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Waterloo Fire and Rescue
Policy & Procedure Manual
FORWARD
Waterloo Fire and Rescue, of Waterloo Wisconsin, consist of the active membership of Fire and/or EMS and are referred to as members, employees or as The Department throughout this manual.  Most members are volunteers, however members are employed through the City of Waterloo for The Fire Department either as fulltime, part time, or paid on call volunteers.
DISCLAIMER
Emergency Services operations are intrinsically hazardous to member’s life and health, and recognizing that such operations must exist to provide the protection of life and property to citizens; personnel of this organization will adhere to the policies and procedures to address day to day actions, conduct and operations.  These guidelines serve as the basis for operational policy and discipline. Waterloo Fire & Rescue cannot guarantee that adherence to the Policy & Procedure Manual alone will result in a reduction of occupational injuries, illness or exposures.  
PREFACE
The following Policy & Procedure Manual was developed to guide members of the Waterloo Fire Department in the performance of their duties, on and off the incident scene.  They are based on the requirements set forth by appropriate federal, state and local regulations and by our Officers. This document will assist in ensuring that members display appropriate behavior and customer service to not only to community members, but also other members of various emergency services organizations.
All department members are required to sign a statement documenting they have read a copy of the Policy and Procedure Manual, know where to locate a copy, and understand the contents.
SAFETY GOAL
The safety goal of the department is to provide and operate under the highest possible levels of safety for all members.  The prevention of accidents, injury exposures and occupational illnesses are the goals of the department and shall be the primary consideration at all times.  The concern for safety and health applies to all members of the department and any other persons who may be involved in department functions.
INTRODUCTION AND PURPOSE
Presented on the following pages are the Policy and Procedure Manual for Waterloo Fire and Rescue.  They are to be used as a reference pertaining to department procedures and regulations and to establish behavioral guidelines.  The Policy & Procedure Manual is intended to assist members to accomplish the mission, commitment and values of this department:
Our Mission statement: Caring Professionals Protecting Their Community
Our Commitment: We are dedicated to preserving life, property and the environment, utilizing effective principles and practices of modern fire and life safety technology.
We adhere to the following Values:
· Respect:   We practice mutual respect by setting a personal example of trust and fairness, recognizing the dignity of others.
· Integrity:  We expect honesty, loyalty and dedication.
· Accountability:  We are responsible, as professionals for our actions.
· Teamwork:   We believe in teamwork through skillful communications and personal cooperation to achieve our goal of satisfying our customers, both internal and external.
· Service:  We strive for excellence in the service we deliver through on going evaluation and continual improvement.
It must be stressed that under all circumstances, good judgment must prevail.  Emergency response situations are so varied; specific rules and regulations cannot always be followed in the strictest sense and may need to be altered according to the incident.  The guidelines should be used as a tool to inform members of the direction their decisions and actions should follow.
The members of the Waterloo Fire Department are a diverse group joined together in a common cause, providing a valued and outstanding service to the Waterloo community and surrounding area.  Keep in mind, every member’s personal conduct and behavior reflects on the department as a whole.  It takes only one thoughtless, careless or selfish act to destroy the excellent reputation established through many years of dedication and hard work.  Each of us is ultimately responsible for our decisions.
The Policy & Procedure Manual is provided to all department members and employees to assist in understanding employment conditions, create an environment of stability and trust, promote the smooth and effective operation of the department and serve as a convenient reference guide and to ensure a high standard of conduct and ethics.  
Each member is expected to read and be familiar with the information contained in the Policy and Procedure Manual.  Most employment questions should be answered in the Policy and Procedure Manual.  Specific questions regarding issues not covered or interpretations should be directed to the Fire Chief, the Assistant Chief or their designee.   
While the Policy & Procedure Manual was prepared for informational purposes and every effort has been made to make it as complete as possible, none of the statements, policies, procedures, rules or regulations contained herein constitute a guarantee of employment, a guarantee of any other right or benefit, or a contract of employment, express or implied.  Department employees and members are employed “at-will,” and employment is not for any definite period. 
The provisions set forth in this Policy & Procedure Manual may be altered, modified, changed or eliminated at any time by the Fire Chief, with the recommendations of the officers, with or without notice, depending on conditions present at the time of the change.  This Policy & Procedure Manual supersedes any and all previous handbooks, statements, policies, procedures, rules or regulations given to employees, whether verbal or written.
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(   EMPLOYMENT POLICIES   
1). At-Will Employment
All employment and compensation with this department is "at will" and can be terminated at any time with or without cause, and with approval of the Fire Chief, or the employee, except as otherwise provided by law.
2). Equal Employment Opportunity
It is the Department's policy that applicants for employment are recruited, selected and hired on the basis of individual merit and ability with respect to positions being filled.  An integral part of this policy is to provide equal employment opportunity for all persons.
The Department will administer hiring, working conditions, benefits, compensation practices, training, employment functions (including but not limited to promotion, demotion, transfer, dismissal and reduction in force) without regard to race, color, religion, national origin, political belief, gender, age, disability, marital status, sexual orientation or any other basis prohibited by State and Federal laws.
All applicants will be reviewed and interviewed by the applications committee; the application committee will forward their recommendations to the chief officers for their regular monthly officers meeting.  An official from the application committee notifies the applicant of the status for membership.
3). Proof Of U.S. Citizenship and/or Right To Work
Federal regulations require: prior to employment all applicants must complete and sign federal form I9, employment eligibility verification form, and all applicants hired must present documents of identity and eligibility to work in the U.S.
4). Aptitude and Ability Tests
Job related tests may be given to help determine aptitude or ability to perform a specific job.  Such tests may be given to candidates for job changes and promotions, as well as to new applicants.  Test results will be confidential.
5). Driver's License and Driving Record
Employees must present and maintain a valid driver's license and an acceptable driving record.  Failure to maintain a valid driver’s license may result in dismissal.  Employees must immediately report any changes to his or her driving record, including all tickets, driving convictions, operating under the influence charges received either on the job or off the job, to the Chief or the Assistant Chief.  Failure to do so may result in disciplinary action, including possible dismissal.  In addition, the department reserves the right to check all Motor Vehicle Records of its employees on a regular basis to ensure that acceptable driving records are maintained.
6). Standards of Conduct
To ensure high standards of ethical conduct, the department has adopted a "Standards of Conduct" policy.
See "Standards of Conduct" section of this Policy & Procedure Manual for a full description 
7). Substance Abuse 
The department is committed to maintaining a safe, healthy and productive workplace.  For this reason the department does not permit its employees to possess, consume or distribute drugs of abuse or alcohol within its facilities. Members will not report to work, or an emergency, or perform their duties while impaired by alcohol or drugs. 
See department “Drug and Alcohol Policy” for a full description.   Violation will result in disciplinary actions up to and including discharge.
All final job offers will be contingent upon successfully passing a controlled substance test.  A positive result will disqualify the candidate from further consideration for the vacancy or eligibility list. 
There is an exception to alcohol consumption on premise during Department sanctioned functions.  However, the rule that you may not report to work, or an emergency, while impaired still is in effect.
8). Exposure to Confidential Information
Residents and businesses entrust the department with important information relating to their health, property and businesses.  Department officers and members must assume an obligation to maintain confidentiality both during and after employment.
Officers and members are not permitted to discuss the confidential business of the department with anyone not employed by the department.  If any person inquirers about confidential department business, the inquiry should be immediately referred to the Chief Officers of the department.
Officers and employees are not permitted to remove or make copies of any department records, reports or documents without prior approval of the Fire Chief.  If an officer or employee is asked to provide such a record, he or she should direct the party requesting the record to the office of the Fire Chief. 
Because even casual remarks can be misinterpreted and repeated, members must develop the personal discipline necessary to maintain confidentiality.  Due to its seriousness, disclosure of confidential information could lead to disciplinary action, including dismissal.
All members will have annual HIPAA training and will sign a HIPAA form prior to employment.  Violations of the HIPAA agreement could lead to disciplinary action up to and including dismissal.
9). When You Decide to Become Inactive
As life changes, and you are no longer able to give you full attention to the Department, you may at any time terminate / retire as member of Waterloo Fire and Rescue.  We ask you to let us know in writing and return your Department issued items. If it is convenient we would encourage an exit interview.  If you fail to meet your attendance requirements, no matter your years of service, and you have not asked for a leave of absence, you may also be put in the inactive file.  If you are interested you may file for readmission through the interview process and you will be asked to adhere to the requirements.
(  EMPLOYMENT STATUS, RECORDS AND REVIEWS
1). Chain of Authority and Management 
The Chief of the Department is responsible to the mayor for the proper administration and operation of the Department, for the discipline of its members and generally for the efficient operation of the Department. The Fire Chief and the Assistant Chief are responsible for the direct supervision of the members and full time employees of The Department.  
The chief officers as a whole, with the recommendations from the officer staff, are responsible for setting forth the policies and enforcing the discipline which affect the members and fulltime employees.  Fulltime employees must also fallow and reference the City of Waterloo’s Employee Handbook.  
Fulltime employees are responsible for their day to day activities of the fire station. Fulltime employees often assist volunteer members, but are not the direct supervisors of volunteer members.  Fulltime employees; who are not in and officer position, may assume command at emergency scenes when no other officers are present, as C7 or C8, 
2). Job Descriptions
Job descriptions are used to define the primary duties and responsibilities of each position, but should not be interpreted as all-inclusive.  Other tasks and projects may be assigned at the discretion of the Fire Chief.   Job descriptions provide the basis for performance expectations and are used as a guide in selection, placement and promotion decisions.  When the responsibilities of a position change, the job description for such position will be updated by the Fire Chief.  Employees may request a current job description from the Fire Chief.
3). Probationary Period
The first twelve (12) months of employment with the Department are considered a probationary period.  During the probationary period employee job skills will be evaluated about every ninety (90) days by an officer or senior member.  If during this period, members’ work habits, attitude, attendance or performance do not meet department standards, employment can be terminated immediately with or without cause or hearing.
At the end of the probationary period employees undergo a performance review with the officers.  This review will be similar to the job performance review that is held for fulltime employees on an annual basis.  Employees are encouraged to communicate comments and ideas with the officers during performance reviews.
At the next regular meeting, after your probationary period has ended, your name will be put forth to the membership for confirmation
4). Personnel File
The confidentiality of information contained in an employee’s personnel file will be maintained except as prohibited by State Laws related to public records.  The department will maintain one original of all personnel files as the official copy in a locked, secure place.  The Fire Chief is custodian of the personnel files.  Appointed staff may access personnel files to ensure the files are updated, current and complete.  An approved list of those personnel authorized access to employment records will be maintained by the Fire Chief. The Officers may have access to prior performance evaluations, or related employee history, during the employee’s annual performance review period.  A member may request inspection of his/her personnel file as directed in §§ 103.13, Wis. Stats.  The Fire Chief will respond to such requests within seven (7) working days.  Removal or correction of disputed material in an employee’s personnel file may be done by mutual agreement of the Fire Chief and the employee.  Items in an employee’s personnel file may contain but are not limited to the following:  employment application, performance appraisals, insurance enrollment forms, payroll documentation, work history, resume, commendations, disciplinary actions, educational and training documents, certifications, job-related tests, bonding, driver’s license information, health exams and drug/alcohol testing results.
   When your Personal Data Changes
Employees should report any changes in name, address, phone number(land line or cell number), e-mail address, cell phone carrier, marital/dependent status or withholding information to the Fire Chief, the Fulltime Staff and City Hall within 10 days of the change. 
   Performance Review
The department will provide members with an annual appraisal of their individual performance.  Reviews will focus on members overall performance, based on the duties and responsibilities assigned to his/her position, since the previous appraisal.
The goal of the appraisal is to foster superior work performance by providing clear expectations and objective feedback about an employee’s performance relative to these expectations.  Members will be reviewed by the Fire Chief or another Officer as assigned by the Fire Chief.
When completed, the original signed performance review shall be placed in the employee’s file.  The member evaluated may have a copy of the entire evaluation.  
Periodically, the Fire Chief, or their designee, will review job descriptions to include any changes in the responsibilities of each position.  
   Performance Review Schedule
Performance reviews may be conducted at any time if warranted by a significant change, either positive or negative, in an employee's/members performance.
New employees/members will be reviewed about every ninety (90) days during the twelve (12) month probationary period.
A private conference between the evaluator and the employee/member shall be held no later than two weeks following the assigned date to discuss the review.
The members/employee will be allowed to respond in writing to his or her review.  Such a response will be filed with the review in the employee’s personnel file.
5. Department Issued equipment/belongings
When you employment begins you will be issued Department equipment.  It is your responsibility to keep and maintain this equipment in clean working order.  An itemized list of issued equipment, along with replacement cost, will be maintained in your personnel file.  You will need to return this equipment when you are no longer a member or if you take an extended leave.  Failure to return the equipment or returning misused, vandalized, damaged (intentionally or accidently) may result in your paying for it.
( MEMBER COMPENSATION/PAY 
EMS shifts:   $3.00/ hr  - C.C., EMT, Driver w/EMR

                       $2.00/ hr  - Driver w/o EMR

Per call:

$14.00  C.C.

$12.00  EMT

$10.00  Driver w/ EMR

$ 8.00 Driver w/o EMR
Fire:
( EMPLOYEE BENEFITS / PRIVILEGES
1). Worker’s Compensation- Accident Reports
An employee who sustains illness or injury as a result of his or her job duties must immediately report the condition or incident to the officer in charge and the Fire Chief. If medical help is required beyond that available at the site, the employee will be sent or transported to an appropriate medical facility for treatment.
An employee who sustains an illness or injury while performing within the scope of his/her employment may continue to receive an amount equal to the difference of his/her regular net pay and his/her workers compensation payments for the period of time of the injury.
Accident reports must be filled out and submitted to the Fire Chief and City Hall within 24 hours of all workers’ compensation illness or injury occurrences.
If you experienced a needle stick or sharps injury or were exposed to the blood or other body fluid of a patient during the course of your work, wash needle sticks or cuts with soap and water, report the incident to the crew chief or EMT on scene, stay at the receiving hospital and do the paperwork. Fill out Department accident report.
2). Clothing Allowance
Currently volunteer members do not receive a clothing stipend. All members, when hired, are issued one department logoed navy blue t-shirt (as available) and after one year are given one department logoed navy blue polo shirt (as available).  Additional clothing items are personally purchased. 

There is a Dress Code and Personal Appearance policy in Working Conditions/Expectations
The Department will provide all protective clothing to enable members to properly perform their jobs, and to meet the requirement of applicable NFPA and OSHA regulations.  
3). Training & Education Opportunities
Members are encouraged to utilize training and education opportunities to improve job skills and qualify for advancement.  These benefits are limited to training and education relevant to an employee’s current position or “reasonable” advancement opportunities within our department.
   Training Requested by Department Head
The Fire Chief may require a member to enroll in certain training courses, conferences or classes directly related to the employee’s job duties.  
Fulltime employees will be paid at the regular pay rate for attendance at required training events. Fulltime employees pay will be governed be the city’s handbook on employment mileage during the training and will be reimbursed at rates set forth by the city.
When attendance is authorized in response to a fulltime employee request, the employee shall not be compensated at his or her regular rate of pay and shall receive no overtime compensation for extra hours incurred by his or her attendance at such training. But will receive mileage pay and $40.00 per day for a full time class.
   Voluntary Class Attendance
A member who wishes to attend classes, courses or programs at accredited colleges, universities, technical or business schools should submit written request to the Fire Chief at least 30 days prior to registration.  
If such a request is approved, the department will reimburse the cost of all registration, tuition, textbook and materials to the employee upon satisfactory completion of the approved course or program.  Successful completion shall be considered a grade of “C” or better or “passing” where no letter grade is assigned.  Employees are prohibited from receiving double funding for education; i.e. reimbursement from the department and a scholarship or grant.  The employee will be required to sign a statement verifying the department is the sole source of funding for the approved course or program.  When the cost for such a class would put undue burden on the member and would discourage advancement of training, members are encouraged to speak with the Chief or Assistant Chief and other arrangements may be made.
Training and education benefits are available on a first-come, first-serve basis, subject to the availability of budgeted funds.  Members must submit a copy of a transcript or report card and receipts for costs to be reimbursed to the Fire Chief.  
   Licenses & Certifications
The department will pay all costs for classes and credits required to obtain and maintain all necessary licenses and certifications, for members in good standing, that are required to perform job duties set forth by the department.  When members fail to stay in good standing they forfeit the privilege of having extra trainings, conferences and seminars paid for by the department.
Failure to maintain required certification to perform job duties set forth will be grounds for disciplinary action up to and including dismissal.  

     Expectation of completion and commitment

When the Department invests financially in you successful completion is required and a commitment of two years of service to the department is expected. Members are expected to sign a statement verifying their intention to remain on the department, in good standing, for at least two years. Regardless if the statement was signed, when you accept the tuition paid by the department, you are acknowledging that you intend to fulfill the attendance requirements of the course, receive a passing grad, complete and pass the certification or certificate, pass the final test, and will be a member in good standing for at least two years; or you will be required to repay the department.
Each time the Department pays for your license, certification, education or you attend a training or class it is not only for your benefit but also for the benefit of the Department.  You are expected to bring back knowledge and or skills learned and are able to reiterate or educate the other Department members in some way.

4). Expense Reimbursements
Fire Chief’s authorization is required prior to incurring an expense on behalf of the Department.   Pre-approved expenses incurred by an employee for department related business, seminars or classes will be reimbursed only with proper proof of expense including a receipt or invoice.  Reimbursements will be issued to members by City Hall.
Mileage for attendance at training or conferences required by the department or other department business using employee’s personal vehicle will be reimbursed at the standard IRS rate for mileage.  Before using your personal vehicle check to see if C1 or C2 is available.
5). Leave Of Absence
Members who have passed their probationary period may be granted a leave of absence.  Medical leave, family leave and other leave will be granted on a case-by-case basis as approved by the officers and the Fire Chief.  Submit your request in writing to the Fire Chief and include the proposed return date, not to exceed one year.
Members who become pregnant may immediately start their leave of absence and continue on through the birth of the child until a reasonable time after birth.  Employees must simply state in writing their desire to take the leave of absence and their proposed return date.
Members, who are requesting a leave of absence along the federal guidelines of Family & Medical Leave Act (FMLA), may immediately start their leave of absence and continue on through the completion of the requirement for the leave.  Employees must simply state in writing their desire to take the leave of absence and their proposed return date.
All written requests must be submitted to the Fire Chief for approval and placed in the employees personnel file.  During the time of the Leave of Absence, the employee may be required to return all department issued items for the duration of the leave.
Employees will not receive benefits or accrue length of service time during leaves of absence.  
6). Military Leave Pay/Military Leave Benefits (Userra)
A leave of absence without pay shall be granted to any employee who is drafted, enlists or is called to duty in the armed forces of our country.  Re-employment rights of such employees shall be governed by Section 45.50, Wisconsin Statutes.  
Employees who are members of the National Guard or United States Military Reserve shall be granted temporary leave of absence for required hours of duty or training.  
Except for emergency call out by the President of the United States or Governor of the State of Wisconsin, an employee must provide at least two weeks prior notice in order to receive the approved leave of absence. 
An employee’s job is protected for five (5) years of absence due to military service.  If an employee on military leave is required to make contributions to the retirement plan, he/she must continue to do so.
When the employee returns to work, it must be to the same or corresponding position.  If upon his/her return the employee is no longer qualified for the position, the employer must make reasonable accommodations to “qualify” the employee.  
7).Privileges Enjoyed by Members
When the Standards of Conduct, Technology Policy is followed:
Members may use the member’s computer and the internet 
When the Use of Public Property Policy is followed:
Members may use the extractor washer and commercial dryer, at their own risk, for their personal laundry.

Members may use and have access to the weight/exercise area any time.  Your direct family members may use the weight room with you after they sign the liability waver in the radio room.
Members have use of the Ready Room and the TV
Members have use of the Kitchen
Members may hold social/family events at the fire station, with the authorization of the Fire Chief
Members may use the vehicle washing equipment to wash their personal vehicles
Members may use department tools or station to work on their personal vehicles on site
Members may barrow and use department equipment/items that would not compromise any emergency situation. Items must be checked out; and should be returned in a timely manner.
All privileges are subject to other limitations set forth in this manual, proper use of equipment and cleaning up is expected.  Privileges may be revoked at the discretion of the Fire Chief.
●  WORKING CONDITIONS/EXPECTATIONS
1). Drug & Alcohol Testing
Members must adhere to the guidelines specified in the department’s Drug Free Workplace Policy.  All employees shall be tested prior to final job offer, and potentially before the start of the first scheduled employment day and randomly anytime there after.
See “Drug Free Workplace and Drug Testing Policies” 
2). Safety
Safety on the job is a vital responsibility of all members.  Always be alert to unsafe conditions, faulty equipment, or other on the job hazards.  Employees must use safety equipment when required.  Members are responsible for reporting unsafe conditions or accidents to the Fire Chief, complying with any laws or safety codes, and maintaining concern for the safety of coworkers.  Failure to use proper safety equipment or follow safety instructions may result in disciplinary action.
3). Pagers and Radios
Department-issued pagers are to be carried by all members.  Pagers are issued to permit members to respond to emergencies when needed.  It is imperative that all staff maintain their pagers in working order and report problems to the officer in-charge of pagers.
Radios are issued to Officers and certain other personnel.  Radios should be maintained in working order and problems reported to the radio officer.
Pagers and radios are the property of the department and must be returned on demand.

4). Department Property, Vehicles and Equipment Care
     Property and equipment
Good care of any department property, vehicles and equipment used during the course of employment, as well as the conservative use of supplies is required.  
If vehicles or equipment are not working properly or in any way appear unsafe, members are expected to notify the Fire Chief or appropriate officer immediately so repairs or adjustments can be made.  Under no circumstances should an employee start or operate vehicles or equipment that are deemed unsafe, nor adjust or modify the safeguards provided.
Failure to return any issued equipment or returning misused, vandalized, damaged (intentionally or accidently) may result in your being billed for it.  Electronic equipment you may be issued includes, but is not limited to:  pagers, radios, laptops and keys.  Other equipment may include, but is not limited to: EMS coats, protective gear of all sorts, ID badges and dress uniforms.
     Vehicles

The operation of department vehicles and equipment is restricted to authorized individuals who have completed the appropriate EVOC course and have been checked out by the Fire Chief.  Members may not operate a vehicle that they have not been checked out on. 
         Apparatus Driver Requirements:
▪ Ambulance drivers will attend the department EVOC/CEVO course, and drive the currently required hours on each ambulance before testing with the Chief
▪ To drive an engine you must pass MPO, drive the currently required hours on each engine before testing out with the Chief

▪ To drive the Aerial you must pass ‘Aerial’, and drive the currently required hours before testing out with the chief
▪ To drive Squad 6, Brush Truck or Tenders you must attend the department EVOC/CEVO course, and drive the currently required hours on for each apparatus before testing with Chief.
Department vehicles and equipment are to be used for official department business only.  Unauthorized or personal use of department vehicles and equipment is in direct conflict with the Standards of Conduct Policy and may result in immediate dismissal.
5). Personal Property
The storage of any members’ personal property or equipment, other than in their locker, on Department property is strictly prohibited unless authorized by the Chief or Asst. Chief.
The Chief or Asst. Chief should have the unanimous approval of the other officers if they wish to store personal property on Department grounds.
6). Smoking
The city has designated all department-owned buildings and vehicles as non-smoking areas.  Smoking or chewing tobacco in a department-owned building or vehicle may result in disciplinary action leading to and including dismissal.

7). Solicitations and Distributions
Solicitation for any cause or distribution of literature of any kind is limited to health/safety, Fire/EMS or City of Waterloo events and must be approved by a Chief.  Such postings or solicitations must not cause disruptions, inconvenience or interference with work of other members.  Persons not employed by the department are prohibited from posting literature on department bulletin boards or entrances.
8). Dress Code/Personal Appearance
Members are expected to be clean, neat and to use good taste in their personal appearance and dress when representing the Department.  
EMS personnel are to wear their department logoed navy blue items, dark blue or black pants, black closed toe shoes and their pager when on call.  Wearing the polo is preferred, wearing a department logoed navy blue sweatshirt or t-shirt, in good condition, is also considered professional.  All clothing must be clean, neat and in good condition, this includes pants, socks, shoes/boots and coat.  In cold weather wearing a dark long sleeved shirt under department logoed items is acceptable.  In hot weather members may wear shorts on call, if the shorts are dark blue or black, professional looking and reach to at least mid-thigh.  
EMS members will be issued a department EMS parka for cold weather. This is Department property and must be returned. Parkas are issued to active EMS members who are past probation and as they are available. 

All members can purchase the logoed navy blue clothing through the current vender. It is the member’s responsibility to purchase adequate amounts of additional logoed clothing. When acknowledging on ‘I am Responding’ as available for the second out call; please make an attempt  to respond clean, neat and attired in some sort of department logoed item.
All members, when hired, are issued one department logoed navy blue t-shirt (when in stock) and after one year are given one department logoed navy blue polo shirt. (when in stock) Additional clothing items are personally purchased. 
Navy Blue Department coats are given to active members from time to time, as funds allow, and coat orders are placed. Remember your department coat should not be worn into establishments that primarily serve liquor unless you are preforming Fire Department duties.
Questions pertaining to what is appropriate should be addressed to an officer or the fulltime staff.

Officers will determine if your apparel or appearance is appropriate, and will speak to you if an adjustment is needed, and give you a reasonable timeframe to make adjustments.
If a Chief Officer determines that an employee’s appearance is not appropriate or professional, and they have not taken corrective measures, he or she may be subject to disciplinary action.
Class A dress uniforms will be provided to members, as funds allow and after your probationary period.
Full Dress Class A uniforms are comprised of long and short sleeved gray shirts (chief officers shirts are white and include a jacket), black tie, black pants, black belt, black socks with black dress shoes and badge, name pin, and accommodation bars.
You are required to wear your uniform, in full, when told to do so as determined by the Fire Chief. Full Dress Class A uniform will be worn for funerals, weddings, and other Department functions such as photos, receptions or dinners.  If there is an allowed variation of the uniform it will be communicated to you by the Chief.  (i.e. black shorts are allowed or no tie is required)
Some events will require you to wear your blue logoed polo. If you have not been issued a polo a blue logoed department t-shirt in good condition will do.

Fire Department uniforms should not be worn where alcoholic beverages are sold or consumed as the primary function, except in the performance of the Fire Department duties.

Members are required to wear full protective gear while performing their fire/rescue job.  
In accordance with Wisconsin Statute 103.14, employers who extend offers of employment must notify potential employees of departmental requirements regarding hairstyle, facial hair and clothing.  Every suppression member will refrain from having beards, goatees, heavy sideburns and untrimmed hair that interferes with the proper and safe wearing of the SCBA.
9). Residency and Response Policy
Fire members are to have an established residence in the city of Waterloo or as otherwise established by law, and in our fire district, prior to his or her hire date.  Exceptions will be at the chief’s discretion.  EMS personnel who live beyond a 4 minute response time are required to be in the City of Waterloo, and ready to respond, when they are on call.  It is encouraged that you stay at the station.  
10). Commitment and Turnout
The department places high value on prompt and regular turnout to emergency calls.  Unnecessary pessimism and general lack of enthusiasm have a disruptive impact on department operations and fellow members and will not be tolerated.
Your commitment to Waterloo Fire and Rescue makes regular attendance at Fire and EMS training/meetings mandatory and your ethical responsibility. 
Commitment to the EMS call schedule has a direct effect on member performance.  Members have an obligation to fulfill shifts that they have scheduled themselves for in EMS manager.  Trade request can be made through EMS manager; however members are responsible for the shift if the trade request has no response.  Communication with your crew, the full time personnel, and possibly the Chief if appropriate, is vital to teamwork and will help to resolve scheduling conflicts. Not responding to an emergency during your assigned EMS shift will result in a disciplinary action up to and including immediate dismissal.
Problems or help with EMS manager can be received by contacting an EMS Manager administrator.
11). Meetings/Trainings and Events
EMS training/meetings are held the second Monday of each month and start at 6:00 PM. 
Fire training/meetings are held the third Monday of each month and start at 6:00PM.
Officers meetings are held on the fourth Monday of each month and start at 6:00 PM.
Special EMS/Fire trainings happen when there is a fifth Monday (4 times a year) at 6 PM

Fire and EMS training/meetings are mandatory.  No member may miss a department training or event without notifying the Station or the Liaison in advance and making up the missed training or event. 
Approved excuses include work conflicts, illness or death in the family.  Training needs to be made up by the next training.  Notices will be sent out alerting you to your attendance requirements.  Alternate fire training happens for members who work second shift.
Working at least the minimum required shifts at Department events is mandatory, unless excused by the Chief.  Non participation at these events is considered a missed training and must be made up.

Hose testing is a mandatory event and must be made up if you are unable to attend.

Fire Department elections are held on the third Monday in January.

12). Election of Officers and Officer Requirements
Department Officers are elected by the membership from within the membership.
The election of officers occurs at the January Fire Meeting. (Third Monday) The Chief, or in the absence of the Chief, the Assistant Chief, will act as Chairperson of the meeting.
Members present who are past their probationary period and meet the attendance requirement for voting are eligible to vote. Our Fulltime/Part time employees are eligible to vote for Captains on down.
     Attendance requirement for voting
Members must be past probation and attended all trainings; or are current on their make-up trainings.  Fire members need to have responded to a minimum of 10% of the yearly runs to qualify to vote, EMS members need to have meet their shift requirements for the past year and/or average 6 shifts a month or more.  Personnel on both fire and EMS need to qualify in both to vote for Department officers.  A list of eligible voting members will be posted.
     Election Procedure
All voting will be done by ballot unless only one person is nominated; then the membership may cast a unanimous vote for the nominee.
The chair will appoint a ballot committee of three members. (Usually probationary members) Nominations will be taken from the floor for each position starting with the Fire Chief.  A motion to close nominations for each respective position will be in order. Ballots will be distributed and then collected by the ballot committee.  The person receiving the majority of the votes for a position shall be appointed to that position.
Any member interested in running for an officer position, and meets the qualifications, may  address all members at both the EMS and Fire meetings no more than 3 months prior to the annual election.
A list of members meeting qualifications will be posted.

In the event an Officer leaves their position before the end of his/her term the Chief, along with the recommendation of the officers, shall appoint a member of the Department to fill out the remaining term of the office.
If there are no qualified candidates for the elected position of Chief; and it cannot be resolved within the membership, it shall be brought to the Mayor and personnel committee of the City for guidance and advice.
The Assistant Fire Chief, 1st Captain, 2nd Captain, 1st Lieutenant, 2nd Lieutenant, Secretary and Treasurer are elected for a two (2) year term.
The Fire Chief is elected for a three (3) year term
Minimum Officer Requirements:
Chief or Assistant Chief:  
· Minimum  of ten years in the fire service
· Certified Level II Firefighter 
· Has completed Officer 
· Has served as a Department Officer for at least two years
· Holds AEMT, or higher license 
1st and 2nd Captain – 1st and 2nd Lieutenant:
· Minimum of five years in fire service
· Certified Level II Firefighter 
· Has completed Officer 
· Holds an EMR, EMTB license, or higher
 (   STANDARDS OF CONDUCT
Code of Ethics And Expectations
The proper operation of our department requires that we have in place a code of ethics and expectations that identifies in a clear manner the acceptable conduct of the Fire Department members.
1). Code of Ethics
Every member shall conduct him/herself in a manner which is in keeping with the good reputation, order and discipline of the department.
All members are governed under the direction of the Fire Chief.  If the Fire Chief is not present the authority goes to the Assistant Chief, if the two chief officers are not present authority goes to the Captains and Lieutenants if no officer is present authority goes to the full time staff then to a senior member. 
Every member shall distinctly understand that they are entirely under the direction of the officer in charge, or senior member, at the scene of any emergency, while on duty, at the station, at trainings, on parade or while acting as a member of the department in any manner.  All orders given by the person in charge must be immediately acted on and implicitly obeyed.  Only if the order places you under an unsafe working condition as per NFPA code 15 and  SPS 330 may you disregard an order.
No member will leave his/her duty without the permission of the officer in charge while at the emergency scene.  No member will leave trainings or while returning apparatus to readiness without the permission of the officer in charge.
2). Expectations
Members are expected to come to all trainings/meetings that pertain to them. Members are expected to participate in fundraising efforts and other Department Activities.

If a member knows they are going to miss a training/meeting, an excuse form should be filled out prior to the start of the meeting. The forms for excused absences are in the wall pocket in the meeting room by the mail boxes.  These forms shall be turned into the Liaison person or the fulltime staff.  Excused absences shall include working at their regular job, illness in the family, family emergencies, planned family vacations or school.  
When a member is ill and has phoned the station or the Liaison of the absence, or has filled out the valid excuse form prior to the meeting, they will be shown on the attendance sheet as absent but excused.  Excuse forms go in the Liaison file pocket.
Both Fire and EMS members who miss a regular monthly training for whatever reason will make-up that training with other, and if practical similar training, that is approved by the officers.  This make-up training may consist of either an extra drill or approved course work and will be completed prior to the next regular training/meeting.
Failure to attend monthly training/meetings without and excused absence, or notification that you are too ill to attend, shall result in a disciplinary action.
Any member who has not taken call, has not been at training, has not responded to an emergency within 6 months, and are not on a leave of absence, will be considered inactive and will be asked to re-apply as a department member.  The chiefs and officers will review the application and determine the status of the applicant.
Members are expected to be on Truck Starting at least once a year.  Members are expected to fulfill their truck starting obligations weekly while they are assigned to truck starting duty.  The first member on the monthly truck starting list is to coordinate the cooking responsibilities for the meeting. Cooking does not release you from training that night.
EMS members are required to take a minimum of 6 shifts per month.  A shift is defined a 4 hours or more; it is preferred that you take full shifts.  Every month shift obligations will be reviewed; members who have not met their shift requirements may be called, by the EMS supervisor or their designee, to discuss the situation.  Disciplinary actions may apply.
It is each EMS members’ responsibility to have selected, in EMS manager, a minimum of 6 shifts, but no more than 8 shifts before the first of each month.  
You may select more shifts after the Fire meeting (third Monday) to fill in the schedule.
In an effort  to help members schedule their required monthly shifts the following applies: The first time a member makes an error and takes more than 8 shifts before the third Monday of the month the member will be contacted and asked to erase extra shifts until they are left with 8.  If over scheduling happens a 2nd time the administrator will remove all of your shifts and you will be blocked from scheduling until after the Fire meeting, but still will be required to have taken four shift in the month.  If a member over schedules a third time all the shifts will be removed and you will be blocked from scheduling until you have met with the EMS Officer.  The officer will consider the consequences which may include an oral reiteration on the importance of team work, re-education, an extension of probationary status, extra training on the use of EMS manager, a note of discipline in the members file and or dismissal.
Every member will have and maintain a working telephone and will notify the chief within 24 hours of any changes to their telephone number.
Every suppression member will be capable of donning, wearing and operating a Self-Contained Breathing Apparatus (SCBA).  Suppression members will refrain from having facial hair that would interfere with the proper and safe wearing of the SCBA.   From time to time, and with the knowledge of the Officers, a member may not be capable of wearing the SCBA, in these circumstances the member will perform other duties at the fire scene.  
Every member who commits his/herself to an emergency is expected to perform all duties of their assigned role.
After all emergency calls, training sessions or when otherwise requested it is required that all members assist in returning apparatus and equipment to a state of readiness.  Members will not leave, without permission and a valid reason, until the officer in charge dismisses you.
Every member shall obey all rules and regulations of the Highway Traffic Act while on duty or while responding to emergencies.
All members will govern themselves so that they do not create a safety hazard to themselves, other firefighters or EMS personnel, or to the public.  If a member disregards safety they will be subject to discipline action up to and including removal from the department.  
When responding to a call – all members, Fire or EMS, will proceed to the station in a safe manner.  That means no speeding or passing vehicles. Do not drive in a reckless manner.  Use of flashers is a personal decision and does not give you the right of way.  Some citizens of Waterloo may understand that you are responding to an emergency call and may pull over for you, but they are under no obligation nor do they necessarily understand your intentions.
We have implemented the “I Am Responding” program. Please use your cell phone so your name appears on the screen in the bay.  This will help the officers in charge understand who will be showing up or are available for second EMS calls.
Any member who finds valuables at an emergency scene will notify the incident commander who will secure the valuables and take appropriate action with the proper authorities.  Weapons found at a scene will be secured in the gun box of the ambulance and deposited at the hospital.
Members are expected to have completed NIMS 100, 200, and 700. 
Fire members not interested I holding an EMR will go through a First Aid class.  Ambulance drivers will hold and EMR within two year of hire, and maintain the certification
All members will hold a valid CPR card at all times, and will re-certify with American Heart at the station.
Fire members will take entry level the first year, will take and become certified Firefighter I the next year, and will have four years to be certified Firefighter II.
Members are expected to participate in community activities that involve the Fire Department, fundraising and Department events.

Members are expected to participate in hose testing each year.

3). Political Activity 
The department urges employees to vote regularly.  It is a duty and obligation as a citizen.  Employees will not be discriminated in favor of or against because of political contribution, permitted political activity or neutrality.  Employees may not solicit, be solicited nor receive political contributions or services on the job.  In addition, employees may not engage in any form of political activity on the job or off the job to such an extent that it interferes with doing the job well, under penalty of disciplinary action.
4). Use of Public Property
Members are not permitted the unauthorized use of department owned vehicles for personal convenience or profit.  
Authorization for borrowing, using or removing any department equipment comes from the direct expressed consent of the Fire Chief, or their designate, and is a Member Privilege.  Members must sign out equipment that is removed from the premises, on the equipment sign out log sheet located in the radio room, after receiving permission.  This includes equipment removed from the premises for classes.
Members will be held responsible for any improper use or operation of department-owned vehicles, equipment, materials or property that results in damage or destruction, willful or accidental. The department reserves the right to seek reimbursement for such damages, either in whole or in part, including garnishment of wages. Members will also face disciplinary action up to and including termination.
   Bulletin Boards 
Bulletin boards and white boards are the department’s official way of keeping everyone informed about new policies, changes in procedures, meetings and special events.  Only authorized personnel are permitted to post, remove or alter any notice on the bulletin board(s).

   Telephones and Cellular Phones 
Department telephones, and cellular phones in the apparatus, are provided for official department business only.  Contracts for telephone and cellular service will be negotiated by the Fire Chief.  
Department telephones and cellular phones are not to be used for personal business except in an emergency.  Any employee abusing telephone or cellular phone privileges shall be subject to reimbursing the department for any toll charges and disciplinary action.  The department reserves the right to monitor employee compliance with this policy through any means, including but not limited to, auditing of records reflecting use of telephones.
To ensure safe handling and operation of department owned vehicles drivers may not receive phone calls or read text-messages while the vehicle is moving.  When placing a call the driver is to pull over and be stopped.  This policy applies to the operator of the motor vehicle only.
Any employee who fails to comply with this policy will be subject to disciplinary action up to and including dismissal for any violation.
5). Technology Policy
    Computer Software
All new software installation must be approved by the Fire Chief.  No person shall knowingly or willfully download computer software not approved by the Fire Chief and not purchased by the department.  No person shall install any software that is illegally obtained or has already been installed on a personal computer or network. The department will also comply with federal copyright rules and regulations on the implementation and use of computer software.
All data is department property and cannot be removed.
No software or hardware may be temporarily or permanently loaded or programming performed by any member or other person to any department computer or any part or component of the Information Technology system without the express knowledge and permission of the Fire Chief.   
Violation of this policy may include immediate dismissal.
   Computer / Internet/E-Mail / Social Media Use
Personal internet usage on a Department computer is allowed only on the ‘members’ computer in the meeting room.  When you are finished using the computer please logoff.  Failure to do so could result in your account being disabled.
Internet services are provided for department members to enhance their professional activities and as benefit to members who must stay at the station.  Internet access is a privilege and the department encourages professional use. The Internet shall not be accessed for e-commerce, gambling, to conduct a business or for any personal or financial gain. 
A wide variety of information is available on the Internet, some uncensored and unrestricted. The department does not permit access at any time to materials that may be offensive or pornographic, nor, is the department responsible for the content of any Internet site.  
Department e-mail accounts are provided as a business tool.  When accessing the Internet using department equipment and/or on department property, members shall limit all usage to job-related purposes.  The use of e-mail for any illegal, unethical activities or activity that could adversely affect the department is prohibited. 
All Internet and e-mail actions and communications shall be conducted in a manner consistent with the professional and courteous behavior expected of department members. Members shall not abuse computer use privilege.
No person without specific authorization shall read, alter or delete any other person’s computer files or email. 
The transfer of information via the Internet and e-mail is not always secure. The confidential nature of department information must be considered paramount.  Unsecure transmittal of confidential information via the Internet and e-mail is inappropriate and shall not be permitted.    
Internet use and communication by department employees on department equipment is public and not confidential or private.  The department reserves the right to monitor Internet and e-mail activity by employees without prior notification.  Employees have no privacy with respect to their access or use of the Internet.  Under federal and state laws, e-mail and electronic files obtained via the Internet are public records and subject at all times to inspection by the public and management in the same manner that paper documents of a similar nature are preserved and made available.     
The safety and security of the department’s network and resources shall be considered paramount when using the Internet.  User passwords are confidential.  It is the user’s responsibility to maintain the confidentiality of their passwords.  
Any media information obtained by a member at a scene, (on your personal phone or department equipment) in the station or at training, whether in the form of photographs, video or audio recordings is the property of the Department and may not be distributed without the permission of the person(s) in the photo, video or recording and the Fire Chief.  This includes posting on Facebook, and similar accounts, or disseminating it through e-mail.
Failure of a Member to adhere to and comply with these policies may result in disciplinary action up to and including discharge.   
6). Harassment Policy
Waterloo Fire and Rescue will provide a work environment that is pleasant, healthful, comfortable and free from intimidation, hostility or other offenses, which might interfere with work performance.  Harassment of any sort - verbal, physical, sexual, visual will not be tolerated.
   What is Harassment?
Harassment can take many forms.  It may be, but is not limited to: words, signs, jokes, pranks, intimidation, physical contact or violence.  Harassment is not necessarily sexual in nature.
Sexual harassment may include unwelcome sexual advances, requests for sexual favors, other verbal or physical contact of a sexual nature when such conduct creates an intimidating environment, prevents an individual from effectively performing the duties of his or her position or when such conduct is made a condition of employment or compensation, either implicitly or explicitly.
   Responsibility
All members are responsible for keeping the work environment free of harassment.  Any employee, who becomes aware of an incident of harassment, whether by witnessing the incident or being told of it, must report it.  When the Fire Chief, or officers, become aware that harassment might exist, they are obligated by law to take prompt and appropriate action, whether or not the victim wants the department to do so.
   Reporting
Any member who has experienced harassment must report the incident immediately to the Fire Chief directly.  If the harassment report involves the Fire Chief the report should be made to the Mayor.   Appropriate investigation and disciplinary action will be taken by the Fire Chief or appropriate party.  All reports will be promptly investigated with due regard for the privacy of everyone involved.  Any member found to have harassed a fellow member will be subject to severe disciplinary action up to and including discharge.  The department will also take any additional action necessary to appropriately correct the situation.  The department will not retaliate against any member who makes a good faith report of alleged harassment, even if the member was in error.
The department accepts no liability for harassment of one member by another member.  The individual who makes unwelcome advances, threatens or in any way harasses another employee is personally liable for such actions and their consequences.  The department will not provide legal, financial or any other assistance to an individual accused of harassment if a legal complaint is filed.
7). Unacceptable Activities
The department expects each member to act in a mature and responsible way at all times.  Because of the seriousness, occurrences of any of the following violations may result in immediate dismissal.  This list is not all-inclusive and, notwithstanding this list, all members remain employed "at will".
· Willful violation of any department rule, any deliberate action that is extreme in nature and detrimental to the department's efforts to operate efficiently and effectively and negligence or any careless action that endangers the life or safety of another person. 
· Willful violation of security or safety rules or failure to observe safety rules or practices, failure to wear required safety equipment and tampering with department equipment or safety equipment.
· Being intoxicated or under the influence of controlled substance drugs or alcohol while responding to an emergency, training session, assigned duty or any other department function or activity.  Use, possession or sale of controlled substances in any quantity while on the department.  Exceptions are the possession of medications prescribed by a physician which do not impair work performance.
· Refusal to comply with required controlled substance and or alcohol testing as required.
· Unauthorized possession of dangerous or illegal firearms, weapons or explosives on department property or while on duty.
· Engaging in criminal conduct or acts of violence, making threats of violence toward anyone on department premises or when representing the department, including fighting, horseplay, provoking a fight on department property, negligent damage of property, threatening, intimidating or coercing fellow employees on or off premises at any time or for any purpose.
· Engaging in an act of sabotage, willfully, or with gross negligence, causing destruction or damage of department property, property of fellow employees, department members, suppliers or visitors.
· Theft of department property or property of fellow employees, unauthorized possession or removal of department property, including documents, from the premises without prior permission from the Fire Chief, unauthorized use of department equipment or property for personal reasons, using department equipment for profit.
· Insubordination or refusing job assignments pertaining to employee’s work as requested by the Fire Chief or Officer in charge.
· Dishonesty, willful falsification or misrepresentation on an employment application or other work records, dishonesty about sick or personal leave, falsifying reason for leave of absence or other data requested by the Fire Chief, or alteration of department records or documents.
· Violating the nondisclosure agreement, giving confidential or proprietary department information to organizations or persons not employed by the department or to unauthorized department employees, breach of confidentiality of personnel information.
· Malicious gossip, spreading rumors, engaging in behavior designed to create discord and lack of harmony, interfering with another employee on the job, willfully restricting work output or encouraging others to do the same.
· Immoral conduct or indecency on department property.
· Conducting a lottery or gambling on department premises, without proper permits.
· Sharing any information with the media (newspaper, radio, T.V. social/electronic, etc.)when not authorized to do so. Only the Chief Officers or their designees may give sensitive information to the media
· Violation of HIPAA agreement.
Occurrences of any of the following activities, as well as violations of any department rules or policies, may be subject to disciplinary action, including possible immediate dismissal.  This list is not all-inclusive and, notwithstanding this list, all employees remain employed "at will".
· Unsatisfactory or careless work; failure to meet quality standards as explained by the Fire Chief; mistakes due to carelessness or failure to get necessary instructions.
· Creating or contributing to unsanitary conditions.
· Unlawful speeding or reckless driving of department vehicles.  Failure to immediately report damage to, or an accident involving department equipment.
· Failure to maintain an acceptable driving record in positions where it is required or failure to maintain any required certifications set forth in the employee’s job description.
· Leaving work before the end of a call or shift without approval from the Fire Chief or his/her designee. 
· Failure to report or late arrival for your shift.
· Using, while on duty, profane, immoral, indecent language, gestures or actions which may tarnish the good reputation of the department.
· Excessive use of department telephone for personal calls; failure to adhere to telephone and cellular phone policies.
· Failure to comply with department computer, Internet and e-mail policies.
· Unauthorized personal use of department vehicles, property and/or equipment.
· Smoking or chewing tobacco in any department-owned building or vehicle.   
· Posting, removing or altering notices on any bulletin board without proper permission. 
· Obscene or abusive language toward any department member, indifference or rudeness towards a member, disorderly or aggressive conduct on department premises.
· Entering any premises where alcoholic beverages are sold or consumed as the primary function while in department uniform; except in the performance of the fire department duties.
· Failure to maintain a neat and clean appearance in terms of the standards established by the Fire Chief or wearing improper or unsafe clothing.
· Posting inappropriate or derogator photos or messages on Facebook or similar type accounts that would tarnish the good reputation of the Department or one of its members

8). Sanctions
A determination that a member’s actions constitute improper conduct under the provisions of this handbook may constitute a cause for disciplinary action, demotion, suspension, removal from office or employment or other sanctions permitted by law.
   Disciplinary Actions
Depending on the severity of the infraction, the past work record of the member and other mitigating circumstances, the following are disciplinary actions that may be utilized when an member conducts himself/herself inappropriately or performs inadequately:

First offense:

Verbal warning, re-education, possible extension of




 probationary period, possible written disciplinary 




document in employee file, possible suspension, 




demotion or discharge
 Second offense:
Written disciplinary document in employee file, re-education, possible extension of probationary period, possible suspension, demotion or discharge
          Third offense:
            Written disciplinary document in employee file, possible suspension, demotion or discharge.
  Fourth offense:             Suspension with written disciplinary document in employee file, possibly discharge
Any offense may result in immediate dismissal without warning due to the severity or if there is reason to believe corrective disciplinary measures may be ineffective.
The Fire Chief will issue written warnings, suspensions and immediate dismissals.  Reasons for every disciplinary action will be documented as fully as possible.  Opportunity will be given to a member to defend his or her actions and rebut the opinion of the Fire Chief. 
A member may appeal a disciplinary action imposed by the Fire Chief. First to the Mayor or secondly to the Personnel Committee.  The Mayor shall rule on the appeal after satisfying all pertinent facts have been presented and carefully reviewed and the member has been given full opportunity to explain his or her conduct regarding the infraction. 
Fire & EMS personnel will be suspended from participating in any activities until the member’s appeal has been heard.
When an EMS member fails to stay in good standing they forfeit the privilege of having extra training, conferences, and certification/license renewals (including hotel, mileage and meals) paid for by the Department.  Members on a leave of absence will have their situation reviewed on a case by case basis; a promise of returning and continuing to be an active member in good standing would be expected.
   Advisory Opinion and Summary Opinion
Any questions as to interpretation or application of any provision of these standards of conduct shall be referred to the Fire Chief, which, if necessary or appropriate, may request an advisory opinion from an Attorney.
   Dismissal
Employment and compensation with the department is "at will" and can be terminated with or without cause, and with or without notice, at any time, at the option of either the Fire Chief or the member, except as otherwise provided by law.
If members’ performance is unsatisfactory due to lack of ability, or failure to fulfill job requirements, he or she will be notified of the problem in writing at review.  If satisfactory change does not occur within a specified period of time the employee may be dismissed.  The Fire Chief reserves the right to use their discretion to dismiss a member for offenses other than those specifically designated as resulting in immediate dismissal.
   Grievance Procedure
Effective employee employer relationships are necessary to carry out the department's responsibilities to its residents in an efficient and economical manner.  To maintain harmonious employee employer relationships, it is advisable to give prompt consideration and equitable adjustment of employee grievances informally, and both officers and members are expected to make every effort to resolve problems as they arise.  However, it is recognized there will be grievances, which will be resolved only after formal appeal and review.  Members are permitted to have representation present at any of the three steps below.  
The Grievance Procedure is as follows:
Discussion of the Problem with the Officer(s). If an employee feels any working condition, policy, practice or action by the department or the Fire Chief is unjust, he or she should inform an officer and discuss the matter confidentially and in private with him or her.
Written Grievance to Fire Chief.  If the situation remains unresolved after discussion with an officer, a member may present the grievance in writing to the Fire Chief.  The written grievance shall fully state the details of the problem and suggest a remedy.  It should also include a summary of communications with the officer/s on the subject. The written grievance should be filed within five (15) days of discussion with the officers.
Grievance Conference with the Fire Chief and Mayor. The Fire Chief will review the grievance and call the employee for a scheduled conference with the Mayor.  This may, at their discretion, be with or without the presence of other officers.  At this conference the employee should feel free to openly discuss the complaint and substantiate the reasons for such grievance.  The Fire Chief and Mayor will consider the employee’s input and render a decision. The conference should be scheduled within 15 days of filling the written grievance.  
(    DRUG – FREE WORKPLACE 
and 
    DRUG TESTING POLICIES
1). Drug-Free Workplace Policy
The Department recognizes the importance of maintaining a safe, efficient and healthful workplace.  Because drug use can seriously jeopardize the health and safety of members and the public, it is the responsibility of the department to maintain a drug-free workplace policy to prevent harm to self or others and to prevent damage to the reputation and professional image of the Department.  It is the responsibility of all department members to abide by the terms of this policy as a condition of employment.
During the time members are assigned to be on call, members are expected to be entirely free from alcohol or any substances that could inhibit their ability to perform their duties.  
No volunteer should respond to an emergency if they appear visibly intoxicated, or when their blood alcohol concentration is 0.04% or above.
Federal Highway Administration rules do not allow drivers to have greater than 0.04% alcohol in their system.
No members should ever be under the influence of an illegal substance or a controlled substance not used as prescribed. 

   Testing
Every applicant for employment to the department will be required to undergo and pass a drug test before becoming a member of the Waterloo Fire Department.
If at any time there is reasonable suspicion that a member is under the influence of drugs and/or alcohol the member will be required to submit to a drug test.  Reasonable suspicion will be based upon observable actions, alone or in conjunction with other factors including, but not limited to: dangerous or accident-prone conduct, decreased job performance which is unexplained, complaints from other members, reduced short term memory, inability to concentrate, anxiety, and physical symptoms such as bloodshot eyes or dilated pupils.
As soon as possible after an accident each member directly involved, or whose performance contributed to the accident, must submit to a drug/alcohol test.  
Refusal to submit to a drug test will be considered a positive test and the member subject to disciplinary action up to and including termination.
   Reporting Of Drug Conviction
All members must notify the Fire Chief of any criminal drug statute conviction for a violation of Federal or State law relating to drug or alcohol use or possession no later than five (5) days after such conviction.   
Within thirty (30) days of learning of a drug conviction, the department will require the employee to satisfactorily participate in a Drug Assistance or Rehabilitation Program approved by the department and at the member’s expense.
An employee’s failure to abide by the terms of the specified Drug Assistance or Rehabilitation Program will result in disciplinary action up to, and including, dismissal.  
     Prevention and Rehabilitation
The goals of this policy are prevention and rehabilitation whenever possible.  Employees needing help to deal with drug or alcohol problems are encouraged to seek and use rehabilitation agencies at their own expense.  The department treats drug addiction as an illness and provides for a leave of absence under the provisions for Medical Leave in this Personnel Manual.  The department also recognizes drug abuse as a potential health and safety problem.  Conscientious efforts to seek help will not jeopardize an employee’s job, and contacts with those agencies initiated only by the employee will not be known nor noted in any personnel record.
     Leave Of Absence 
A member shall be permitted to take a leave of absence for the purpose of undergoing treatment pursuant to a Drug Assistance or Rehabilitation Program.  The leave of absence must be requested prior to the chief or designee of any act subject to disciplinary action.
    Drug and Alcohol Regulations
The unlawful manufacture, distribution, dispensation, possession, purchase, or use of illegal drugs by members is prohibited and is subject to disciplinary action up to and including termination.

Intentionally tampering with, causing another person to tamper with, substituting for, or causing another person to substitute for a urine and /or blood specimen, whether the members own specimen or another member’s specimen will constitute cause for termination of the member(s) who engage in such activity. 

Any member who fails to cooperate with any part of the testing process or behaves in a confrontational way that disrupts the collection process is subject to disciplinary action up to and including termination.

(  APPENDICES
 Receipt and Acknowledgment of Policy & Procedure Manual
This manual is an important document intended to help members become acquainted with the Department and will serve as a guide; it is not the final word in all cases.  Individual circumstances may call for individual attention. The Policy and Procedure Manual may be updated at any time throughout the year.  This Policy and Procedure Manual supersedes any previous handbooks, policies, procedures, rules or statements given to members, whether verbal of written.
Please read the following statements and initial each individual item and sign below to indicate 
your acknowledgment of the contents of the Policies and Procedures Manual.  
_______  I understand it is my obligation to read the Policy & Procedure Manual.  I understand the policies and procedures described in the Personnel Manual are subject to change at the Fire Chief’s discretion at any time.
_______  I acknowledge I have read and understand the departments “Standards of Conduct Policy” within this manual.  I understand it is my obligation to attend all trainings, meetings, fundraising and Department required events.
_______  I acknowledge I have the right to terminate my employment with the department at any time without notice.  In turn, I acknowledge the department has the right to terminate my employment at its sole discretion, subject to any applicable State or Federal statutes or constitutional requirements. I understand I must return Department issued items.
_______  I am aware during the course of my employment, confidential information may be made available to me.  I understand this confidential information must not be given out or used outside of department premises or with non-department persons, except as required by law.  I understand this obligation exists even after my departure from this Department.
_______  I understand that when the Department invests financially in my education, successful completion is required and a commitment of two years of service to the department is expected, and I will be a member in good standing; or I will be required to repay the department.
_______  I understand my signature below indicates I have read and understand the above statements and have access to a copy of the Personnel Manual. 

________________________________________________     _____
                                             Members Name (please print) and Number
____________________________________________
                                                 Members Signature and Date
	1
	



_1602074058.wmf

