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Member Requirements 

Active:  
Active Members shall maintain the following requirements: 
 

1. Maintain their EMT Certifications and professional rescuer level CPR certification: 
o Active State of New Jersey EMT Certification 
o CPR Certification such as American Heart Association’s BLS for Health Care 

Provider or Red Cross’ CPR/AED for Professional Rescuers and Health Care 
Providers. 

2. Complete the following training courses: 
o Blood borne Pathogens Annually 
o HazMat Awareness Annually 
o Right To Know Biennially 

3. Have successfully completed the Tinton Falls EMS South Emergency Vehicle Driver 
Checklist or be grandfathered in through demonstration of satisfactory driving skills 

4. Agree to drive in accordance with the Emergency Vehicle Policies and Procedures 
5. Respond to a minimum of 5% of all calls that the squad receives 
6. Attend at least 6 business meetings 
7. Attend at least 6 training sessions or drills 
8. Complete a minimum of 12 rig checks per year with at least 3 occurring per quarter 

unless a member is on approved leave. 
9. Be assigned at least 1 duty night per week or answer calls on a frequent or regular basis 
10. Sign the Standard Operating Guidelines and Constitution and Bylaws of Tinton Falls 

EMS South. 
 
Active members elected as a Line Officer shall fulfill the duties outlined in the “Tinton Falls EMS 
South Line Officers Duties and Responsibilities” document which may be modified by the Captain 
as needed to align with the skills and composition of the Line Officers. 

Associate Members 
Associate members are required to maintain their active membership in good standing in another 
Emergency Medical Organization.  They are not required, but at the member’s request, may be 
assigned to a duty crew.  Associate members, meeting the Tinton Falls EMS South requirements 
to respond directly to a scene, may also do so.  Associate members are not permitted to drive the 
ambulance unless approved to do so by a Line Officer. 
 

Probationary Members: 
Probationary members may respond to first aid calls in the ambulance after successful completion 
of a Basic First Aid Course and a professional rescuer level CPR (such as American Heart 
Association’s BLS for Health Care Provider) or Red Cross’ CPR/AED for Professional Rescuers 
and Health Care Providers). 
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Probationary members shall successfully complete or be enrolled in the EMT course within 12 
months from the date that their probationary status begins.  Probationary members may be 
assigned a duty crew shift.  While education may be their primary concern, probationary members 
are encouraged to attend business meetings and respond to calls to build experience and 
familiarity with squad policies and procedures. 
 
Probationary members who do not complete or enroll in the EMT course within 12 months may 
reapply for membership. 
 

Inactive Members: 
If a member is inactive because of failure to maintain necessary certifications, he or she is no 
longer permitted to respond to first aid calls.  
 
If a member is inactive because of a failure to maintain stats, he or she may respond to calls to 
increase their call stats.  Members will be reviewed every three months, at the request of the 
Inactive Member, to determine if they should be restored to Active Status. 
 

Exempt Members: 
Exempt members do not have to maintain any stats (such as call percentages or rig checks) and 
are not permitted to answer first aid calls unless requested by a Line Officer, providing all 
certifications are current.   
 
However, if an exempt members wishes to maintain his active status, the status of ‘Exempt-Active’ 
membership will apply. 
 

Driver Only Members: 
Are considered exempt status and are required to maintain a Basic First Aid Course and a 
professional rescuer level CPR (such as American Heart Association’s BLS for Health Care 
Provider) or Red Cross’ CPR/AED for Professional Rescuers and Health Care Providers). 
 
Driver only members shall not assume Incident Command and may not respond directly to scene 
unless directed by a line officer. 
 

Emergency Members: 
Emergency Members are not permanent members of the squad and will be used as necessary 
and in the appropriate capacity as determined by the Captain or a Line Officer.  
 

Supporting Members: 
Supporting members are not required to attend regular meetings of the squad, but are 
encouraged to do so.  Certifications and requirements for supporting members will be 
commensurate and appropriate for the duties and activities that they perform for the squad. 
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Cadet Members: 
Squad Cadet members are those members who are at least 15, but have not yet attained the age 
of 18 and are interested in becoming a member.  Cadet members shall have completed the Basic 
First Aid Course and a professional rescuer level CPR (such as American Heart Association’s 
BLS For Health Care Provider) or Red Cross’ CPR/AED for Professional Rescuers and Health 
Care Providers). 
 
Cadet members may choose to attend EMT School and may attend ride on emergency calls as 
permitted by law.  At the discretion of the crew chief, the Cadet Members may be excused from 
supporting certain types of calls or may be asked to sit in the front of the ambulance during 
transport. 
 

Members Wishing to Return: 
Members who have resigned from Tinton Falls EMS South and wish to rejoin the squad shall 
reapply to be considered for membership. 
 

Removal of Members from Roster: 
Members who have not responded to written, verbal, or telephone communications for six months 
may be removed from the roster. 
 
Members wishing to voluntarily resign must submit a written or electronic letter of resignation 
request to the Captain or President. 

Requirements to Ride on a Call 
No ride-alongs or guests are permitted in the ambulance during emergency calls. 
 
All new members shall complete 5 rig-checks before being permitted to ride on any emergency 
call or supporting a special event or a stand-by. 
 
All members shall be in appropriate attire when responding to an emergency call during their duty 
shift or supporting a scheduled special event or a stand by.  Members shall wear a shirt (such as 
a polo style shirt or t-shirt) that identifies the individual as a Tinton Falls EMS Member.  Closed 
toe footwear and long pants required to be worn for safety reasons. 
 
Members responding to calls during the all-call period shall respond with closed toe footwear and 
if possible, wear a shirt (such as a polo style shirt or t-shirt) that identifies the individual as a Tinton 
Falls EMS Member.  If not available, a squad hat or ID is acceptable.   
 
Motor vehicle accidents and all calls on the Garden State Parkway and Route 18 require all 
members to wear, if issued, Turn-Out gear including boots, pants, jacket, and helmets.  If not 
available, a high-visibility jacket or vest shall be worn. 

Blue Light Usage 
All Tinton Falls EMS Members using a blue-light shall have a current and valid permit issued for 
usage in Tinton Falls. 
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The usage of the Blue Light is restricted to only when responding to the scene (In accordance 
with the guidelines set forth in this document) or to the Squad House. 
 
All driving shall be done in accordance with applicable laws and regulations. 
 
The use of other lights and warning devices shall be in accordance with NEW JERSEY EMS 
VEHICLE OPERATIONS/SAFETY GUIDELINES”. 

LOSAP and Call Credit  
Length of Service Award Program (LOSAP) points will be awarded based on Borough of Tinton 
Falls Ordinance No. 06-1208.  As such, LOSAP will only be awarded to an Active Member. 
 
Members shall be present for the full rig check and are accountable for ensuring that all supplies 
are stocked in accordance with the rig check sheets. 
 
For back-up calls, if the duty crew departs the station prior to your arrival, you must immediately 
write your name and current time on the white board indicating that you were there to receive call 
credit.  This must be completed prior to the crews return to the station where the patient care 
report is completed and submitted in order to receive credit.  In the event excessive crew members 
report for a back-up call, those that voluntarily chose not to complete the call shall also be counted 
as an “Extra”. 
 
In the In the event that a member responds to the station and does not attend the call because 
the crew has already left, they shall be counted as an “Extra”. 
 
In the event that a crew member responds to a scene when he is not requested by a line officer 
or approved to go directly, the crew member will not receive call credit. 
 

Stand-Bys 
A crew of three is preferred; however a minimum of two Active members is required. 
 
When a crew is on a stand-by, the stand-by is their primary duty.   
 
However, in the event of a second call where the primary duty crew is not available and a back-
up crew has not gone in service, at the discretion of the Crew Chief, or as directed by  a line 
officer,  or Tinton Falls Police, the Stand-By crew should respond to the call.  
 
Review the event and details, determine if additional supplies are needed to support the event 
and place those supplies in the rig.  If not needed during the stand-by, remove those items after 
returning to quarters. 
 
Secure the rig when not attended and maintain a general visual of the vehicle.  
 
Members not in the rig shall carry a portable radio or maintain visual communications with the rig. 
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Use your professional judgment to determine where to position the ambulance and members to 
provide the most efficient and effective support for the event and egress in the event of an 
emergency. 

Fire Calls 
When the fire has been confirmed, a 2nd rig shall be dispatched. 
 
All fire calls require all personnel to be in full Turn-Out gear. 
 
When possible, the 2nd rig should be stocked with ice and water prior to going in service. 
 

Squad resources 
No members shall use squad resources for personal or commercial gain. 

Duty Crews 
  

Composition 
The senior most member of the Duty Crew shall be the Crew Chief and shall be the person 
responsible for the safety and is accountable for the actions and performance of the crew. 
 

Times 
Duty crews are from 1800 to 0600 and members are expected to be available for their entire shift.  
In the event that a member is not available for their entire shift, it is the member’s responsibility 
to find a replacement to cover that period and they should notify the line officer in charge of 
scheduling and the Crew Chief of the replacement.  In the rare times where the member does not 
have the time to find a replacement (such as due to a work or personal emergency), the member 
shall contact a line officer and obtain confirmation that the line officer can help find a replacement. 
 
Duty crews shall include at least two Active members.  In addition, other members may ride with 
up to four members responding to a call in each ambulance.  In the event that a member responds 
to the station and does not attend the call because there are excessive members already there, 
they shall be counted as an “Extra”.  A member shall not be considered an “Extra” unless the 
maximum of four members are already in the rig. 
 
The ambulance shall not go in service with only one active member unless it has been confirmed 
that another Active member is on-scene or meets the rig en route. 
 

Direct To Scene: 
Members should respond to the Squad Building for emergency calls.  However, if that member 
has a radio and communicates with other members on duty to ensure that the ambulance will be 
driven, members may go directly to the scene if all of the following conditions are met: 
 

• They are with a Line Officer or somebody with Captain’s approval to respond direct to a 
scene; 
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• Have completed ICS 100, ICS 200, and NIMS 700; 
• Have a jump bag in their possession with the minimum: 

o Run Sheets and Pen; 
o Body-Substance Isolation; 
o Stethoscope; 
o BP Cuffs; 
o BVM / Airway Equipment; 
o Dressings / Bandages; and 
o Oxygen Cylinder, Regulator, Non-Rebreather, Nasal Cannulas. 

 
Members may not proceed direct to crime scene or an incident on the Parkway or Route 18 and 
shall never enter any scene until the scene is secured.   
 
Members shall display Tinton Falls EMS Identification and shall drive in a legal and safe manner. 

Radio Communications 
All radio communications are to be conducted in accordance with the requirements set out in the 
Monmouth County Sheriff’s Office Communications Division EMS Communications Plan. 
 
For most calls, there are several times to use the radio: 
 

• When the first Active member arrives at the station and communicates “Central Response, 
36-2-6X on the air, awaiting a crew” 

• When you go in service “Central Response, 36-2-6X in service to XXX.”  It is important to 
give the address you are responding to when there are multiple simultaneous calls. 

• When you arrive on location “Central Response, 36-2-6X arriving on location at XXX” 
• When you depart for the hospital “Central Response, 36-2-6X transporting 1 patient (or 

whatever quantity) to XXX” 
• When you arriving at the hospital, “Central Response, 36-2-6X arriving at XXX” 
• When you clear the hospital, “Central Response, 36-2-6X clearing XXX and available” 
• When you arrive back at the station, “Central Response, 36-2-6X back at quarters” 

 
The radio shall also be used to request additional resources and 
cancelling/requesting/coordinating ALS support.  An example is: 

• “Central Response, 36-2-6X requesting additional manpower for lift assistance at XXX” 
 
When necessary to meet ALS en route, the following two communications are required: 

• “Central Response, 36-2-6X, “Central Response, 36-2-6X stopping at XXX to meet with 
ALS” 

• “Central Response, 36-2-6X, “Central Response, 36-2-6X resuming transport to XXX with 
ALS on board” 

 
For calls with pediatric patients without a parent or guardian present, mileage when departing the 
scene and arriving at the hospital shall be given as well: 

• “Central Response, 36-2-6X, “Transporting one pediatric patient to XXX, starting mileage 
XXX” 

• “Central Response, 36-2-6X, “Arriving at XXX, ending mileage XXX” 
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EMS 5 Direct is preferred over member to member communications and on-scene 
communications. 
 
In the event of suspicious activity or the need to request police assistance, communications 
should be over Central Response, not Police.   
 
The use of the Police frequency should be reserved for only when your life/safety is in 
jeopardy. 
 

Rolling the Rig 
The first Active member arriving at the station is generally the one that pulls the ambulance out 
of the bay and drives to the scene.  The EMT that drives to the scene does not have to be the 
EMT that drives to the hospital. 
 
If a line officer is in the crew, the line officer may elect to be seated in the front of the ambulance. 
 
All passengers and drivers in the ambulance shall be seated and seat-belted at all times.  In the 
event that patient care requires EMTs to be standing or moving about, the time that the EMT is 
unsecured should be minimized. 
 
A family member may be transported in the front seat of the ambulance.  In the event of a minor 
patient, at the discretion of the crew, a family member may be transported in the back of the 
ambulance to provide comfort to the patient.   
 
No rig is to go to any event (including in-town drills) or leave town (unless for mutual aid) without 
the captain’s approval. 
 
If you are providing mutual aid to another town, you will sign in with the appropriate party to alert 
them that the crew is available. 
 
The Driver has the ultimate accountability and responsibility regarding the safety of the crew and 
patient. 
 
In the event that the ambulance becomes disabled, the Vehicle Breakdown document shall be 
followed. 
 
In the event of a MVC involving the ambulance, the driver at the time of the incident and crew are 
responsible to complete the accident report in its entirety within 8 hours of the incident.  The 
original copy shall be given directly to the Captain. 
 
At no times should the rig be left unattended and running with the key present.  The vehicle ignition 
switch shall be used when the vehicle is left running and the key secured with the driver or a crew 
member. 
 
Driving should be done in accordance with NJ Standard:  
http://www.njsfac.org/downloads/NJ_Highway_Incident_Traffic_Safety_Guidelines.pdf. 
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En Route to the Scene 
It is the duty of the front seat crew member to help the driver navigate to the call, to operate the 
radio, and the electronic warning devices if requested by the driver.  The location should be 
confirmed with County (Central Response) prior to departure and the route known to the driver.  
If the route is not known, the on-board GPS Navigation units and printed maps should be used. 
 
The Driver shall not move the rig until a visual or audio confirmation is obtained that all members 
are secured and ready to go. 
 
If you are responding in proximity to other emergency vehicles, special care shall be taken to 
reduce the risk of other drivers assuming that there was only one vehicle and proceeding.  The 
use of alternating tones to increase the likelihood of other driver’s hearing you is recommended. 
 
Park the ambulance in a position that provides for quick egress and easy crew access.  Advise 
crew members of known hazards such as oncoming traffic or obstacles.  Ask a crew member or 
police officer to help back-you into a spot or down a long driveway.  
 
Secure the vehicle upon arrival at the scene.  Use the ignition mechanism to enable the engine 
to run while the key is removed. 
 

Patient Care 
A portable radio shall be brought with the crew to facilitate any necessary communications such 
as communicating with ALS or requesting additional resources. 
 
Patient care shall be administered to the patient in professional manner with dignity and respect.  
The entire crew shall respect the privacy of all patients. 
 
The crew shall stay together and should communicate and inform the Crew Chief of their 
locations. 
 
During calls such as fire stand-bys, the crew will remain near the rig with appropriate equipment 
prepared and ready to render aid as quickly as possible. 
 
At least one EMT shall remain in the back of the rig during patient care and shall ensure that all 
equipment is secured during transport. 
 
Obtain any medical history, such as the FACE sheet and DNR Orders, of the patient prior to 
departure. 
 
If a patient refuses medical care, treatment, or transport it is your responsibility to ensure that the 
patient is capable of making that decision and the signature of the on-location police officer, staff 
member, or family member, is preferred over a crew member. 
 
If the Epi-Pen or Epi-Pen JR is used during a call, reporting shall be completed as required in the 
State of New Jersey Epinephrine Auto Injector Interim Policy (Amended – March 12, 2008) 
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Patient Transport  
All patients will be transported to the nearest ER unless requested otherwise by a patient.  All 
Trauma patients shall be transported to Jersey Shore Medical Center.  All patients will be 
transported to one of the following hospitals (with the exception of a MCI and as directed by the 
command authority): 
 

• Jersey Shore Medical Center (Trauma Center) 
• Monmouth Medical Center 
• Riverview Medical Center 

 
In the event of a Mutual Aid call or out of town stand-by, the patient may be transported to the 
nearest Emergency Room. 
 
Patient care will continue during transport.  The patient shall be secured in the bench seat or on 
the cot and the cot shall be locked into the cot retaining system. 
 
The Driver shall not move the rig until a visual or audio confirmation is obtained that all members 
and the patient are secured and ready to go. 
 
If the patient is in the custody of Tinton Falls Police Department, the police need to be present in 
the rig or follow immediately behind the ambulance. 
 
The use of cravats to secure a patient is authorized only when the patient poses a threat to 
themselves or the crew.  In addition, cravats may be used on unconscious patients to help reduce 
the risk of injury to their hands or arms during transport. 
 
In the event that a patient poses a threat to the crew, the vehicle should be stopped immediately 
and the crew evacuated with police being contacted immediately. 
 
It is the driver’s responsibility to coordinate with ALS for line of sight rendezvous clearly 
announcing the transport route, and to alert the hospital of the following: 
 

• CPR in progress 
• Anaphylactic Shock 
• Trauma (as documented at http://www.dcd.gov/Fieldtriage) 

Arrival at Hospital  
Upon arrival at the hospital, one crew member should check the patient in at the registration desk 
and the others should transfer the patient to a hospital cot and give report as quickly as possible. 
 
The Patient Care Report should be completed fully and a signature obtained from the ER staff 
with the Yellow copy provided to the hospital. 
 
Remember to transfer all of the patient’s personal property to the patient. 
 
Soiled linens should be placed in linen bins at the ER and fresh linens obtained and placed on 
the cot. 
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The equipment area at each hospital should be checked and all squad property picked up and 
placed in the ambulance. 
 
All Sharps and other Biohazard materials should be discarded at an approved container at the 
hospital. 
 
Ambulances should not be left running while at the hospital. 
 
The crew should be as efficient at the hospital as possible.  The time spent at the hospital shall 
be minimized to reduce the amount of time spent out of town. 
 

Back at Quarters 
If the gas level falls below ½ of a tank, before returning to quarters, the gas should be filled at the 
Boro Hall using the key fob on the ambulance key chain and an authorized pump code assigned 
to you. 
 
The rig should be fully restocked upon returning to the building.  If the call resulted in multiple 
items / bags being used, it is recommended that a complete rig check be done to ensure that all 
items are restocked and replaced in the right areas. 
 
The rig should be cleaned and disinfected as necessary. 
 
The O2 shall be checked and replaced if necessary.  If any of the O2canisters fall below 500 psi, 
they should be changed including the large “M” size bottles on the rigs and the “D” sized bottles 
in the rigs, cot, and bags. 
 
If any items were left at the hospital or any items need to be ordered, they should be noted on the 
white board in the bay. 
 
If an amendment to the Patient Care Report is necessary, the amendment shall be completed 
with a copy provided to the hospital within 24 hours of the completion of the call. 
 
If an Epi-Pen has been used, the Epi-Pen Instructions stored in the Bay desk shall be followed. 

Alcohol and Drugs 
The Tinton Falls South First Aid Squad reserves the right to remove any member from 
membership for any reason relating to the use of illegal use of drugs or excessive use of alcohol. 
Normal procedures allowing for members to defend themselves against any charge of misconduct 
will apply and normal procedures for voting by membership will apply.  
 
Use of any illegal drug by a member at any time is grounds for dismissal. This will include illegal 
use of prescription medicine.  
 
No member shall ride as a part of a crew if he or she has consumed any alcohol in the 8 hours 
immediately prior to the duty period beginning or during the shift. 
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Social Networking and Blogging 
In general, the Tinton Falls South First Aid Squad views social networking site (Facebook, the 
Tinton Falls EMS South Web-Site, etc.), personal web sites, and weblogs positively and respects 
the right of each member to use these media as a means of communication and self-expression.  
 
Additionally, the organizational membership in these sites provides an effective means of 
communication with our members and with the public.  
 
This section is intended to address the potential for improper references to the squad or its 
activities by members who are social network users. If a member posting an entry on these sites 
chooses to identify himself or herself as a member of the squad or posts an entry under a squad 
account, that member is required to abide by certain guideline when referring to TFS or to any 
activity conducted by the Squad.  
 
Requirements: 
 

• Members are to be respectful in tone and language when referring to the squad or any of 
its members.  

• Members are not to use obscenities, profanity or vulgar language.  
• Members are not to use blogs or personal web sites to disparage Tinton Falls South or 

one of its members.  
• Members are not to use blogs or personal web sites to harass, bully, or intimidate other 

members or the general public.  
• Members are not to use blogs or web sites to discuss engaging in conduct that is 

prohibited by squad policies or is illegal, including but not limited to the use of alcohol or 
illegal drugs, sexual behavior, sexual harassment, or bullying.  

• Members are not to post photographs of members, patients, or accident scenes on a blog 
or website without permission of the Captain and, in the case of photographs of people, 
without permission of the person photographed. 

• Members may not use the squad name without the permission of the Captain or President. 
 
All photographs of accidents taken or posted shall be done in accordance with Chapter 28, Title 
2A of the Revised Statutes of the State of New Jersey which can be found at:  
http://www.state.nj.us/health/ems/documents/chapter28.pdf 

Accounting for Property Issued to Members 
All Items of uniform, identification cards, radios, pagers and medical equipment that are issued to 
individual members of the Squad remain property of the Squad and are to be returned when the 
member resigns or goes on leave for more than three months. Only members who are assigned 
to regular shifts or substitute on a regular basis are to retain Squad property in their possession.  
 
A property log shall be prepared for each member, showing each item of Squad property that has 
been issued, with model and serial number included where appropriate. The member is to sign 
for each item.  
 
The Captain is required to collect all Squad property from members who are resigning or going 
on leave. The property log shall be signed by the Captain, indicating the return of the equipment 
and a copy given to the member as receipt. For any property that is not returned when required, 
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the Captain and or President may, at its own discretion, assign a reasonable cost to that item and 
require that the departing member pay for the missing item.  

Use of the Squad Building 
The use of the Squad Building is limited to Squad Members who request the building in advance 
at a regular business meeting and obtain a favorable vote from the membership. 
 
Members are responsible for the building during the event.  Members who use the building must 
ensure that all facilities including the kitchen, restrooms, and hallways are clean and that all 
furniture and accessories are removed or return to their original locations. 
 
In the event that a regular business meeting is not scheduled or is cancelled, the President or his 
delegate can approve the use of the building for an individual.  
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References: 
 

• Borough of Tinton Falls Ordinance No 06-1208 Length of Service Award Program 
(LOSAP) 

 
• Tinton Falls Emergency Medical Services South Constitution and Bylaws  

 
• Monmouth County Sheriff’s Office Communications Division EMS Communication 

Plan 
 

• Epinephrine Auto Injector Interim Policy (Amended – March 12, 2008) 
 

• Tinton Falls Emergency Vehicle Driver Checklist 
 

• Tinton Falls Emergency Vehicle Policies and Procedures 
 

• Tinton Falls Vehicle Breakdown Procedures 
 

• Tinton Falls EMS South Line Officers Duties and Responsibilities 
 

• State of New Jersey Highway Incident Traffic Safety Guidelines for Emergency 
Responders 
 

• NEW JERSEY EMS VEHICLE OPERATIONS/SAFETY GUIDELINES 
 

• New Jersey Blue Light Permit Application:  
http://www.state.nj.us/mvc/pdf/About/BLC-54.pdf 
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Sexual Harassment Policy 
 
All references in this document to positions, rank, etc. such as captain or president refer to 
positions of the Squad, as defined in the by-laws of the squad.  

The Tinton Falls EMS South Squad (“the squad”) is committed to a collegial work environment in 
which all members are treated with respect and dignity. Every member has the right to work in a 
professional atmosphere which promotes equal treatment and prohibits harassment, intimidation 
and discriminatory practices, including sexual harassment. 

The Squad has zero tolerance for harassment of any kind by any member. Harassment in any 
form disrupts lives, decreases productivity and damages reputations and careers.  It creates 
feelings of uneasiness, humiliation and discomfort.  Harassment undermines the organizational 
relationship.  No member should be subjected to any form of harassment whether committed by 
officers or elected or appointed officials.     

Harassment in any of the following forms is prohibited: 

• Race • Color • Gender 

• Age • National Origin • Ethnicity 

• Size • Religion • Sexual Orientation 

• Family Status • Disability • Service in the US 
Armed Forces 

This harassment policy applies whether occurring during the conducting of official activities, at 
off-site social events sponsored by the squad, or during personal encounters between members 
of the squad. Members who observe any act of harassment should report the incident immediately 
to the Captain or President.   

Harassment by the elected officials, officers, crew chiefs, vendors, visitors, residents, patients, 
contractors, and anyone working on behalf of the squad violates this policy and will not be 
tolerated. Anyone conducting business on behalf of the squad is responsible for maintaining a 
professional environment free from harassment.  

Elected officials of the squad have additional duties and responsibilities. They shall act 
affirmatively to prevent harassment. 

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.  
For purposes of this policy, sexual harassment is defined as it is in the Equal Opportunity 
Commission Guidelines promulgated in 1980 as unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature when 1) submission to such 
conduct is made either explicitly or implicitly a term or condition of an individual's employment, 2) 
submission to or rejection of such conduct by an individual is used as the basis for membership 
decisions affecting such individual, or 3) such conduct has the purpose or effect of unreasonably 
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interfering with an individual's performance or creating an intimidating, hostile, or offensive 
environment. 

Sexual harassment may include a range of subtle and not so subtle behaviors. Examples of 
sexual harassment include, but are not limited to: unwanted sexual advances; demands for sexual 
favors in exchange for favorable treatment or continued membership; repeated sexual jokes, 
flirtations, advances or propositions; verbal abuse of sexual nature; graphic, verbal commentary 
about an individual's body, sexual prowess or sexual deficiencies; leering, whistling, touching, 
pinching, assault, coerced sexual acts or suggestive, insulting, obscene comments or gestures 
or display in the workplace or sexually suggestive objects or pictures. 

This behavior is unacceptable in the squad building and in other work-related settings such as 
ambulance calls, or social occasions. 

Other	Forms	of	Harassment	
Discriminatory harassment may occur in numerous forms, which are also violations of federal, 
state and local laws.  For purposes of this policy, the various forms of prohibited 

Harassment is defined with the following federal and state laws and/or the Equal Opportunity 
Commission Guidelines: 

Title VII of the Civil Rights Act of 1964, as amended, prohibits employment Discrimination / 
harassment on the basis of race, color, religion, sex or national origin; 

The Age Discrimination in Employment Act of 1967 prohibits employment discrimination / 
harassment of individuals 40 years of age and older; 

The American with Disabilities Act of 1990 prohibits employment Discrimination/harassment of 
individuals with a disability which includes a physical or mental impairment that substantially limits 
one or more major life Activities; 

The New Jersey Law Against Discrimination prohibits employment Discrimination / harassment 
on the basis of race, creed, color, national origin, ancestry, age, marital status, affectional or 
sexual orientation, sex, atypical hereditary cellular or blood trait, liability for service in the Armed 
Forces of the United States and refusal to submit to a genetic test or refusal to make the results 
of a genetic test available to an employer. 

The Squad prohibits harassment based on race, color, religion, gender, national origin, disability, 
familial status, age, sexual orientation and service in the Armed Forces of the United States that: 

• Creates an intimidating, hostile or offensive environment; 
• Unreasonably interfaces with an individual's performance; or 
• Otherwise negatively affects an individual's membership opportunities. 
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Insulting words or conduct about the following characteristics are prohibited harassment: color, 
race, physical characteristics, religion, sex, place of birth, ethnic or aboriginal origin, age, 
disability, familial status, sexual orientation or citizenship. 

Preventing	Harassment	
All members shall be treated with respect and dignity.  Members shall insure that their colleagues 
understand that harassment of any type will not be tolerated during any squad related activity. If 
a member witnesses a harassment incident that is offensive or makes him/her feel uncomfortable, 
the member should express his/her disapproval and report the incident to the captain. 

Complaint	Procedure	
While the Squad encourages individuals who believe they are being harassed or believe they 
have witnessed harassment to firmly and promptly notify the offender that his or her behavior is 
unwelcome, the Squad also recognizes that power and status disparities between an alleged 
harasser and a target may make such a confrontation impossible. In the event that such informal, 
direct communication between individuals is either ineffective or impossible, the following steps 
should be followed in reporting a harassment complaint. 

Notification	of	Appropriate	Officials	
Individuals who believe they have been subjected to harassment or believe they have witnessed 
harassment should report the incident to any member of the Trustee. An individual also may 
choose to report the complaint to his/her Crew Chief with whom he/she feels comfortable.  

If the Crew Chief successfully resolves the complaint in an informal manner, this policy requires 
the Crew Chief to file a confidential incident report with the Captain about the complaint and the 
resolution so that a particular individual can make the Board aware of any pattern of harassment. 
A crew chief who is unable to resolve a harassment complaint shall report the complaint to a 
member of the Board, preferably the Captain, unless the Captain is the subject of the complaint. 
The Trustees encourages individuals who believe they are being harassed to promptly advise the 
offender that his/her behavior is unwelcome.  The Board also recognizes that it is not necessary 
for an individual to talk directly to an offender if it is uncomfortable to do so. 

Time	Frame	for	Reporting	Complaint	
The Trustees encourages prompt reporting of complaints so that rapid response and appropriate 
action may be taken, however, due to the sensitivity of these problems and because of the 
emotional toll such misconduct may have on the individual(s) involved, no limited time frame will 
be instituted for reporting harassment complaints. Late reporting of complaints will not in and of 
itself preclude the Board from taking remedial action. 

Description	of	Misconduct	
An accurate record of objectionable behavior or misconduct is needed to resolve a formal 
harassment complaint. Verbal reports of harassment shall be reduced to writing by either the 
complainant of the individuals(s) designated to receive the complaints and shall be signed by the 
complainant.  Individuals who believe they have been or currently are being harassed should 
maintain a record of objectionable conduct in order to effectively prepare and corroborate their 
allegations. Those individuals who witness harassing behavior are encouraged to report said 
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behavior to a member of the Trustees which after receipt of the report, shall immediately initiate 
an investigation pursuant to the procedure set forth in this policy. 

While the Trustees encourages individuals to keep written notes in order to accurately record 
offensive conduct or behavior, the Trustees hereby notify all members that in the event that a 
lawsuit develops from the reported incident, the complainant's written notes may not be 
considered privileged information, and therefore, may not be confidential unless such notes were 
originally made in anticipation of litigation. 

Investigating	the	Complaint	and	Identification of Investigators 
Once a harassment complaint has been filed, the complaint will be investigated by a committee 
appointed by the Board. In addition, the President should be included in reviewing the 
investigation and the outcome. Under no circumstances will any individual named in the complaint 
be involved in conducting or supervising the investigation. 

Investigation	Process	
In pursuing the investigation, the investigating committee will try to take the wishes of the 
complainant under consideration, but will thoroughly investigate the matter as they see fit, keeping 
the complainant informed as to the status of the investigation.  Harassment complaints will be 
investigated as quickly as possible.  

Steps	to	be	taken	in	the	investigation	include:	
• Confirming the names and position of the complainant; 
• Conducting private and confidential interviews with the following individuals: 
• Identifying the alleged harasser  
• Thoroughly ascertaining all the facts that explain what occurred; 
• Determining the frequency/type of the alleged harassment and, if possible, the dates and 

locations where the alleged harassment occurred; 
• Ascertaining if there were witnesses who observed the alleged harassment; 
• Determining how the complainant responded to the alleged harassment; 
• Determining whether the harassed individual consulted anyone else about the alleged 

harassment and taking note of who else knows of the alleged harassment and their 
response to the disclosure; 

• Developing a thorough understanding of the relationship, the degree of control and the 
amount of interaction between the alleged harasser and the complainant.   

• Determining whether the alleged harasser has carried out any threats or promises directed 
at the complainant; 

• Ascertaining whether the complainant knows of or suspects that there are other individuals 
who have been harassed by the alleged harasser; 

• Ascertaining whether the complainant informed other employees or supervisors of the 
situation and if so, what response, if any, the complainant received from these individuals; 

• Ascertaining what action the complainant would like the Boro to take as a consequence 
of the harassment; 

• Advising the alleged harasser of the Boro’s policy against retaliation for making a 
compliant of harassment; 
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• Advising the alleged harasser of the charge(s) against him/her and require that he/she 
answer the charge(s); 

• Enabling the alleged harasser to make a statement on his/her behalf  or through 
witnesses; 

• Where necessary, interviewing individuals who may have observed the alleged conduct 
or may have relevant knowledge; 

• Thoroughly documenting the investigation. 

Confidentiality	
Confidentiality will be maintained throughout the investigatory process to the extent practical and 
appropriate under the circumstances.  Charges of harassment will only be discussed with those 
who have a "need-to-know" about the charges.  All persons interviewed in the investigation will 
be asked to keep the matter confidential.  Employees who discuss a confidential workplace 
investigation may be disciplined up to and including termination from employment. 

Resolving	the	Complaint	
Upon completing the investigation of a harassment complaint, the investigating committee will 
communicate its findings and recommendations, which will also be included in the report, to the 
complainant and the alleged harasser. 

If the investigating committee finds that harassment occurred, the harasser will be subject to 
appropriate disciplinary procedures as listed below.  The complainant will be informed of the 
disciplinary action taken. 

If the investigating committee determines that no harassment has occurred, this finding will be 
communicated to the complainant by the investigating committee in an appropriately sensitive 
manner. 

In the event that no resolution satisfactory to both parties can be reached based on the 
investigation, the matter shall be referred to the Trustees and a vote taken to decide on the final 
outcome. The results of that vote shall be the final position of the Squad. 

Sanction	
Individuals found to have engaged in misconduct constituting harassment will be severely 
disciplined, up to and including termination of their membership.  Appropriate sanctions will be 
recommended by the Captain and approved by the Trustees. If the Captain is the subject of the 
complaint, the Board will make the determination without receiving a recommendation from the 
Captain. In addressing incidents of harassment, the Trustees response, at a minimum, will include 
reprimanding the offender and preparing a written record.  Additional action may include:  an 
apology to the offended party; a referral to counseling; sensitivity training; temporary suspension; 
probation; termination or any other form of appropriate corrective action. 

Although the Squad’s ability to discipline a non-member (e.g. those who conduct business with 
the squad) is limited by the degree of control, if any, that the Squad has over the alleged harasser, 
any member who has been subjected to harassment by a non-member should file a complaint 
and be assured that the action will be taken. 
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False	Accusations	
If an investigation results in a finding that the complainant falsely accused another of harassment 
knowingly or in a malicious manner, the complainant will be subject to appropriate sanctions, 
including the possibility of termination from the squad. 

Protection	against	Retaliation	
Retaliation is a serious violation of this harassment policy and should be reported immediately.  
The South Orange Rescue Squad will not tolerate retaliation against any person who complains 
about unlawful harassment.  Retaliation occurs when a member of the Squad punishes another 
by transferring him or her to a less favorable position tries to terminate him or her, gives them no 
work or excessive work or gives them less favorable hours.  A person found to have retaliated 
against another individual for reporting harassment will be subject to the same disciplinary 
sanctions provided for harassment offenders.  Members who give information about a 
complainant or participate in an investigation are also protected from any workplace reprisals.  
Retaliation is against the law and against the policy of the South Orange Rescue Squad. 

Appeals	Process	
The appeals process shall be limited to a request that the Trustees conduct a more extensive 
investigation and reconsider their decision based on any new findings. However, no action under 
this policy shall preclude the Trustees from having absolute authority to determine the 
membership status of any member.  

Maintaining	a	Written	Record	of	the	Complaint	
 The squad shall maintain a complete written record of each complaint and how it was investigated 
and resolved.  Written records shall be maintained in a confidential manner in the appropriate 
personnel files. Written records will be maintained for seven (7) years from the date of the 
resolution unless new circumstances dictate that the file should be kept for a longer period of 
time. 

Conclusion	
The squad has developed this policy to ensure that all of its members can work in an environment 
free harassment.  The Board will make every effort to ensure that all of its members, appointed 
officials, and elected officials are familiar with the harassment policy and know that any complaint 
received will be thoroughly investigated and appropriately resolved. 

If you have questions about this policy, please contact the Captain or President.  The success of 
the Harassment Policy depends, in significant part, upon the understanding and cooperation of 
all the squad members.  	

 	



Tinton Falls EMS South   Standard Operating Guidelines 

31 December 2015 22 | P a g e  2015 Final Version 

Harassment	Registration	Form	
 
 
Name: ______________________________________________________________ 
 
 
Individual(s) Who Allegedly Committed Harassment: 
Name: _______________________________________________________________ 
Position: _____________________________________________________________ 
 
List the date(s) of the alleged harassment: 
 
 
 
Describe the nature of the harassment allegedly committed by each identified harasser: 
 
 
 
 
Identify all employees or others with knowledge of the alleged harassment: 
 
 
 
Identify any documents which contain information supporting the occurrences of the alleged harassment 
and attach a copy of same to this complaint: 
 
 
 
Is there any physical evidence which supports your compliant?  If so, please describe the  
Evidence: 

 
 
 
Have you missed any assignments as a result of the alleged harassment?  If yes, please list the date(s) that 
you missed: 
 
 

 
Have you previously complained about this or related acts of harassment to an officer or Board member of 
the squad?  If so, please identify the individual to whom you complained, the date of the complaint and the 
resolution of your complaint: 
 
What is your requested remedy pertaining to this complaint? 
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   I hereby certify that the information provided herein is true and correct. 
 
   _________________________________________ (Print Name) 
   _________________________________________ (Signature) 
   _________________________________________ (Date) 

 
 
In order to investigate your complaint, it will be necessary to interview you, the alleged harasser(s) and any 
witnesses with knowledge of the allegations or defenses.  The Trustees will notify all persons involved in 
the investigation that it is confidential and that unauthorized disclosures of any information concerning the 
investigation could result in disciplinary action up to and including termination of membership. 
 
 
   I am willing to cooperate fully in the investigation of my complaint and to provide 
whatever evidence the Harassment Committee deems relevant to the investigation. 
 
 
   __________________________________________ (Print Name) 
   __________________________________________ (Signature) 
   __________________________________________ (Date) 
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  Acknowledgement of Understanding 
 
 
 
 
 

 
 
 
 
 
 
Name: ____________________________________ 
 
Date: _____________________________________ 
 
 
 
I agree that I have received and read a copy of the Tinton Falls EMS South Constitution 
and Bylaws and the Tinton Falls EMS South Procedures and agree that I will abide by 
these requirements. 
 
 
 
 
 
Signature: _____________________________________ 
 
 
Line Officer:  _____________________________________ 


