drug statute, the convicted
employee or volunteer shall report the conviction and the facts and circumstances surrounding it in
writing to the Fire & EMS Chief.
DISCIPLINARY ACTION
Any employee or volunteer who is found to be in violation of this policy, or refuses to submit to testing
as required, or refuses to cooperate in an investigation or attempts to subvert the testing process may
be subject to disciplinary action up to and including termination. Disciplinary processes for represented
employees shall be carried out in accordance with the applicable collective bargaining agreement.
Disciplinary processes for non-represented employees shall be carried out in accordance with the
Authority’s personnel rules.
Policy Statement: It is the policy of the Board of Directors to establish and maintain a drug and alcoholfree workplace in the interest of public safety, and a safe and productive work environment.
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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
Western Lane Fire & EMS Authority (WLFEA).

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 WLFEA. 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 Authority 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 EMS 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 WLFEA 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 WLFEA 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 WLFEA
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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.
WLFEA 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
Authority 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 Authority policy. Employees and members
who consume recreational marijuana in a state that has legalized recreational use of marijuana must
consider this and recognize the Authority 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 WLFEA. Test results must be received prior to responding on any emergency call, driving
a WLFEA 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 WLFEA 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 WLFEA. 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 Authority. Any
applicant who had a confirmed positive pre-employment drug test but is later employed by the
Authority 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 & EMS Chief’s sole discretion. No notice will be given for such
tests.
Reasonable Belief Testing
In the event the Fire & EMS 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.
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Examples of situations in which the Fire & EMS 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 & EMS Chief shall consider information provided by other firefighters or members of the public
who come forward with information that a WLFEA member or employee is possibly using illegal drugs or
is under the influence of alcohol while performing their duties. In these situations, the Fire & EMS Chief
is expected to act in the best interest of the community to ensure WLFEA’s firefighting force is fit for
duty.
The Fire & EMS 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 & EMS 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 & EMS 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 Fire & EMS Chief or
their designee if the Fire & EMS 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 Authority shall follow all state driving laws. In the event an Authority member is believed to
be driving Authority 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 Fire and EMS
Chief or Operations Chief. If the Fire and EMS Chief or Operations Chief concurs with the findings of the
member’s supervisor and believes the member is illegally driving under the influence, the Fire and EMS
Chief or Operations Chief shall contact law enforcement to advise them of the situation. The Authority
will support all law enforcement agencies in their investigations of suspected and confirmed driving
under the influence situations.
Random Testing
WLFEA 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 WLFEA 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
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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 & EMS Chief, the employee’s
supervisor, at the discretion of the Fire & EMS 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.
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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
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
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PUPOSE
Western Lane Fire & EMS Authority (WLFEA) 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 & EMS 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
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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 WLFEA to promote higher education of all members of the Authority. In an effort to
recognize the academic achievements of our full-time staff the Authority shall offer the following
financial incentives to employees who have attained a designated level of educational achievement:
•

Associates Degree in Fire Science, EMS, or applicable field of study add 3% to base wage. 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 & EMS
Chief, and Office Manager will utilize the following procedure:
The employee seeking the incentive pay shall provide the Office 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 Office 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 Office
Manager.
236

The Office Manager and Fire & EMS 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 Office 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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WESTERN LANE FIRE & EMS

SECTION NUMBER: 1.22

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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 Western Lane Fire & EMS Authority.

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 Authority maintains a pay plan covering all positions in the Authority, 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 Authority’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 & EMS 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.
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PAYDAY
The Authority’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 & EMS 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 Authority. 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 Authority 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 Office Manager or from the PERS headquarters.
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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
Authority 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 Authority may volunteer service to the Authority, 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 Authority. All volunteer activities by employees must be approved in
advance, and in writing.

PAY UPON SEPARATION
A regular employee terminating employment with the Authority 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 Authority 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:

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)

•

Office Manager 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 the Office 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#)

Office 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:

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: DISCRIMINATION AND HARASSMENT

REVIEWED DATE:

Relative Information: There are three basic forms of employment discrimination: disparate
treatment, disparate impact, and failure to make reasonable accommodation.
•
•
•

Disparate treatment refers to the intentional different treatment of similarly
situated individuals because of their membership in one or more protected classes.
Disparate Impact refers to the unintentional discrimination involving an employment
policy which may be neutral or nondiscriminatory on its face, but which has a
disparate impact on a protected class.
Reasonable accommodation discrimination may occur when an individual is
disqualified due to a specific job requirement if a “reasonable accommodation”
could have been made to remedy the concern.

Harassment is another form of discrimination in which a hostile work environment is allowed
to exist. The Equal Employment Opportunity Commission (EEOC) defines harassment as
“Verbal or physical conduct that denigrates or shows hostility or aversion toward an individual
because of his/her race, religion, gender, sexual orientation, gender identity, disability, age,
color, or national origin”. Harassment has the purpose or effect of creating an intimidating,
hostile, or offensive environment that unreasonably interferes with an individual’s
performance and/or adversely affects an individual’s employment opportunities.
There are a variety of federal and state laws that prohibit harassment in the workplace. These
regulations address personal and organizational behavior, and remedial action that may be
taken by an individual against another individual and/or the organization.
All employees have the right to expect that they will not be harassed. If an incident occurs or
situation exists, employees have the right to expect that the organization will take a course
of action to correct the problem and prevent further problems.
Policy Statement: It is the policy of the Board of Directors that:
•
•
•
•
•

No employee will be discriminated against and/or harassed by another employee,
supervisor, other member or the organization.
The Authority will thoroughly and fairly investigate all complaints.
No employee will be placed at risk or suffer retaliation as a result of filing a
harassment complaint.
The Authority will maintain reasonable confidentiality and privacy during
any investigation of any allegation of which the Authority may become
aware.
The Authority will provide periodic discrimination and harassment training for all
supervisory, staff, and line personnel.
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SECTION NUMBER: 1.24

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: NON-DISCRIMINATION AND HARASSMENT

REVIEWED DATE:

EQUAL EMPLOYMENT OPPORTUNITY
It is the Authority'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 Authority 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 & EMS Chief is the Coordinator for the Authority's procedures for the implementation of this
policy. It is the intent and desire of the Authority 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 Authority 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 Authority regards job
related harassment as a serious transgression and reason for discipline or discharge.
Policy
The policy of the Authority is that every employee has a right to be free of harassment. In response to
formal reports of harassment, the Authority 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 & EMS 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 & EMS 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.
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Response to Reports of Harassment
Written reports concerning harassment will be forwarded to the Fire & EMS 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 Authority'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
Authority in accordance with this policy.
Sealing of Records Relating to Harassment: Records relating to harassment, including written reports
regarding alleged harassment, memos between Authority employees concerning investigation of such
allegations and Authority recommendations in response to allegations. Records relating to sexual
harassment will be retained by the Authority 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 Authority, 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 Authority,
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
Authority provide information to another regarding the investigation of harassment. On a case by-¬case
basis, the Authority, in its own discretion, may agree to release specified information. Secondly,
whenever the Authority would provide general information to persons who are not officers or
employees of the District regarding an employee or former employee from the Authority 's personnel
file and the employee's personnel file reflects a finding of reasonable cause for disciplinary action, then
the Authority 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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SECTION NUMBER: 1.25

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

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 Authority
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 Authority 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:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: JURY DUTY

REVIEWED DATE:

JURY DUTY
Every full-time member of the Authority 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 Authority
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 Office Manager at the administrative office.
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SECTION NUMBER: 1.28

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

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 Authority understands members may maintain or contribute to Social Media and/or engage in
“posts” outside of their paid or volunteer positions with the Authority and may periodically engage in
“posts” containing information about their Authority positions or Authority/Association activities on
Social Media. Members engaging in such activities are required to exercise good judgment and comply
with SOP.
SOCIAL MEDIA POLICY
The Authority has the right to monitor and review Social Media “posts” made by volunteers and career
personnel as it deems necessary and appropriate for the efficient and effective administration and
operation of the Authority. To that end, members have no expectation of privacy while using Authorityowned 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 AUTHORITY’S OWNED EQUIPMENT CONSTITUTES CONSENT FOR THE
AUTHORITY TO MONITOR AND INCERCEPT COMMUNICATION WHILE IN TRANSIT, AFTER RECEIPT OR
WHILE STORED ON AUTHORITY OWNED EQUIPMENT.
Members may not disclose confidential information about the Authority or its members, or confidential
information about third parties who have provided information to the Authority, 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”).
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Members maintaining or contributing to the Social Media or engaging in “posts” must not use the
Authority’s name in their identity (e.g. username, “handle” or screen name). They also must not speak
as a representative of the Authority, unless expressly authorized by the Authority.
Mutual respect and teamwork are essential to effective and efficient Authority administration and
operation. Members must be courteous, respectful and thoughtful about how the Authority 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 Authority’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 Authority members or Authority 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 Authority’s ability to regulate one’s Social Media and “posts” as it could any
other communication. The Authority 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 Authority 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 Authority 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 Authority 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 &
EMS Chief or his/her designee. Any photograph or video taken while performing any Authority duty or
activity is the property of the Authority 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 Authority
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 Authority duty or activity until after the completion of all related reports and
investigations.
The Authority cannot limit a member from taking videos or pictures of emergency incidents of Authority
activities while he/she is off duty; however, such actions are not authorized by the Authority 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 Authority may also impose corrective or disciplinary action against the member for
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such off-duty activities where the activities (1) relate to a bona fide occupational requirement (2) are
reasonably and rationally related to the Authority activities and responsibilities of the member, or (3)
there is a conflict of interest with the members’ responsibilities to the Authority or the appearance of
such a conflict of interest.
As with photographs or videos taken while performing a Authority duty or activity, the Authority
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 Authority 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 NUMBER: 1.29

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: USE OF DATA – MOBILE DEVICES

REVIEWED DATE:

POLICY
Use of Authority computers and mobile communication / data devices shall be consistent with the
mission of Western Lane Fire & EMS Authority. Access of inappropriate sites or personal use of these
devices is strictly forbidden.

PURPOSE
To provide guidelines and regulations for the use of Authority computers and mobile communication /
data devices.
To ensure inappropriate sites are not accessed from Authority computers and mobile communication /
data devices.
To ensure Authority computers and mobile communication / data devices are used for Authority
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.
Authority computers and mobile communication / data devices include any Authority 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 Authority personnel.
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PROCEDURE
Use of any computers and mobile communication / data devices shall be in conformity with all state,
federal, network provider, and Authority policies, procedures, laws, and licenses. Users are responsible
for the appropriateness of and content of the material they access, transmit, or publish from an
Authority computer and mobile communication / data device. Use of the Authority 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
& EMS Chief.
Use of an Authority 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 an Authority 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 Authority network or an Authority database using another member’s user name and
password is strictly prohibited.
Personal use of Authority computers and/or mobile communication / data devices is strictly prohibited.
WLFEA 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 an Authority 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 Authority and can be accessed by the Authority at
any time without the permission of the individual issued or using the Authority 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 Authority. 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 & EMS Chief and handled on a case by case
basis.
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BOARD MEMBER IPADS
All Board Members shall be issued an iPad to assist them in conducting Authority 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 Authority will allow Board members to use their issued iPad for personal use that falls within the
parameters of the Authority’s code of conduct and approved websites / activity as described above
under Procedure Sections a, b, and d. It is the Authority’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 Authority’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 Authority 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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SECTION NUMBER: 1.45

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: UNIFORM STANDARDS

REVIEWED DATE:

RESPONSIBILITY
Due to the para-military nature of the Fire Service, uniformity of clothing is most desirable. The Fire &
EMS Chief or Officer in Command 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.
Western Lane Fire & EMS Authority 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:
•

White Shirt with long sleeves #SR997 or equivalent (Source: Galls)

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority 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) or equivalent

Accessories: Black belt, black tie, and black dress shoes.
Class B Uniform (Captains and below):
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Shirts:
•

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

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority 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 or equivalent (Source: Galls)

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

White Shirt with long or short sleeves #SR997 (Source: Galls) or equivalent

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, one inch below
the shoulder seam.

•

Western Lane Fire & EMS Authority arm patch to be sewn on left sleeve of shirt, placed as
stated above.

•

White crewneck T-Shirt/Undershirt is required.

Pants:
•

Black Wrangler or equivalent work pants

Accessories: Black shoes (style optional).
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SECTION NUMBER: 1.46

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

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. Authority 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 Western Lane Fire & EMS Authority personnel.
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.
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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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SECTION NUMBER: 1.48

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: FIRE DEPARTMENT LOGO

REVIEWED DATE:

AUTHROITY LOGO
The Authority encourages the enthusiasm that is shown by wearing and displaying the official Western
Lane Fire & EMS Authority logo. The Authority, however, must assure that the image of the organization
is maintained at a high level.

DEPARTMENT LOGO SHIRTS
Any use of the Authority’s logo and name must be approved by Authority administration.

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 Western Lane Fire & EMS Authority.
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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SECTION NUMBER: 1.50

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Western Lane Fire &
EMS Authority uniforms at the approval of the Fire & EMS Chief. Citation bars are to be worn above the
name plate over the right uniform shirt pocket.
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OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: CODE OF CONDUCT

REVIEWED DATE:

Relative Information: The purpose of this Policy is to outline the basic standards of conduct
expected of Authority personnel.
It is the Policy of the Authority that all personal have an obligation to conduct themselves in a
manner that serves the public interest, upholds the public trust, and protects the Authority’s
resources. To this end, all members shall:
•
•
•
•

•

•
•
•

Conduct and present themselves on and off the job in a manner which will
bring credit to the Authority;
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 of interest when
dealing with vendors, customers, and other individuals doing business or seeking
business with the Authority;
Ensure that all Authority resources, including funds, equipment, vehicles, and
other property, are used in strict compliance with Authority policies and solely for
the benefit of the Authority, unless prior authorization is received from a Chief
Officer;
Conduct all dealings with everyone in a manner that presents a courteous,
professional, and service-oriented image of the Authority;
Treat everyone fairly, professionally, and equitably;
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
Authority’s policies and practices.

Policy Statement: It is the policy of the Board of Directors to ensure that all Authority
personnel conduct themselves in a manner that serves the public interest, upholds the
public trust, and protects the Authority’s resources.
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SECTION NUMBER: 1.52

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

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 Authority 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.
This policy is not to conflict with any agreements in place for bargaining unit employees. Those
agreements will have priority when they disagree with this policy.
SCOPE
This policy applies to all personnel of Western Lane Fire & EMS Authority.

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 WLFEA.
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.
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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.

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 Authority 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 Authority 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 Authority Administration with a copy to the Office
Manager and the Fire & EMS 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 Authority
Administration.
Authority Administration shall schedule a conference with party(s) within ten (10) calendar days
after the receipt of the grievance.
Authority Administration will review the written response from the prior step and facilitate
further communication about the dispute between the involved parties.
Authority 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.
Authority Administration shall render a written decision to the employee, with a copy to the
Human Resources Manager and the Fire & EMS 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.
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•
•
•

If the grievance remains unresolved, the employee may appeal the decision directly to the Fire
& EMS Chief. Depending on the type of conflict being grieved, the Fire & EMS Chief reserves the
right to include the Human Resources Manager as part of the final conflict resolution team.
The Fire & EMS Chief’s decision regarding the conflict shall be final.
In grievances involving the Fire & EMS 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 President’s 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
Operations Chief
Fire & EMS Chief

•
•
•
•

Administrative Assistant
Operations Chief
Office Manager
Fire & EMS Chief

or

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 & EMS Chief as noted above. 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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DIVISION TITLE: ADMINISTRATIVE POLICIES - PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: EMPLOYEE DATING

REVIEWED DATE:

POLICY
Western Lane Fire & EMS Authority (WLFEA) 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, WLFEA 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 Authority 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 Authority’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 Office Manager. This disclosure will enable
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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 Authority 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 Authority, 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
Office Manager.
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SECTION TITLE: TUITION REIMBURSEMENT PROGRAM

REVIEWED DATE:

PUPOSE
Western Lane Fire & EMS Authority (WLFEA) 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 & EMS Chief and dependent upon available
funds. WLFEA 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 Office 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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REVISION DATE:

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, Western Lane Fire & EMS Authority (WLFEA) must operate within
acceptable fiscal standards. The following guidelines should facilitate expendit ure 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 Operations Chief responsible for
control of that area of the Authority budget, the Office Manager, and the Fire & EMS
Chief.

•

$2,501 to $10,000 – Shall require the approval of the Fire & EMS Chief. 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 for Siuslaw
Valley Fire and Rescue or Western Lane Ambulance District depending on which agency
is financially responsible 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.
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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 Fire & EMS Chief may enter into a contract without a selection
process as permitted in the rules.

•

$25,001 to $150,000 the Board of Directors for Siuslaw Valley Fire and Rescue or
Western Lane Ambulance District, depending on which agency is financially responsible,
may use an informal selection procedure to award a contract as permitted by the rules.

•

Greater than $150,000 The Board of Directors for Siuslaw Valley Fire and Rescue or
Western Lane Ambulance District, depending on which agency is financially responsible,
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 Operations Chief responsible for
control of that area of the Authority budget, the Office Manager, and the Fire & EMS
Chief.

•

$2,501 to $10,000 – Shall have the approval of the Fire & EMS Chief. 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 thr ee price quotes.

•

$10,001 to $75,000 – Shall have the approval of the Board of Directors for Siuslaw
Valley Fire and Rescue or Western Lane Ambulance District, depending on which agency
is financially responsible, 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.

All checks or warrants shall bear two (2) signatures.
•

Any two (2) board members may sign checks or warrants.

•

The Fire & EMS Chief or designee may sign checks or warrants when the signature of a
board member is not available.
267

Any deviation from the approved budget document shall have the approval of the B oard
of Directors as per Oregon Budget Law requirements.
The Board may authorize the Fire & EMS Chief 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
Office Manager and will be reflective of the limits established in section 00.4 above.
The Fire & EMS Chief will establish internal fiscal controls to ensure close monitoring of all
financial operations addressed in this policy.
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SECTION TITLE: PURCHASING POLICY

REVIEWED DATE:

PURPOSE
To align with the Fiscal Policy of Western Lane Fire & EMS Authority (WLFEA). 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. WLEFA provides budgetary oversight to both Siuslaw Valley Fire and Rescue (SVFR)
and Western Lane Ambulance District (WLAD). The Fire Operations Chief has approval responsibility for
SVFR, and the EMS Operations Chief has approval responsibility for WLAD.

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 Operations 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 Fire & EMS Chief. 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 responsible 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 responsible Operations Chief at the
first possible opportunity.
**If the Operations Chief for the area of budget is unavailable the purchase order must be approved
by the Fire & EMS Chief.
269

WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 1.57

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:
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SECTION TITLE: PUBLIC PROCUREMENT POLICY

REVIEWED DATE:

PURPOSE
In order to gain and preserve the public trust the Authority must be vigilant in its protection of
the public resources entrusted to it. Western Lane Fire & EMS Authority (WLFEA) must
operate within strict fiscal guidelines to protect not only today’s programs but the ability for
the Authority 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 Authority is compliant with model public
purchasing and public contracting guidelines. This policy additionally assigns responsibility to
appropriate members of the Authority to ensure this policy is enforced.

POLICY
WLFEA 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 Authority’s purchasing guidelines shall identify procedures for small,
intermediate and large purchases, sole source provider purchases, emergency purc hases and
“special” purchases. The Board of Directors of WLFEA retains the right as the “Public Contract
Review Board” as allowed in ORS 279A.060. The Authority reserves the right for its legal
counsel to review all public contracts before signing. The Authority’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 WLFEA.
The Fire & EMS Chief is responsible for insuring guidelines are implemented that ensure
compliance with the Oregon Public Contracting Code.
Program managers are responsible for following the Authority’s guidelines in procuring goods
and services necessary to run their programs.
All personnel are responsible for following the Authority’s guidelines when purchasing goods
and services for the Authority on a day to day basis.
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NON-COMPLIANCE
Failure to follow the Authority’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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REVIEWED DATE:

MISSION STATEMENT
To preserve and improve the quality of life for all who live, work, visit, and invest in western Lane
County, 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 Western Lane Fire & EMS Authority must be a voter within the boundaries of the
ambulance 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.
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THE BOARD OF DIRECTORS AS A TEAM
The Board of Directors of Western Lane Fire & EMS Authority works together as a team of volunteers
elected to represent Authority residents. The board is charged with developing policies, providing
vision, and evaluating Authority 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 & EMS
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 & EMS Chief with a unified direction. The
following tenets support the Board’s team dynamics:
The Board of Directors is a team of four Board Members with two appointed from the SVFR Board of
Directors and two from the WLAD Board of Directors. 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 Authority 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 Authority 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 & EMS Chief who is hired by the Board as its chief executive officer.
Board members should avoid taking a direct hand in the administration of the Authority, thereby
keeping the role and function of its Fire & EMS Chief clear to the public, staff, volunteers, and other
stakeholders.
The Fire & EMS 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 & EMS Chief as specified in the employment
agreement, which is a contractual obligation between the Fire & EMS 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 & EMS 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 emergency service 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 & EMS Chief or referred to the entire board. In this case, the Board member
should relay the concern to the Fire & EMS 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,
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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 & EMS Chief as the official
spokesperson of the Authority.
Board meetings are critically important to the Authority. They are the forum at which fire protectionoriented laypeople proficient in thinking and judging consider the Fire & EMS Chief’s recommendations
and reports. An effective Board meeting should have a well-planned agenda prepared by the Fire &
EMS Chief and Board President.

BOARD FUNCTIONS
The Board recognizes and maintains the distinction between activities appropriate to the Board of
Directors (as the Authority’s legislative, governing body) and administrative duties performed by the Fire
& EMS 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 & EMS Chief and Authority staff. The Board elects a Board President, Vice President, and SecretaryTreasurer 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 & EMS Chief in establishing the agenda for official Board meetings.
Provides continuity in conducting Authority affairs by ensuring that the Authority 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
Authority’s goals.
Encourages citizen participation at board meetings by creating a cordial, friendly, open, and responsive
atmosphere.
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Ensures that all board members comply with Authority policies and informs the board of any deviation
from said policies.
Serves as Authority spokesperson and represents the actions of the whole board in a manner that
reflects positively on the Authority.

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 Authority affairs such that its integrity is maintained and perceived positively by the residents.
Formulates and evaluates legislative and other policies.
Promotes Authority affairs by engaging in public relations activities that cultivate a positive public image
of the board and the Authority.
Fully participates in short-term and long-term planning, ensuring that Authority 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 Authority’s vision, mission, philosophy, and programs by engaging in promotional
activities and events.
Instills pride in the Authority’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 Authority’s long-term survivability by maintaining a stable fiscal base.
Develops, adopts, and monitors the Authority’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
Authority’s mission.
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Encourages and monitors a system of accountability to ensure the Authority’s financial affairs, official
minutes, and other documents comply with applicable Oregon Revised Statutes.
Assists the Board President in hiring and evaluating the Fire & EMS Chief in accordance with the
employment agreement to ensure continuity of operations.
Communicates with Authority staff through the Fire & EMS Chief, to maintain order and clear lines of
authority within the organization.
Participates in Authority programs and routinely observe Authority services, areas and facilities to assess
their effectiveness in meeting the fire protection and EMS needs of the Authority 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 Authority‘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 Authority.

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 Authority 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 Authority 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. Typically the Authority Board meetings will occur concurrently with the joint SVFR
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and WLAD Board meetings. 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 & EMS 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 four members, two each from SVFR and WLAD; therefore, the presence of
three members constitutes a quorum. In the event that a position is vacant or there is a temporary
absence of a board member the President of the Board representing the missing Director shall appoint
another Director to fill the position. 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 & EMS 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 Authority. 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
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make them available to anyone, subject to Oregon public records statute and Authority public records
policy.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.2

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: BOARD OF DIRECTOR POLICIES - BOARD OF DIRCTOR POLICIES

REVISION DATE:

SECTION TITLE: ADOPTION, AMENDMENT AND REPEAL OF POLICIES AND
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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.6

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE: 12/17/2014

DIVISION TITLE: BOARD OF DIRECTOR POLICIES - BOARD OF DIRCTOR POLICIES

REVISION DATE:

SECTION TITLE: DIRECTOR GIFTS AND AUTHORITY ISSUED APPAREL AND
EQUIPMENT

REVIEWED DATE:

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.
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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.
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AUTHORITY ISSUED APPAREL AND EQUIPMENT
The Authority may issue board members apparel and equipment to help them in the administration of
their duties.
Apparel displaying Authority insignia that is purchased by the Authority may be issued to board
members to wear when officially representing the Authority. Board members shall not wear issued
apparel displaying Authority insignia when not officially representing the Authority.
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 Authority property and shall be returned to the Authority
when a board member leaves office.
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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.8

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: BOARD OF DIRECTORS POLICIES - DIRECTOR CODE OF ETHICS

REVISION DATE:

SECTION TITLE: OREGON ETHICS LAWS

REVIEWED DATE:

PURPOSE
The purpose of this policy is to establish ethical standards of conduct for all Authority 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.
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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
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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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WESTERN LANE FIRE & EMS AUTHORITY

SECTION NUMBER: 2.9

OPERATIONS AND PROCEDURES MANUAL

EFFECTIVE DATE:

DIVISION TITLE: ADMINISTRATIVE POLICIES- PERSONNEL POLICIES

REVISION DATE:

SECTION TITLE: WHISTLE BLOWER PROTECTION

REVIEWED DATE:

Relative Information: To provide reporting procedures if an Authority employee or
volunteer becomes aware of improper government action in accordance with Oregon
Revised Statute 659A.200 to 659A.224.
The Authority encourages all members with knowledge of or concern of an illegal or dishonest
fraudulent activity to report it to their Supervisor. The employee may also provide the
information to another Authority 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
Authority 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.
The employee must exercise sound judgment and act in good faith to avoid baseless
allegations that can create harm to the Authority. 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 Authority 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 Fire &
EMS Chief immediately. The right of a whistle blower for protection against retaliation does
not include immunity for any personal wrongdoing that is alleged and investigated.
Policy Statement: It is the policy of the Board of Directors to ensure all members of the
Authority are free to report illegal and dishonest activities in accordance with Oregon Revised
Statute 659A.200 to 659A.224.
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Memorandum
Date: July 12, 2019
To: SVFR Board of Directors
From: Operations Fire Chief Jim Dickerson
Re: Ordinance 2019-02 Adopting the Oregon Fire Code.
Operations and Prevention are working diligently on making sure that the ordinance is complete
and ready for board approval.
We have some review that we are working on to develop the addendums.
Recommend first reading of Ordinance 2019-02 at the August 22, 2019 board meeting.
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SIUSLAW VALLEY FIRE & RESCUE
ORDINANCE 2019-03
AN ORDINANCE ADOPTING A PRIVATE DRIVEWAY STANDARD
WHEREAS, Siuslaw Valley Fire & Rescue in accordance with the Oregon Fire Code as it
pertains to private driveway and access for fire and life safety; and,
WHEREAS, the Board of Directors for Siuslaw Valley Fire and Rescue in accordance with
the Oregon Fire Code as it pertains to private driveway and access to the need for
regulation and govern conditions which may be hazardous to life and property from fire
and explosions; now therefore,
IT IS HEREBY ORDAINED as follows:
1. The Requirements for Private Driveways and Private Roads are attached hereto as
Exhibit 1; and,
2. The Driveway Construction Requirements, Checklist and Inspection Form are
attached hereto as Exhibit 2.
FIRST public hearing: July 17, 2019_
SECOND public hearing:___________________________________
ADOPTED this ____ day of __________________, 2019.

______________________________
President, Board of Directors
ATTEST:
_________________________
Secretary
Ayes:________
Nays:________

Ordinance – Page 1 of 1

288

SIUSLAW VALLEY FIRE & RESCUE

ORDINANCE NO. 2019-03

AN ORDINANCE ADOPTING A PRIVATE DRIVEWAY STANDARD

EXHIBIT 1

Siuslaw Valley Fire & Rescue Requirements for Private Driveways & Private Roads.
1. Private Driveways must have an unobstructed width of not less than 16’6” feet. For the
purpose of fire operations, private drive must have a minimum drivable surface of 12’6”, with a
2’ vegetation or ditched on each side of drivable surface. No encroachments are allowed to be
placed in this space unless approved by the fire code official.
2.All

fire
apparatus

16’6”

12’6”
access roads and driveways must have an unobstructed height of no less than 13’6”
Maximum grade on private driveways shall not exceed 12 percent.
Where grades exceed 15 percent, the fire code official is authorized to accept, under the provision
of ORS 445.610(5), an automatic fire sprinkler system, meeting the provisions of NFPA 13D, to
be installed within all habitable structures as an alternative to meeting these requirements. Fire
code officials may accept other alternative fire protection features.
Turnouts on private driveways.
Standard:
When a driveway exceeds 400 feet in length, turnouts shall be provided, unless otherwise
approved by the fire code official. Oregon Fire Code Section 503.1.1
Specifications:
1. Turnouts shall be 20 feet wide and 40 feet long at the widest part.
2. Turnouts shall be located no more than 400 feet apart unless approved by the fire code
official.
3. The distance between turnouts, road intersections, and turnarounds may have the length
modified based on visibility and line of sight distances.
4. Visual indicators such as reflective markers shall be located to delineate the location and
extent of turnouts.
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Bridges &
Elevated
surfaces.

are
shall
and
in
with
of

Standard:
Bridges that
part of fire
apparatus
access roads
be
constructed
maintained
accordance
AASHTO
(American
Association
State
Highway and

Transportation Officials) Standard Specification for Highway Bridges. Oregon Fire Code Section
503.2.6
Specifications:
1. Private driveways bridges shall be not less than 16 feet in clear width.
2. Vehicle turnouts shall be constructed adjacent to bridges on private driveways in
accordance with of this guide. Turnouts shall be located not less than 20 feet from one end
of the bridge for cuing of fire vehicles that must cross.
3. All bridges shall be designed for live load sufficient to carry the imposed loads of fire
apparatus in accordance with this guide. Minimum of 60,000 pounds.
4. Newly constructed bridges shall be designed by a registered design professional.
5. If required by building official of the local jurisdiction where the bridge is to be constructed,
a building permit shall be obtained for construction of the bridge.
6. Signs shall be posted on bridges that do not meet State Code. Vehicle load limit sign shall
be located not father than 10 feet from the entrance to a bridge. The sign shall be required
at the end where fire apparatus will first encounter the bridge location.
7. Signs shall be constructed of 0.080 thickness aluminum.
8. Reflective sheeting shall be high intensity prismatic or better.
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9. Signs shall be of a size not less than 24 inches by 30 inches (maximum 35 miles per hour).
5. Maintenance of existing bridge and elevated surfaces shall be the responsibility of the
person or persons that have ownership of the bridge or elevated surface.
6. All bridges and elevated surfaces shall, for due cause, be inspected for structural stability
and soundness. Inspections shall be conducted by a registered design professional.
7. Documentation of inspections shall be on an approved format similar to that used by the
Oregon Department of Transportation and shall use a uniform condition rating guide that
follows industry accepted bridge engineering standards and best practice.
Documentation shall include at a minimum the following;
a) A written letter bearing the signature of the registered design professional which
includes a general statement of the condition of the bridge along with a statement
indicating these documents have been prepared by the registered design
professional.
b) Specifications of the load capacity for the bridge for both single and dual axle loads.
c) All required repairs and maintenance and intervals for such repairs and
maintenance.
d) The date for the next required inspection of the bridge.
e) The qualifications of the registered design professional conducting the inspection.
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Siuslaw Valley Fire & Rescue
ORDINANCE 2019-03

EXHIBIT 2

Driveway Construction Checklist / Inspection Form
Driveway Construction Requirements
Siuslaw Valley Fire & Rescue requires driveway improvements that are safe, passable and adequate for
fire protection equipment prior to the issuance of a building permit. Construct the driveway to the
standards below and check completion for each construction point listed. Contact Siuslaw Valley Fire &
Rescue as construction questions arise; see page 2 for details.
NOTE: When additional home sites are added to a private easement (driveway), the entire easement from the public
road to the new home site must be brought to current standards.

1.

□

12-foot 6-inches travel lane is required with 6 inches of base rock and 2 inches of surface rock. The fire official

may approve the delay of surface rock installation until the completion of the project; however, 6" of base
rock is always required. See Diagram 1-A on page 2.
2.

□

Turnouts a total of 20 feet wide and 40 feet long are required on any access driveway exceeding

400 feet in length. If the planned driveway will be over 400' in length, contact Siuslaw Valley Fire &
Rescue to approve the location and quantity of turnouts .
3.

□

Horizontal clearance shall be not less than 16’ 6” feet. Vertical clearance shall be not less than 13’ 6” feet.

Trees and brush must be removed as needed along the proposed access driveway. See Diagram 1-A on
page 2.
4.

□

Access driveways over 150 feet in length shall be provided with an approved turnaround at the end. See

approved turnaround Diagram 2-A on page 2.
5.

□

Proper drainage must be provided. Culverts are required at the entrance to the access driveway and

ditches shall be provided. Bridges and culverts shall be designed to accommodate the actual weight of the
fire apparatus serving your Fire District, but not less than 60,000 pounds.
6.

□

Average road grade shall not exceed 10% and no grade shall exceed 15%. A maximum of 200 feet

of 15% grade may be allowed. If your site is sloped, contact Siuslaw Valley Fire & Rescue to discuss the
issue and plan the best construction methods. See Diagram 3-A on page 2.
7.

□

Maximum curve centerline shall be not less than 35 feet, see Diagram 4-A on page 2.

THIS SECTION TO BE COMPLETED BY FIRE OFFICIAL

□

Final Approval - Access driveway improvements to the proposed development site are suitable for access by fire

department equipment.

□ Conditional Approval - Access driveway improvements to the proposed development site are temporarily suitable
for access by fire department equipment, however deficiencies exist.
RE-INPSECTION REQUIRED PRIOR TO FINAL OCCUPANCY PERMIT.
Deficiencies:

□ Surface Rock Required □ Additional Base Rock Required □ Turnaround Required □ Turnouts Required
□ Other:
_
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Diagram 3-A
Grade

Diagram 1-A
Driveway Clearance

16’ 6”

13’6”

SHOULDER WIDTHS MAY VARY
CULVERT REQUfREMENT8 TO BE
DETERMINED BY THE COUNTY DEPMTMENT

13’6”

If the home site is located on sloped
property, we recommend you determine
site grade and contact your local fire official
for input prior to driveway construction.
12’6” Drivable Surface

Firefighting Water Supplies For residential structures over 3,600 sq.
ft, including the garage, a water supply
for fire suppression must be provided in
accordance with NFPA 1142.
Note: Residential fire sprinklers may be
an acceptable alternative to the required
water supply.

Diagram 2-A
Approved Turnarounds
One of the following turnarounds must
be provided at the end of each driveway.

Residential fire sprinklers may be an
acceptable alternative when required slope
cannot be met. This alternative must be
requested in accordance with Oregon
Administrative Rule 918-480-0100.

Additi onal Homes on Existing Access When additional home sites are added
to a private easement (driveway), the
entire easement from the public road
to the new home site must be brought
to current standards.

BASIC

TURNAROUND

HAMMERHEAD
TURNAROUND
Contacts:

Diagram 4-A
Road Approach Plan

Siuslaw Valley Fire &
Rescue
Tony Miller
Fire Prevention Captain
.E OF 5HOVlDER

CENTERLINE COUNTY IPUBLIC ROAD

Edge of Shoulder

Tel: 541-997-3212
Fax: 541-997-9116
tony@svfr.org

2625 HWY 101
Florence, OR 97439
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Operations Chief July 2019 Monthly Report
Response Information–calls responded to during the reporting period of 06/01/2019. to 07/01/2019.
Fire – 8
Rescue and Emergency Medical Service – 45
Service Call – 5
Good Intent – 17
False Alarm – 3
Overlapping Calls – 16 with two triples.
Total Calls June 2019- 80
Total Calls 2019 - 386
Fire Property Loss – June -2019- $ 0.00 (est) ((This is an error in the reporting software))
Fire Property Loss – 2019 -$ 0.00 (est) ((This is an error in the reporting software))
Average Number of Firefighters per Incident: 12
Average 2019: 14 multi alarm assignments 2018: 9
Average response times:
June 2019: 7.6 Min (excludes out of district response and code 1 response to assist medics)
2019: 7.4 Min
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Call totals by year, percentages by year, fire loss by year.
2017 = 495 total to date 206
2017 Percentages / number to date:- Fire 7.77%/16 Rescue 44.66%/92 Service 12.62%/26
False Alarm 3.18%/5 Good Intent 25.24%/52 Haz Condition 5.34%/11
2017 Percentages/ number: – Fire 8.48%/ 42, Rescue 44.44%/ 220, Service 17.98%/ 89,
False Alarm 3.64%/ 18, Good Intent 18.38%/ 91, Haz Condition 7.62%/ 34
2017 Fire Loss = $305,050.00 (EST)
2018 total = 674 To date 308
2018 Percentages/ number to date:- Fire 6.49%/20, Rescue 48.70%/150, Service 16.14%/41
False Alarm 5.84%/ 18 Good Intent 17.53%/54 Haz Condition 2.60%/8
2018 Percentages/ number: – Fire 7.89%/ 55, Rescue 44.79%/ 301, Service 19.35%/ 130,
False Alarm 45.36%/ 36, Good Intent 19.64%/ 132, Haz Condition 2.68%/ 18
2018 Fire Loss = $2,034,500.00 (EST)
2019 = 386 To date
2019 Percentages/ number: Fire 7.51%/ 29, Rescue 54.40%/ 210, Hazardous Condition 2.59%/ 10,
Service Call 10.36%/ 40, Good Intent 18.91%/ 73, False Alarm 5.70%/ 22

Analysis:
The above data is from the Image Trend Elite State of Oregon Reporting System
Statistically Saturday at 1200 is our peak day/time for 2019. We have a spike at Wednesday and Tuesday
at 1200 hrs and 1830 hrs.
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False Alarm
Service
2017
2018

Fire

2019

Rescue
0

100

200

300

Rescue includes MVA, EMS, and ATV. (BY NUMBER)

2019
Calls to date
Total Calls Year

2018

2019

2017
0

200

400

600

800

Total calls. (2018 total calls is 674 estimated trend was 675 2019 est trend current dispatching 775 with
priority dispatching 1150)
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Training








Coordinated, planned, and assisted with instruction of a 32-hour Apparatus Operator course for
9 members bolstering excellence in training and operational modes.
Coordinated and planned an NFPA driver operator course with
Logged over 40 hours of extra hands on training for volunteer and paid members.
Conducted 2 public relations events at the local schools ensuring Public safety in the
community.
Swore in a FF1 academy with 4 SVFR members.
Conducted Medical standby for USFS pack testing ensuring working relationships with mutual
partners.
Conducted 8 life safety inspections on businesses around the community harboring public
awareness and safety.

Prevention:













R&R:

19-Smoke Alarms installed or tested/inspected.
7-Emergency address signs installed.
9-Plan & Reviews.
6-Fire Life Safety Inspection on B & M Occupancies completed.
3-Fire Investigations completed.
Hospital is due for reinspection.
3-Licenseing inspection completed.
Elementary, Middle, High schools, Bus barn, and stadium reinspection’s are due.
10-Driveway access inspections.
12-Hotel/Motel/Inn inspections completed. 3-hotel reinspect completed.
5-Public Educations completed.
3-Fire Drill evaluations.
1-CPR & First Aid Class completed

See report
Facilities:





Station 1: HVAC Dampener and Smoke Alarm repairs ongoing
Station 2: Roof Repair Claim Approved by SDIS and should begin in July.
Herman Peak: The radio site is beginning to show signs of age. The lighting rod from the
tower has broken off and the camera at the top of the tower has stopped working. Both
items will require a contractor to climb the tower. The backup UPS used for the security
camera monitoring has failed and is on order.

297

Equipment:
Apparatus:







E-604: Annual Service/Inspection
BATT-60: Windshield Replaced
BR-602: Pump motor oil leak repair, Primer Pump Replaced
R-601: New hydraulic hose installed
R-608: Air Leak Repair





CST Tap outs: 4
Community/Support Services: 13
Trainings: 4

CST

Total hours: 7.5
Total hours: 27
Total hours: 10

Breakdown of CST tap outs:




1 call: Code 100
2 calls: Unresponsive/Code 99
2 calls: Structure Fire

EMS: Strong response and great turnout for the calls.
Please see the Staff reports for additional details.
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Monthly Update of Operations - Logistics
For the SVFR Board of Directors Meeting for the Month of July







Completed Annual Apparatus Inspections and Service
Completed Installation of New Station Door locks
Attended 3-day S-212 Class in conjunction with the USFS and certified as a Level B Faller
Assisted with ODF for Smokey The Bear’s visit to Siuslaw Elementary First Grade Classes
Provided backfill coverage on 2 days for Day Crew Captain
Completed monthly schedule for Day Crew and Residents

Repairs
Apparatus
 E-604: Annual Service/Inspection
 BATT-60: Windshield Replaced
 BR-602: Pump motor oil leak repair, Primer Pump Replaced
 R-601: New hydraulic hose installed
 R-608: Air Leak Repair
Facilities




Station 1: HVAC Dampener and Smoke Alarm repairs ongoing
Station 2: Roof Repair Claim Approved by SDIS and should begin in July.
Herman Peak: The radio site is beginning to show signs of age. The lighting rod from the
tower has broken off and the camera at the top of the tower has stopped working. Both
items will require a contractor to climb the tower. The back up UPS used for the security
camera monitoring has failed and is on order.

Prepared By:
Andy Gray
SVFR Captain

299

Fire Prevention!
The fire prevention division will continue to offer free carbon monoxide & smoke alarm
installation, free emergency address sign installation, and several variations of public education
programs. This division works close with public works, local utilities company, building
departments (Florence and Lane County), plan and review committee for new developments
and compliance concerns, assisted living/eldercare homes/over 55 communities to be better
prepared for emergencies, and public education tailored to preschool age students to senior
citizens. The division is encouraging businesses, hotels/motels, apartments, any gated
community, and target structures in our jurisdiction to install Knoxboxs for easy access during
an emergency after hours.
The free carbon monoxide & smoke alarm program has been a huge success in 2018;
installing over 350 smoke alarms, with the help of the Oregon State Fire Marshal’s office
supplying some of the free smoke alarms.
I have teamed up with the deputy state fire marshal Kristina Deschaine to inspect all
hotels, motels, and inn in our jurisdiction. All the hotels, motels, and inns have been inspected
and several reinspection’s have been completed to date.
I have completed the educational requirements for my associate degree in fire science,
with a GPA of 3.71%. Plans of furthering future certification needs in the fire prevention division
will be my primary focus.

We have completed this month:
 19-Smoke Alarms installed or tested/inspected.
 7-Emergency address signs installed.
 9-Plan & Reviews.
 6-Fire Life Safety Inspection on B & M Occupancies completed.
 3-Fire Investigations completed.
 Hospital is due for reinspection.
 3-Licenseing inspection completed.
 Elementary, Middle, High schools, Bus barn, and stadium reinspection’s are due.
 10-Driveway access inspections.
 12-Hotel/Motel/Inn inspections completed. 3-hotel reinspect completed.
 5-Public Educations completed.
 3-Fire Drill evaluations.
 1-CPR & First Aid Class completed
Report Written by:
Tony Miller
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Report Captain Larson
Coordinated, planned, and assisted with instruction of a 32 hour Apparatus Operator course for 9
members bolstering excellence in training and operational modes.
Coordinated and planned an NFPA driver operator course with
Logged over 40 hours of extra hands on training for volunteer and paid members.
Conducted 2 public relations events at the local schools ensuring Public safety in the community.
Swore in a FF1 academy with 4 SVFR members.
Conducted Medical standby for USFS pack testing ensuring working relationships with mutual partners.
Conducted 8 life safety inspections on businesses around the community harboring public awareness
and safety.
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une 2019
Community Support Team (CST) Coordinator’s Report
Prepared by Lori Severance, LCSW








The Suicide Survivor Support Group at SVFR has held its first three weekly meetings. There are
14 members. The support group is being well received by the community.
The second Peer Support Coordinators Quarterly Meeting has been scheduled for later this
month.
CST Coordinator has applied for an IAFF grant to attend the annual Fire Service Behavioral
Health Symposium in Denver, Colorado on September 5-6.
Preparations to expand the CST program to provide Mobile Crisis Response (MCR) for mental
health crises are underway. PSA and recruitment ads have been developed for radio and
newspaper, to be sent out once program is fully funded and authorized. Outline of MCR
program response parameters, and parameters for differentiating SVFR/WLAD calls from MCR
calls for purposes of documentation and pay, has been developed. Documentation format for
MCR calls and mental health assessments has been outlined.
Training on mental health assessments and documentation of such has been developed to
present to the CST team in their monthly meeting next week. CST Coordinator will conduct
relevant trainings in monthly CST meetings, prior to the Cahoots training of CST team, to allow
for as much training time as possible prior to program implementation. Training topics include:
Mental Health Assessments, Mental Status Evaluations, Crisis Negotiation Skills, De-escalation
Techniques, and Strategies for Dealing with Agitated or Angry People.

Monthly CST hours:

Further info:

CST Tap outs: 4

Total hours: 7.5

Community/Support Services: 13

Total hours: 27

Trainings: 4

Total hours: 10

Breakdown of CST tap outs:

1 call: Code 100
2 calls: Unresponsive/Code 99
2 calls: Structure Fire
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Informational sheet regarding Recruitment and Retention (R&R) Coordinator
Efforts.
For Board of Directors Meeting on 17 Jul 2019
Recruitment
-

-

-

Progress of All Recruited Firefighters since 1 Jan 2017
o Total Volunteer Firefighters gained/lost in all departments
 Gained since 1 Jan 17: 75
 Departed (Older and newer Vols): 62
 Those I recruited who departed since 11/16/16: 25
 Longer term SVFR mbrs departed but not recruited by me: 15
o Siuslaw Valley Fire & Rescue: (Current Roster: 39 Vol Firefighters)
 Gained since 1 Jan 17: 48 Firefighters gained
 Departed (Older and newer Vols: 33
o Swisshome-Deadwood FD’s (Current Roster: 22 Firefighters)
 Chief Hertzbach updated his roster and dropped 10 members
 Gained since 1 Jan 17: 20 (skewed due to inadequate, earlier reporting)
 Departed: 27
 Added 2 New Firefighter 1’s from the 2019-1 Academy
o Mapleton FD (Current Roster: 13 Firefighters) (skewed due to inadequate reporting)
 Gained since 1 Jan 17: 3
 Departed: 2
 Talked with 3 possible new recruits. One confirmed he’ll join next year
Academy 2019-2: UpRiver Academy - Cancelled
Academy 2019-3: Currently, 7 possible recruits (5 are doing Target Solutions)
o Recruited an ODF Wildland firefighter who’d I’d been working on for awhile
o More recruitment opportunities have opened up with more variation in where and when
I can recruit
Oregon Fire Recruitment Network changed to Quarterly Meetings.
o Will do video conference.
Revised the Tier 3 for Academy
Made up a Facebook Recruitment info PSA
Completed the June Goals tasked by Captain Larson with some larger projects still being worked
o Working Grants still for Extrication Eqpt
o SWOCC Joint Recruiting Network
Retention

-

Conducting Interviews with March and Oct 2018 Academy Graduates
o The majority have been interviewed and there’s a much more positive attitude with
these firefighters.
Fire Auxiliary Program
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-

Attended Chamber of Commerce After Hours and various other events
o May have found 2 more Aux members
Other

-

Offered more spots on KXCR Radio about Recruiting
Attended the Shorewood Breakfast and received $800 for our Association!
Call and Drill Participation on Image Trend for last 9 Months
Target Solutions up to date
Took two weeks off
Siuslaw News Article
Working on next article.
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Western Lane Ambulance District
July 2019
Division Chief of EMS Operations report
Western Lane Ambulance District Board Meeting
Directors:
Operations
Overall, we are trending behind last year call volume. Crews have been responding to a
significantly increased amount of no patient this year and for the month of June. While
it is not uncommon for no patient calls to be approximately 30-40% of normal call
trends, it was remarkably increased for June.
June

2018

2019

Difference

911 Response, transports

188

145

-43

Transfers

43

46

+3

Specialty Care Transfer

11

9

-2

911 Response, no patient transport

79

121

+42

Total call volume

321

314

-7 (2%)

MIH Visits

61

57

-4

2nd Quarter

2018

2019

Difference

911 Response, transports

984

902

-82

Transfers

213

217

+4

Specialty Care Transfer

44

50

+6

911 Response, no patient transport

559

585

+26

Total call volume

1800

1754

-46 (3%)

MIH Visits

137

182

+45
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Western Lane Ambulance District
1. Mobile Integrated Healthcare.
2. Training report.
3. Vehicle/Fleet report.
4. CST Report.
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Elite wlambulance

Call Summary Report

Response Mode to Scene
Response Mode To Scene (eResponse.23)
Non-Emergent
Emergent (Immediate Response)
Emergent Downgraded to Non-Emergent

1 of 6

Number of Runs

Percent of Total Runs
234

72.90%

85

26.48%

2

0.62%

Total: 321

Total: 100.00%
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Printed On: 07/08/2019 09:04:43 AM

Transport Mode from Scene
Disposition Transport Mode From Scene (eDisposition.17)
Non-Emergent
Emergent (Immediate Response)
Non-Emergent Upgraded to Emergent

2 of 6

Number of Runs

Percent of Total Runs
176

54.83%

127

39.56%

17

5.30%

1

0.31%

Total: 321

Total: 100.00%
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Printed On: 07/08/2019 09:04:43 AM

Runs by Response Disposition
Disposition Incident Patient Disposition (eDisposition.12)
Patient Treated, Transported by this EMS Unit

Number of Runs

Percent of Total Runs

188

58.57%

ALS Interfacility

38

11.84%

Assist, Public

25

7.79%

Patient Treated, Released (per protocol)

15

4.67%

Interfacility - CCT

11

3.43%

Patient Evaluated, No Treatment/Transport Required

11

3.43%

Canceled (Prior to Arrival At Scene)

8

2.49%

Canceled on Scene (No Patient Contact)

7

2.18%

BLS Interfacility

5

1.56%

Patient Treated, Released (AMA)

5

1.56%

Patient Dead at Scene-No Resuscitation Attempted (Without Transport)

4

1.25%

Patient Refused Evaluation/Care (Without Transport)

2

0.62%

Standby-No Services or Support Provided

2

0.62%

Total: 321

Total: 100.00%

3 of 6
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Printed On: 07/08/2019 09:04:43 AM

Runs by Response Request
Response Type Of Service Requested (eResponse.05)
911 Response (Scene)

Number of Runs

Percent of Total Runs
292

90.97%

25

7.79%

Public Assistance/Other Not Listed

2

0.62%

Medical Transport

1

0.31%

Standby

1

0.31%

Total: 321

Total: 100.00%

Interfacility Transport

4 of 6
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Runs by Responding Unit
Response EMS Unit Call Sign (eResponse.14)

Number of Runs

Percent of Total Runs

Medic 2

159

49.53%

Medic 5

91

28.35%

Medic 9

36

11.21%

Medic 4

20

6.23%

Medic 1

15

4.67%

Total: 321

Total: 100.00%

5 of 6
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Report Filters
Incident Date:

6 of 6

is between '06/01/2018' and '06/30/2018'
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Elite wlambulance

Call Summary Report

Response Mode to Scene
Response Mode To Scene (eResponse.23)
Non-Emergent
Emergent (Immediate Response)
Emergent Downgraded to Non-Emergent

1 of 6

Number of Runs

Percent of Total Runs
251

79.94%

61

19.43%

2

0.64%

Total: 314

Total: 100.00%

313
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Transport Mode from Scene
Disposition Transport Mode From Scene (eDisposition.17)
Non-Emergent
Emergent (Immediate Response)

2 of 6

Number of Runs

Percent of Total Runs
160

50.96%

153

48.73%

1

0.32%

Total: 314

Total: 100.00%

314

Printed On: 07/08/2019 09:01:09 AM

Runs by Response Disposition
Disposition Incident Patient Disposition (eDisposition.12)
Patient Treated, Transported by this EMS Unit

Number of Runs

Percent of Total Runs

145

46.18%

Assist, Public

63

20.06%

ALS Interfacility

35

11.15%

BLS Interfacility

11

3.50%

Interfacility - CCT

9

2.87%

Patient Evaluated, No Treatment/Transport Required

9

2.87%

Canceled on Scene (No Patient Contact)

8

2.55%

Patient Treated, Released (per protocol)

8

2.55%

Canceled (Prior to Arrival At Scene)

7

2.23%

Standby-No Services or Support Provided

6

1.91%

Patient Treated, Released (AMA)

5

1.59%

Assist, Agency

4

1.27%

Patient Refused Evaluation/Care (Without Transport)

2

0.64%

Patient Dead at Scene-Resuscitation Attempted (Without Transport)

1

0.32%

Patient Treated, Transported by Law Enforcement

1

0.32%

Total: 314

Total: 100.00%

3 of 6
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Runs by Response Request
Response Type Of Service Requested (eResponse.05)
911 Response (Scene)

Number of Runs

Percent of Total Runs
259

82.48%

46

14.65%

Medical Transport

7

2.23%

Standby

2

0.64%

Total: 314

Total: 100.00%

Interfacility Transport

4 of 6
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Runs by Responding Unit
Response EMS Unit Call Sign (eResponse.14)

Number of Runs

Percent of Total Runs

Medic 612

175

55.73%

Medic 615

62

19.75%

Medic 613

30

9.55%

Medic 619

24

7.64%

Medic 5

10

3.18%

Medic 2

8

2.55%

Medic 3

4

1.27%

Medic 9

1

0.32%

Total: 314

Total: 100.00%

5 of 6
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Report Filters
Incident Date:

6 of 6

is between '6/1/2019' and '6/30/2019'
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Elite wlambulance

Call Summary Report

Response Mode to Scene
Response Mode To Scene (eResponse.23)
Non-Emergent
Emergent (Immediate Response)
Emergent Downgraded to Non-Emergent
Non-Emergent Upgraded to Emergent

1 of 6

Number of Runs

Percent of Total Runs
1,354

75.22%

429

23.83%

13

0.72%

4

0.22%

Total: 1,800

Total: 100.00%
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Transport Mode from Scene
Disposition Transport Mode From Scene (eDisposition.17)
Non-Emergent

Number of Runs

Percent of Total Runs
909

50.50%

797

44.28%

Emergent (Immediate Response)

72

4.00%

Emergent Downgraded to Non-Emergent

17

0.94%

Non-Emergent Upgraded to Emergent

2 of 6

5

0.28%

Total: 1,800

Total: 100.00%
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Runs by Response Disposition
Disposition Incident Patient Disposition (eDisposition.12)

Number of Runs

Percent of Total Runs

Patient Treated, Transported by this EMS Unit

984

54.67%

Assist, Public

261

14.50%

ALS Interfacility

167

9.28%

Patient Treated, Released (per protocol)

100

5.56%

BLS Interfacility

46

2.56%

Canceled (Prior to Arrival At Scene)

44

2.44%

Interfacility - CCT

44

2.44%

Patient Treated, Released (AMA)

35

1.94%

Patient Evaluated, No Treatment/Transport Required

31

1.72%

Patient Dead at Scene-No Resuscitation Attempted (Without Transport)

25

1.39%

Canceled on Scene (No Patient Contact)

20

1.11%

Patient Refused Evaluation/Care (Without Transport)

13

0.72%

Assist, Agency

10

0.56%

Standby-No Services or Support Provided

9

0.50%

Patient Dead at Scene-Resuscitation Attempted (Without Transport)

6

0.33%

Patient Treated, Transported by Law Enforcement

3

0.17%

Patient Treated, Transported by Private Vehicle

3 of 6

2

0.11%

Total: 1,800

Total: 100.00%
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Runs by Response Request
Response Type Of Service Requested (eResponse.05)
911 Response (Scene)
Interfacility Transport
Public Assistance/Other Not Listed

Number of Runs

Percent of Total Runs

1,602

89.00%

112

6.22%

70

3.89%

Medical Transport

9

0.50%

Standby

7

0.39%

Total: 1,800

Total: 100.00%

4 of 6
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Runs by Responding Unit
Response EMS Unit Call Sign (eResponse.14)

Number of Runs

Percent of Total Runs

Medic 2

854

47.44%

Medic 5

537

29.83%

Medic 9

206

11.44%

Medic 4

169

9.39%

Medic 1

33

1.83%

1

0.06%

Total: 1,800

Total: 100.00%

RESCUE 10

5 of 6

323

Printed On: 07/08/2019 09:15:55 AM

Report Filters
Incident Date:

6 of 6

is between '01/01/2018' and '06/30/2018'
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MOBILE INTEGRATED HEALTHCARE MONTHLY REPORT
Sum of Patients readmitted to hospital
Sum of calls:
MIH (39)
PAL (18)
911 (0)
Total (57)
Sum of Patients readmitted to hospital:

325

2nd Quarter
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Elite wlambulance

Call Summary Report

Response Mode to Scene
Response Mode To Scene (eResponse.23)
Non-Emergent
Emergent (Immediate Response)
Emergent Downgraded to Non-Emergent
Non-Emergent Upgraded to Emergent

1 of 6

Number of Runs

Percent of Total Runs
1,372

78.22%

364

20.75%

13

0.74%

5

0.29%

Total: 1,754

Total: 100.00%
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Transport Mode from Scene
Disposition Transport Mode From Scene (eDisposition.17)
Non-Emergent
Emergent (Immediate Response)

Number of Runs

Percent of Total Runs
895

51.03%

810

46.18%

44

2.51%

Non-Emergent Upgraded to Emergent

3

0.17%

Emergent Downgraded to Non-Emergent

2

0.11%

Total: 1,754

Total: 100.00%

2 of 6
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Runs by Response Disposition
Disposition Incident Patient Disposition (eDisposition.12)

Number of Runs

Percent of Total Runs

Patient Treated, Transported by this EMS Unit

902

51.43%

Assist, Public

311

17.73%

ALS Interfacility

163

9.29%

Patient Treated, Released (per protocol)

71

4.05%

BLS Interfacility

54

3.08%

Interfacility - CCT

50

2.85%

Canceled (Prior to Arrival At Scene)

38

2.17%

Patient Evaluated, No Treatment/Transport Required

37

2.11%

Patient Treated, Released (AMA)

29

1.65%

Patient Dead at Scene-No Resuscitation Attempted (Without Transport)

26

1.48%

Canceled on Scene (No Patient Contact)

24

1.37%

Assist, Agency

13

0.74%

Patient Refused Evaluation/Care (Without Transport)

11

0.63%

Standby-No Services or Support Provided

11

0.63%

Patient Dead at Scene-Resuscitation Attempted (Without Transport)

7

0.40%

Patient Treated, Transported by Private Vehicle

5

0.29%

Patient Treated, Transported by Law Enforcement

3 of 6

2

0.11%

Total: 1,754

Total: 100.00%
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Runs by Response Request
Response Type Of Service Requested (eResponse.05)
911 Response (Scene)
Interfacility Transport
Medical Transport

Number of Runs

Percent of Total Runs

1,486

84.72%

236

13.45%

21

1.20%

Standby

5

0.29%

Public Assistance/Other Not Listed

5

0.29%

Mutual Aid

1

0.06%

Total: 1,754

Total: 100.00%

4 of 6
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Runs by Responding Unit
Response EMS Unit Call Sign (eResponse.14)

Number of Runs

Percent of Total Runs

Medic 2

696

39.68%

Medic 5

423

24.12%

Medic 612

175

9.98%

Medic 3

167

9.52%

Medic 9

117

6.67%

Medic 615

62

3.53%

Medic 1

58

3.31%

Medic 613

30

1.71%

Medic 619

24

1.37%

Medic 4

5 of 6

2

0.11%

Total: 1,754

Total: 100.00%
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Report Filters
Incident Date:

6 of 6

is between '01/01/2019' and '06/30/2019'
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Training Report July 2019

Target Solutions topic for July is CAPCE Pediatric Ingestions Advanced.
Rob has been doing some community training on Stop the Bleed. He presented to Camp Baker on July
2nd, tribal police on July 9th, and will visit the Rod and Gun Club on the 20th. He also did Narcan and first
aid training with the Coast Guard on June 26th.
Rob taught BLS, ACLS, PALS on June 19th to some of the crew, Chief House, and Chief Schick.
All three shifts have LCC paramedic students completing their internships.
Rob is working on a ventilator taskbook and will hopefully have a rough draft to present at the next
training meeting on July 25th. This taskbook will be a part of a more comprehensive critical care
taskbook.
We had a case review on June 25th with Dr. Danigelis. There were some interesting cases that involved
discussions on operations, protocols, ethics, law enforcement, and of course, securing airways.
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Vehicle Report June 2019

Medic 1
Medic 2
Medic 3
Medic 5
Medic 9
Rescue 10
Dist. Vehicle

Total:

Beginning Odometer
Ending Odometer
Miles
97170
97209
44463
45960
36802
40580
175762
176410
118722
121865
9043
9085
55751
56510

Fuel

MPG

39
1497
3778
648
3143
42
759

18
194.7
264.6
74.7
171.4
0
42.7

9906

766.1

2
8
14
9
18
18
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Vehicle Maintenance Report June 2019
Medic 2 – LOF
Medic 9 – Added DEF
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Administrative Division Report
July 2019
Prepared by Dina McClure, Office Manager
FINANCIAL REPORT:




The June financials are not final as we won’t “close the books” until August or
September. Final numbers will be presented following the FY19 audit.
Financials look good. All appropriation categories are within budget.
Kathy Taylor was here July 1.
o Discussed calculating beginning fund balance on a new budget and the process
of declaring additional revenue after the audit.
o Met with the management team and answered questions.
o Discussed online banking and auto pay bills.
o Corrected lingering errors from the past.
o Discussed WLFEA and not doing a supplemental budget until end of year and
only if needed.
o Discussed LifeMed. Definition of a Fund = doing a line of business restricted to a
specific use with own income, expenses and personnel. Kathy recommends no
change to LifeMed for FY19-20 since budgets have been adopted, however,
merge LifeMed income and expenses into WLAD next fiscal year.
o LifeMed transfer of $265K now showing on both Budget vs Actual reports.

ADMIN REPORT:








Mary has been certified as a Notary Public. She is available to perform Notary as
needed in house for SVFR and WLAD. We are not going to advertise notary services to
the public unless we see a need for it.
Will get adopted budgets in booklet form for distribution.
Continue to update SAFER Grant reimbursements.
Documents are being uploaded to OnBoard Resources.
Joint Board meeting videos are now posted on WLAD web site, will share cost.
Working on sending out RFQ’s for IT Service quotes in August.
SVFR emails have been created for Directors. Staff will start using SVFR and WLAD
emails for all board correspondence starting August 1.
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