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PURPOSE 

This regulation establishes an individual employee’s responsibility for working knowledge of all 

current Regulations, Directives, and Standard Operating Procedures officially adopted by the 

District. 

 

SCOPE 

This regulation applies to all employees of the District.  

 

REGULATION  

All employees of the District shall have a current copy of all approved Regulations, Directives 

and Standard Operation Procedures available for their review. 

 

The District shall provide training on specific regulations, directives, and procedures for new  

employees. The District Chief may require training for current personnel to ensure a working 

knowledge of the regulations, directives, and policies. 

 

All supervisors are responsible for their assigned employees being knowledgeable of District 

regulations, directives, and policies. 

 

Each member will be held accountable for working knowledge of all regulations, directives, and 

policies of the District. 
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PURPOSE 

Wiggins Rural Fire Protection District accomplishes much of its work through the use of various 

committees. This regulation addresses the need for various committees and outlines the 

general framework that the committees will work under. 

 

SCOPE 

This regulation applies to all Wiggins Rural Fire Protection District employees.  

 

COMMITTEES  

 

Committees fall into two categories: Standing Committees and Special Committees. Standing 

Committees deal with regular and continuing matters, the need for Standing Committees will be 

reviewed and set annually by the Fire Chief. 

 

Special Committees, sometimes referred to as ad hoc committees, are appointed to accomplish 

a specific task. A Special Committee deals with a specific issue and then ceases to exist after it 

completes its assigned task. 

 

The need for a Special Committee may be addressed by any member of the organization. An  

Chairman for the committee will be assigned and give a general time span for the committee to 

operate under to accomplish the objectives of the Special Committee. 

 

The designated Chairman is responsible for insuring the committee is on task and its assigned work 

is completed in a timely manner.  In addition, the committee Chairman will set the minimum 

number of times the committee will meet each year and approve any need for additional 

meetings. Each committee should meet a minimum of once per calendar year. 

 

Committees will also be responsible for addressing any budgeting impacts that they may have 

within the year. 

 

All time spend working on a committee will count towards the individual’s extra service time. 

 

Standing Committees:  

• 4th of July fireworks 

• 4th of July pancake breakfast 

• Scholarship 

• Fire prevention 

• Santa day 

• Stand bys 

• Pension 

• Grants  

Note: this list is subject to change. 
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PURPOSE 

This regulation establishes a foundation for execution of standard customer service behaviors 

in fairly standard situations. When standard situations do not exist, this regulation is intended 

to serve as a basis for District personnel to creatively invent solutions through customer service 

empowerment. 

 

SCOPE 

This regulation shall apply to all personnel of the District.  

 

DEFINITIONS  

 

Customer: The actual service recipient, anyone who knows or is closely related to the service  

recipient (e.g., family, friends, neighbors, pets, etc.), and the people we encounter, directly and 

indirectly during performance of our duties. 

 

Customer Service: Generally defined as “the ability of an organization to consistently give their 

customers what they want.” It is the goal of the District to go beyond traditional customer service 

and provide exceptional customer service - where we exceed our customer’s expectations. This 

exceptional service requires a personal commitment, as well as, organizational support and 

leadership. 

 

Empowerment: The organization trusts its members with the power to provide customer service 

to the level of their abilities and imagination. 

 

MISSION  

 

Our mission and number one priority as an organization is: 

 

“To prevent harm through professional, compassionate service.” 

 

Our awareness to achieve our mission statement begins with viewing everyone as our customer, 

and it is our job to respond to the needs of our customers. The people who call us with their 

needs cannot be viewed as interruptions to our work, they are our work. This philosophy shall 

be supported at all levels of the organization.
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 PERSONAL EMPOWERMENT 

 

To determine if you are empowered to perform exceptional customer service ask yourself: 

•  Is it the right thing for the customer? 

•  Is it the right thing for the District? 

•  Is it legal, ethical, and nice? 

•  Is it safe? 

•  Is it on your organizational level? 

•  Is it something you are willing to be accountable for? 

•  Is it consistent with the District’s values and regulations? 

If the answer to these questions is “yes” then don’t ask permission - you are empowered by the 

organization to “Just do it!” 

 

CREATING A POSITIVE PUBLIC IMPRESSION 

 

A set of guidelines designed to create a positive public impression include the following: 

• The District’s mission statement. 

• The District’s value statements. 

• The District’s regulations, directives, and procedures. 

• Professional behaviors at all times. 

• Give the customer your undivided attention. 

• Take a moment to educate the community about what we do. 

 

SUMMARY 

 

Customer service excellence is the goal of the District. Accomplishing this goal requires 

leadership, commitment, planning, practice, creativity, smart application, networking, and continual 

refinement. Our customer experience, insight and expectations help us identify how we can 

expand, grow and improve as an organization. 

 

 

The Wiggins Rural Fire Protection District is an all-volunteer Fire District.  However, this does 

not mean that the dedicated men and women of the District cannot be considered “professional”.  

For an organization to call itself professional, certain standards must be met.  These standards 

have to do with acquiring certain levels of training and proficiency.  Professionalism is also 

measured in personal conduct.  Each firefighter has responsibilities that go along with being a 

“professional” member of the Wiggins Rural Fire Protection District.



 

 7 
 

RULES AND REGULATIONS  

Rules of Conduct 

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

PURPOSE 

Rules of Conduct of the Wiggins Rural Fire Protection District represent the philosophy and rules 

of conduct for members of the District both on and off duty. 

 

SCOPE 

This regulation shall apply to all sworn personnel.  

 

REGULATIONS  

Character Statement 

An individual’s character determines their ability to contribute to the efforts of other employees 

within the workplace.  The physical safety of everyone is affected by the character of each 

individual on the team.  The quality of our fire protection service is greatly influenced by the 

character of our membership. 

 

General Rules of Conduct 

The District expects that all of its members will act in the best interest of the District and its 

constituents.  It is the responsibility of all employees to observe all rules, policies, operating 

procedures and directives of the District. The District further expects that each of its members 

will behave with courtesy and respect towards other employees and members of the public 

 

Personal Privacy  

As a responder you are given a high degree of trust with the people you respond to for aid. It is a 

violation of that trust to share any personal information you obtain during that call with others 

outside the department. There are no exceptions to this rule.  

Any discloser of a patient’s personal medical condition or history without their written 

permission is a violation of the federal HIPA (health information privacy act) and is subject to 

fines and or imprisonment.  

  
 

The District reserves the right to take appropriate action including dismissal from employment if 

unlawful off-duty conduct by an employee is such to tarnish the reputation of the District making 

continued employment unreasonable. Conduct that is unprofessional or unbecoming, brings the 

Wiggins Rural Fire Protection District into disrepute, discredits other employees or impairs our 

ability to accomplish our objectives is prohibited. 
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When on duty, members will obey all reasonable orders from all superior officers. Any member 

who refuses to obey reasonable orders will be suspended from duty and, after hearing, if found 

guilty of intentional insubordination be dismissed from the department. 

 

 Personnel shall not engage in activities that  are a waste of tax dollars, an abuse of their 

volunteer status or a abuse of equipment or property of the district  

 

 

Each member shall: 

1. Obey and follow all District Regulations, Operational Directives, Standard Operating 

Procedures, applicable Ordinances, and State and Federal laws. 

2. Use their training and capabilities to protect the public at all times, both on 

duty and off duty. 

3. Work competently in their positions to ensure the District operates effectively. 

4. Conduct themselves at all times in a manner which reflects positively on the District, both 

on and off duty. 

5. Supervisors shall manage in an effective, professional manner. Subordinates will 

follow instructions and directions in a positive manner. 

6. Always conduct themselves in a manner that creates and maintains good order, inside the 

District. 

7. Keep themselves informed to do their jobs effectively. 

8. Be diligent and protective of each member’s safety and welfare during the performance 

of their duties. 

9. Operate all equipment safely. 

10. Promptly report for, and competently perform, required duties during calls. 

11. Properly use and care for District equipment and property. 

 

 

Members shall not: 

11. Engage in any activity that is deemed detrimental to the District, either on duty or off 

duty. 

12. Engage in a conflict of interest with the District, or use, and/or attempt to use, their 

position on the District for unethical personal gain or influence. 

13. Lie or misrepresent the truth. 

14. Fight. 

15. Steal. 

16. Use alcoholic beverages, non-prescribed drugs, or any substance which could impair their 

physical or mental capacities while on duty. 

17. Engage in any sexual activity while on duty. 
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PURPOSE 

The purpose of this regulation is to maintain the Wiggins Rural Fire Protection District’s personnel 

files with accurate information so that, during normal operations or in the case of an emergency, 

correct information is readily available and prompt notifications can be made. 

 

SCOPE 

This regulation shall apply to all personnel.  

 

EMPLOYEE RESPONSIBILITY  

All District employees are required to maintain a telephone  and have that current number on file 

with the District.   

 

Additional employee data which must be provided on file with the District is: Name, Rank, 

Current Phone, Address, email address and Driver’s License (class-expiration date and number), 

Emergency Notification Data (names and phone numbers), and Social Security number. 

 

Within seven calendar days after any change in required information, including moving out of the 

district the employee is to notify the District of such change in writing. Receipt of all such data 

shall be duly recorded. 

 

 Employees shall provide upon request a current driving record form the DMV 

 

 District employees contact information shall not be given out to people calling the station. 

Inform the caller that you will contact the person and have them return the call; then do so 

immediately. 

 

 

All employees data is confidential and will not be released without the employee’s permission.  
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PURPOSE 

Wiggins Rural Fire Protection District members are required to conduct themselves in a 

professional and self-disciplined manner. Members are required to abide by the District’s Rules of 

Conduct, Administrative Regulation, Statutes of the State of Colorado, and laws of the United  

States.  

 

SCOPE 

This regulation shall apply to all District personnel. 

 

 GENERAL INFORMATION  

It shall be the Regulation of the District that supervisors administer discipline in a corrective, 

progressive, and lawful manner. 

 

Corrective in the sense that the supervisor comes to an understanding about the causes and/or 

reasons for a member’s deficiencies, corrects those deficiencies, and restores the member to a 

productive and positive employment status. 

 

Progressive in that discipline will normally begin with a verbal reprimand or warning and, when 

circumstances of separate or related incidents warrant, proceed to written reprimand(s), suspension, 

demotion, and finally, dismissal. An incident of misconduct may require any of these forms of 

disciplinary action whether or not a lesser form has preceded the action. The initial form of 

discipline will depend upon the severity of the offense. 

 

Lawful in that discipline and the procedure by which it is administered does not violate employee 

rights, Personnel Polices, Administrative Regulations, Rules of Conduct, Standard Operating 

Procedures, or member’s constitutional rights. 

 

The principal objective of disciplinary action is to improve or correct the performance and 

efficiency of the member receiving discipline as well as that of the District. All efforts should be 

made to keep any disciplinary proceedings CONFIDENTIAL. The supervisor initiating the 

discipline is responsible for maintaining this confidentiality. 

All media inquiries pertaining to disciplinary action shall be directed to the Fire Chief or designee 

assigned to the case. Although the contents of a reprimand or separation notice are public record 

and subject to disclosure, the contents of the administrative investigation concerning the 

disciplinary action are confidential and will not be disclosed 

Supervisors should keep in mind that all disciplinary actions imposed are reviewed by their 

superiors, as well as being subject to the grievances process or appeal in accordance to policies. 

Supervisors should seek support and assistance from their supervisors prior to taking 

disciplinary action, and substantiate that they can defend their action in a formal review or 

appeal process, particularly in cases when the disciplinary action goes beyond a verbal 

reprimand. 
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REGULATION 

Normal disciplinary action progresses from verbal or written warning, to reduction in rank 

and/or suspension, and finally to discharge from employment. However, disciplinary action 

administered will depend on the degree of severity of the offense, the record of the individual, and 

the seriousness of the consequences of the violation. 

 

All disciplinary actions will be based on substantial evidence; however “proof beyond a 

reasonable doubt” is not required. 

 

It shall be the duty of all supervisors and officers to take corrective action whenever they learn, 

through personal observance or report, of any violation of the Standards and Laws listed above. 

Corrective action may consist of the initiation of the disciplinary process and/or submitting a 

written report to the Fire Chief or his designee. 

 

Should the violation involve an incident of serious nature, the supervisor or commanding officer 

observing or informed of the violation shall have the right to impose emergency relief from duty 

for a member accused of the violation, when it appears that such action is in the best interest of the 

officer and/or the District. Should the observing or informed supervisor be of lesser rank that the 

accused member, he shall notify a supervisor of equal or superior rank to that of the accused 

officer. 

 

A written report of the incident shall be submitted by the observing or informed supervisor to 

the officer appointed by the Fire Chief as Internal Investigator. 

 

 

Minor violations which do not involve gross misconduct or moral turpitude and which will not 

reflect discredit upon the District, but which indicate a need for some form of discipline 

and/or training may be handled by the member’s superior officer. 

 

When a violation involves gross misconduct  or could cause discredit to the District or any 

member thereof, a report shall be filled documenting the known facts of the case and an 

investigation initiated to determine the nature and degree of the violation. 

 

Members of the District on probationary status may be terminated from employment by the 

Fire Chief without cause when they fail to meet the minimum standards of employment 

performance or are in violation of any of the fore-stated rules and laws.  

 

Should any member who has successfully completed the entire period of probation be discharged, 

suspended, demoted, or reprimanded because they have violated any rule of the Rules of Conduct, 

or any of the fore-stated rules and laws, the member shall receive a letter of discharge, suspension, 

demotion, or reprimand that shall set forth the rule violated and the details of said violation.  
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INVESTIGATIVE PROCESS 

 

Any accusation of misconduct or complaint involving District members shall be thoroughly 

investigated before formal action is taken. The investigation is a fact finding process and 

supervisors must be cautioned not to make judgments until a thorough investigation is 

concluded. For accusation or complaints of serious misconduct, an investigative report must be 

completed. Accusations or complaints of criminal misconduct will be assigned by the Fire 

Chief to be investigated by the Police Department or a designated District Investigation 

Officer. The Fire Chief has the ability to suspend the employee pending the outcome of the 

investigation. 

 

DISCIPLINARY ACTION 

After the violation has been thoroughly investigated and the need for disciplinary action 

determined, the supervisor must make a decision concerning the action that would be most 

effective. The factors to be considered in making this decision are: 

 

1.     The seriousness of the offense. 

2.     The employee’s history with the District. 

3.     District disciplinary procedures for similar violations. 

 

Consistency is critical to any disciplinary system. Although disciplinary actions for the same 

offense should be “similar”, the final decision to determine the exact action will be made after 

considering the factors previously listed, and applying them to the particular situation. 

 

 

VERBAL REPRIMANDS 

The least serious form of disciplinary action is a verbal reprimand. Verbal reprimands are 

considered to be a form of guidance for employees. All facts and records of the action taken shall 

be documented and maintained in the employee’s personnel file. If the employee does not adhere 

to the reprimand and repeated incidents occur, the subsequent incident(s) should be documented 

with a formal written reprimand. 

 

FORMAL WRITTEN REPRIMAND 

Repeated offenses of a minor infraction, or a single more serious infraction for which suspension, 

demotion or dismissal are not appropriate may require a Formal Written Reprimand. 

Documentation shall be as follows: 1 copy to the employee; 1 copy to the employee’s file; 1 copy 

to the Fire Chief.  
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SUSPENSION, DEMOTION, OR DISMISSAL 

Suspension, demotion and dismissal are utilized as a punitive and corrective measure for numerous, 

repeated incidents of rule infraction, or a single major infraction by an employee. It shall be the 

supervisor’s responsibility to stabilize a situation in which immediate action is necessary. This 

may require relieving the employee from duty until a decision is made concerning the official action 

to be taken. 

 

Final decision on suspensions, demotions or dismissals will be made by the appropriate 

supervisor or the Fire Chief. Supervisors must provide accurate and thorough documentation of 

the incident(s) since the action is subjected to appeal 

 

APPEALS 

A suspension, demotion or dismissal may be appealed to the Board of Directors. The request 

must be submitted in writing to the Chief 5 days prior to the next board meeting after the 

suspension, demotion or dismissal. The Appeal will be heard in an executive session if the 

member is present or has representation at the session. 
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Certain violations shall be deemed major offences to the Wiggins Rural Fire Protection District 

and will cause for immediate suspension, and upon investigation may be a cause for immediate 

dismissal.  Those offences shall include but not be limited to, the following 

 

• Possession of illegal drugs 

• Chronic or habitual absenteeism  or lateness 

• Committing any act of sexual harassment 

• Dishonesty or misrepresenting anything to the District, its Directors or the Officers of the 

District 

• Failure to fulfill the responsibility of a job to an extent that might or does cause injury or 

harm to a person, or damage to district property, or the property of others. 

• Falsification of information requested on District records or documentation 

• Obtaining membership on the basis of false or misleading statements 

• Reckless or negligent behavior that may result or results in damage to District property, 

the property of others, or other persons 

• Threatened or actual physical violence or abusive language 

• Unauthorized use of District vehicles 

• Unauthorized use of, removal of, theft or intentional damage of the property of the 

District, member or third party 

• Unsatisfactory work performance 

• Violation of an established safety rule 

• Refusal to submit to a blood alcohol test or drug test (urinalysis) when orders by an 

officer. 

• Harassment of other employees including but not limited to verbal and physical conduct 

or unwelcome advances with regard to or on the basis of sex, race, color, national origin, 

or ancestry, age, religion, creed, marital status, or status as a war era or disabled veteran 

or handicapped person. 

• An arrest, the filing of a disorderly person or criminal complaint, or the return of an 

indictment against or conviction of an employee for an alleged wrongful activity. 

• Conviction of an employee for an alcohol or drug related traffic offence. 

• Operating on any fire scene, in any function, other than command, without full proper 

department issued PPE 
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PURPOSE 

Wiggins Rural Fire Protection District members are required to conduct themselves in a 

professional and self-disciplined manner. Members are required to abide by the District’s Rules of 

Conduct, Administrative Regulation, Statutes of the State of Colorado, and laws of the United  

States.  

 

SCOPE 

This regulation shall apply to all District personnel. 
 

REGULATION: 

A leave of absence occurs when a member makes a request in writing, submitting it to the Chief 

or his designee, requesting a leave of absence or when at the discretion of the Chief it is deemed 

beneficial to both parties that employee takes a leave of absence. All requests will be reviewed 

on an individual bases and may be granted, if in the opinion of the District the request is deemed 

necessary. The duration of said leave will also be assessed individually and is at the sole 

discretion of the Chief.  

 

Should a leave of absence exceed six months, the employee will have to re-apply; which will 

include retesting, physical and background check prior to being reinstated. 

 

During a leave of absence all District owned gear and equipment, including radios, shall be 

returned to the Wiggins Station for the duration of the leave. 

 

NOTE: A leave of absence does not automatically excuse one from attending the mandatory 

meetings and any required educational exercises. To be excused from the aforementioned one 

must obtain an excused absence from the Chief. Failure to attend when required may terminate 

the leave of absence. 
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PURPOSE  

The purpose of the dress codes is to provide uniformity of attire among Wiggins Rural 

Fire Protection District personnel; project a positive public image and provide for 

comfortable and safe work clothing. 

 

GENERAL 

Due to the traditional volunteer response of the firefighters to incidents it is understood that there 

is often an inability to arrive to an incident in Wiggins Fire attire.  However, every attempt 

should be made by each employee responding to an incident to dress in clean attire that in some 

way identifies you as a Wiggins Fire employee.  If this is not possible at a minimum district 

issued PPE should be worn over inappropriate personal clothing. 

 

 Individuals will not engage in any activity that may reflect negatively on the 

District while wearing clothing with District logos or other identification associating 

the individual with the District. 

 

 

PERSONAL GROOMING 

Earrings and rings that are overly large or ornate and will subject the individual to potential 

injury may not be worn when responding to alarms.  

Any jewelry that interferes with quick donning of PPE are not permitted. 

The bulk or length of hair must not interfere with the normal wearing of helmet or protective 

equipment (mask). 

Sideburns shall not extend to the area on the face where the protective breathing apparatus makes 

its seal. 

Beards, goatees’, and/or face stubble that may interfere with the deal of protective breathing 

apparatus mask are not allowed on any member that may be put into a hazardous condition. 

Any visible body piercing, tattoos ,or other body markings are allowed only after approval by the 

Chief   

 
TERMINATION / LEAVE OF DUTY 

 

Upon termination, change of rank, or a members choice to leave the employment of the 

Fire District, all clothing provided by the district shall be returned to the Fire District, 

to include uniforms,, and any other material denoting the employee as a member of the 

Wiggins Rural Fire District. 

 

In addition, any material purchased by the employee shall not be worn in public upon 

leaving employment by the District so as to represent themselves as a member of the 

Fire District / Department. 
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PURPOSE 

The Wiggins Rural Fire Protection District (WRFPD) is concerned about the health, safety and 

satisfactory work performance of all members. The use of drugs and alcohol while providing 

services can: (1) seriously affect an a member's health and well-being; (2) diminish performance; 

(3) be a source of potential danger to self, other members of WRFPD and the public; and (4) cause 

a loss of the public’s confidence. As such, WRFPD is strongly committed to maintaining an 

efficient, safe and healthy workplace. 

 

The purpose of this regulation is to establish procedures to support WRFPD’s safety and health 

philosophies and to comply with the Drug Free Workplace Act and all regulations governing 

workplace anti-drug programs. These standards were designed to reduce accidents that result from 

member’s use of drugs and alcohol. 

 

WRFPD encourages members who may have a problem with alcohol or other substance abuse 

to voluntarily seek treatment.  

 

SCOPE 

All sections of this regulation apply to all members.  

 

STATEMENT OF REGULATION  

A. No member shall manufacture, use, possess, or distribute drugs in violation of any law.  . 

Discovery of suspected illegal, prohibited substances on WRFPD property, while operating 

WRFPD vehicles or personal vehicles while on WRFPD business, or at any time when 

representing WRFPD, will be reported to the appropriate law enforcement authorities. 

B. No member shall report for work, perform any duty, or have any drug, including 

marijuana, present in their body while serving as a member of WRFPD. Presence of 

drugs will be determined by testing performed as described in this regulation. 

C. No member shall consume or possess alcohol while performing services for WRFPD. 

E.  No member shall leave the scene of an accident, without a valid reason, before arranging 

to have both a drug and/or alcohol test performed. 

F.   No member shall consume alcohol after an accident unless: 

1. Eight (8) hours have expired; or 

2. The member has been tested; or 

3.     WRFPD has determined that the member's performance could not have 

contributed to the accident. 
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Excluded from this regulation are prescribed drugs when used by the person for whom prescribed 

and when used in the manner, combination and quantity prescribed. Members must consult a 

physician to ensure that legal prescriptions do not interfere with the performance of their duties.  

Members who are using prescribed drugs which may affect their ability to perform their duties in a 

safe manner are required to notify their supervisor prior to performing duties. 

 

DRUG/ALCOHOL TESTING GUIDELINES 

 

For the purpose of assuring compliance with this regulation, applicants and members will be 

subject to drug and alcohol screening under the circumstances described below. Applicants and 

members are required to submit to testing in the following circumstances as a condition of their 

initial and continuing service to WRFPD. 

 

 A. APPLICANTS: All applicants shall undergo a test for the presence of drugs and alcohol 

prior to being hired by WRFPD. A result positive for drugs or alcohol, or failure to test will 

result in withdrawal of the application. 

 

 B. MEMBERS:  

1.  POST-ACCIDENT TESTING: All members of WRFPD covered by this regulation 

will be required to submit to a drug and an alcohol test after an accident as defined 

below: 

 

An accident is defined as an “occurrence” in which a member is directly involved and is 

also associated with the operation of a vehicle, or any other incident in which: 

a) One or more individuals dies or is seriously injured and requires hospitalization, 

whether it may be the result of a safety rule violation or not;  

b) There is damage to an WRFPD vehicle or apparatus, or damage to another 

vehicle caused by a collision with an WRFPD vehicle, regardless of who 

might be at fault;  

c) There is reasonable suspicion that a major safety violation has taken place and 

one or more individuals requires immediate medical care away from the scene 

of the accident; or 

d) The supervisor, following reasonable suspicion guidelines, determines that a drug 

and/or alcohol test is necessary. 

 

Any member who is seriously injured and cannot provide a specimen at the time of the 

accident, or who is otherwise unable to comply with the drug and/or alcohol concentration 

testing, shall provide the necessary authorization for obtaining hospital reports, law 

enforcement reports and/or other documents that would indicate whether there were any 

drug in the member's system and/or the member's alcohol concentration. 
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2.  REASONABLE SUSPICION TESTING: Members will be required to submit to drug 

and/or alcohol testing upon reasonable suspicion, as determined by the member’s 

supervisor, to believe the actions, appearance or conduct of the member on duty are 

indicative of the use or presence in the member's body of a drugs or alcohol. When 

practical, the member’s supervisor shall confirm their observation and request for a 

drug and/or alcohol test with another supervisor. 

 

C. REFUSAL TO TEST 

Refusal to submit to testing, as it applies to this regulation, is a violation of this 

regulation.  The following behavior constitutes a refusal: 

1. Refusal to take the test. 

2. Inability to provide sufficient quantities of breath or urine to be tested without a 

valid medical explanation. 

3. Tampering with or attempting to adulterate the specimen or collection procedure. 

4.      Not reporting to the collection site within the time allotted. 

5.     Leaving the scene of an accident without a valid reason before the test has been 

conducted. 

 

D. WORK STATUS WHEN TESTING REQUIRED UNDER POST-ACCIDENT OR 

REASONABLE SUSPICION GUIDELINES 

If a member is requested to submit to drug and/or alcohol testing under the post-accident or 

reasonable suspicion circumstance of this regulation, the member, depending on 

circumstances, will be: 

 

1. Relieved of duties and placed on leave pending the results of the testing; or 

2. Relieved of regular duties and assigned to other duties pending the results of the 

testing. 
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TESTING PROCEDURE 

 

A. DRUG TESTING 

Drug screening shall be conducted by a laboratory certified by the Department of Health and 

Human Services. These procedures will include split sampling which provides that a urine sample 

be split into two separate containers. 

The substance screen will test for the following drugs: marijuana, cocaine, opiates, 

amphetamines and phencyclidine (PCP). Any positive initial test will be confirmed by a gas 

chromatography/mass spectrometry (GC/MS) test. 

 

B. ALCOHOL TESTING 

Alcohol testing shall be conducted by a Breath Alcohol Technician (BAT) using an Evidential 

Breath Testing Device (EBT). The member will provide a breath sample. If a member's alcohol 

concentration is greater than .02, a second breath sample will be obtained and a confirmation 

test will be performed. 

Exceptions to this regulation must be approved in advance and in writing by the Fire Chief. 

This regulation will be updated as needed to conform to any federal or state drug-free work place 

regulations or as WRFPD deems appropriate.  
 

DISCIPLINE 

 

WRFPD has a zero tolerance policy concerning violations of this Regulation.  Any member who 

violates this Regulation, shall be removed immediately from his or her position. 

 

COUNSLING AND TREATMENT 

 

Any member who is suffering from alcohol and/or substance abuse may, prior to violating this 

Regulation, may notify the appropriate supervisor of the issue.  WRFPD will assist the member 

in seeking counseling and treatment to address the member’s alcohol and/or substance abuse 

issue.  WRFPD may contribute to the costs of such counseling and treatment.  Once the member 

can provide a fitness for duty letter from a licensed physician and/or the member’s licensed 

professional counselor. 
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TESTING PROCEDURE 

 

A. CONTROLLED SUBSTANCES 

Controlled substance screening shall be conducted by a laboratory certified by the Department 

of Health and Human Services. These procedures will include split sampling which provides 

that a urine sample be split into two separate containers. 

The substance screen will test for the following drugs: marijuana, cocaine, opiates, 

amphetamines and phencyclidine (PCP). Any positive initial test will be confirmed by a gas 

chromatography/mass spectrometry (GC/MS) test. 

 

B. ALCOHOL TESTING 

Alcohol testing shall be conducted by a Breath Alcohol Technician (BAT) using an 

Evidential Breath Testing Device (EBT). The employee will provide a breath sample. If 

an employee's alcohol concentration is greater than .02, a second breath sample will be 

obtained and a confirmation test will be performed. 

Exceptions to this regulation must be approved in advance and in writing by the Fire Chief. 

This regulation will be updated as needed to conform to any federal or state drug-free work place 

regulations or as WRFPD deems appropriate.  
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PURPOSE  

This regulation defines the use of cellular phones within the Wiggins Rural Fire Protection 

District. 

 

SCOPE 

This regulation applies to all personnel. 

 

REGULATION  

The use of cellular technology provides the Fire District with an essential communication tool. 

These devices are an integral part of the emergency notification and communication system. In 

addition, cellular communication provides a quick and effective connection with the business and 

development community.  

 

District owned cellular phones are provided and intended for business use.  Appropriate calling 

plans are provided to staff positions and have been designed to service the business uses of a given 

position.  

 

All cellular phones shall be silenced during training sessions, meetings, or other appropriate 

times. The District will not reimburse employees for loss or damage to privately owned cellular 

phone. 

 

The use of cellular phones on an incident not related to Fire Operations of that scene is strictly 

forbidden. 

 

At no time should phone with built in cameras be used to take photos, video or audio recordings 

of an incident if there are injured parties involved in the incident or the incident might be 

considered sensitive in nature. 
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PURPOSE 

To define the process for the application of new firefighters 

 

SCOPE 

This regulation applies to all personnel. 

 

REGULATION 

 It is the policy of the District that all employees should be free from all forms of harassment; 

including sexual harassment, offensive language and behavior regarding an individual’s race, 

religion, color, national origin, ancestry, physical handicap, medical condition, marital status, or 

gender. 

 

 

The Wiggins Rural Fire District does not discriminate on the basis of disability in the admission 

or access to, or treatment or employment in, its programs of activities. 

 

The Americans with Disabilities Act of 1900, as it may be amended from time to time, prohibits 

discrimination on the basis of disability, and protects qualified applicants and employees with 

disabilities in hiring, promotion, discharge, pay, job training, fringe benefits, and other aspects of 

employment. The law also requires that covered entities provide qualified applicants and 

employees with disabilities with reasonable accommodation that do not impose undue hardship. 

The law covers applicants to and employees of most private employers, state and local 

government s, educational institutions, employment agencies, and labor organizations.  

 

 

New personnel shall complete an application for employment. 

New personnel shall be required to take a screening for drugs of abuse. 

New personnel shall be required to have a criminal background check 

New personal shall be required to submit to a department scheduled physical exam to insure they 

are fit for duty  

Applicants may not be given further consideration for employment with the Wiggins Rural Fire 

Protection District if any of the following exist: 

•  Class I/II misdemeanor conviction in the last ten (10) years. 

• Class III misdemeanor in the last five (5) years. 

• Any conviction as a sex offender. 

 

New personnel shall be required to submit a copy of their DMV driving record for review for 

review, within their first four (4) meetings and before they are put on active duty. 

Must attend four (4) meetings as a non-participating member; 

Must have an entrance interview with the Chief or his designee(s) before their 

application will be considered complete. 
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Once an applicant has been placed on active duty they will begin a Probationary Firefighter 

Program of at least 12 months but not to exceed 18 months.  During this probationary period, 

applicants must complete the departments written Rookie Competency Packet and attend 

quarterly performance reviews with the Fire Chief or his designee(s).  Upon successful 

completion of the entire Probationary Firefighter program the applicant will be removed from 

Probationary status. 

A probationary member may be terminated with just cause at any time during the probationary 

period. 

 

At no time in the probationary period shall an applicant be permitted to have an authorized 

emergency vehicle designation on a personally owner vehicle, or be allowed to respond directly 

to an incident scene in a personally owned vehicle. 

 

Employment with the District is “at-will”.  Any employee may be terminated with or without 

cause, a statement of reasons, or a hearing, just as any employee may resign at any time, for any 

reason or no reason at all.  Nothing in this document is intended to modify the District’s at-will 

employment policy. 

 

Any employee who resigns in good standing is eligible for re-employment with the District. An 

employee resigns in good standing if he/she does not resign under threat of discharge, gives the 

District at least two week's notice. A resignation may be withdrawn prior to its effective date if 

approved by the District 
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Purpose 

To define the process for the application of Command Staff, to include Chief Officers, and 

Company Officers (Captain, and Lieutenants). 

 

Scope 

This regulation applies to all personnel. 

 

Regulation 

It shall be the regulation of the District that: 

 

The Board of Directors shall have final confirmation authority all command staff.  

  

Each command staff position shall serve for two years or until either they resign the position or 

the Board of Directors no longer wished them to lead the Districts firefighters. 

 

In order to ensure a measure of consistency in the operations of the district, the command staff 

positions commitments will be staggered.  All positions having an odd numbered badge (901, 

903, 905, etc.) will be opened for application on odd years (2011, 2013, 2015, etc.) All positions 

having an even numbered badge (902, 904, 906, etc.) will be open for application on even years 

(2012, 2014, 2016, etc.).  

 

Positions that may be applied for are Fire Chief (901), Assistant Fire Chief (902), and Company 

Officer (903, 904, 905, 906, etc. to include the rank of both Captain and Lieutenant).  It is the job 

of the District firefighters to select the best applicants for the positions available, (ie: the best of 

the available applicants for the position of Fire Chief: the best of the available applicants for the 

position of Assistant Fire Chief and the best two of the available applicant for the position of 

Company Officer.)  The Fire Chief will select the rank of the company officers based on 

qualifications and members of the command staff, and the advisory vote of the district 

firefighters.  The intention is to allow the Fire Chief some ability to structure the command staff 

to meet the needs of the department. 

 

Applications will be accepted from the districts firefighter’s regular business meeting in October 

(second Tuesday) until the districts firefighter’s regular business meeting in November (second 

Tuesday). Applications will be available both at the District office and on the District website. 

Completed applications will be submitted to the highest ranking officer whose position is not 

available for consideration that year. 

 

The firefighters of the District will, at the regularly scheduled firefighter November business 

meeting (second Tuesday) review the applications and take an advisory vote to be forwarded on 

to the Board of Directors, for all of the available positions. 
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All applications will be reviewed to be sure that they meet the minimum desired / required 

qualifications.  If applicants do not meet the desired / required minimum qualifications they may 

still be forwarded on to the firefighter membership for consideration if there is an attainable 

timeline for completing the required qualifications.  It is the intention that all applications are to 

be reviewed and discussed by the districts firefighters and a consensus obtained of the meeting of 

desired / required qualifications, before the advisory vote is held. 

 

All sworn firefighters currently active with the District or retirees returned to active duty will be 

able to participate in the advisory vote. Probationary firefighters, sworn firefighters on a leave of 

absence or suspension or retirees will not be allowed to vote in the process, however, if in 

attendance at the meeting they are encouraged to participate in the conversation of selecting the 

best applicant.  

 

Application reviews and discussion should include reviews of the following topics.  Firefighting 

skills;  knowledge of Incident Command principles; initiative in keeping your knowledge and 

skills current; communication skills; ability to work with a team to complete objectives; your 

ability to appropriately put the needs of your team above personal ones;  customer service skills; 

and the perception of the candidate as a positive role model both internally and externally. 

Firefighter participation in all aspects of the department should also be considered, to include; 

call volume, maintenance and extra service hours. 
  

All advisory votes by the firefighters on command staff should be on paper and secret in nature, 

meaning that all applicants for a position should be typed on to a “ballot” that is distributed to the 

firefighters.  The votes will be tallied and verified during the meeting by a group of firefighters.  

A simple majority of the firefighters in attendance is needed to make the advisory vote binding 

(firefighters must be present at the meeting to place a vote, there are to be no absentee votes or 

third party voting); the person receiving the most votes should be forwarded on to the Board of 

Directors by the Fire Chief, or the highest ranking member of the command staff without an 

active application in the process, for consideration at their next regularly scheduled meeting. 

 

Upon confirmation from the Board of Directors the new command staff will take command of 

their position on January 1.  The intention is to give the outgoing and incoming command staff 

time to work together to ensure a seamless transition. 

 

In the event that the Board of Directors does not confirm the advisory vote of the firefighters, the 

application process will be opened again for the position.  It is the intention that if this takes 

place that the Board of Directors or a member of the board will address the firefighters at their 

next Tuesday meeting and discuss the process. 

 

In the event that there is only one applicant for the available position, that applicant will still 

have to go through the regular review and advisory vote process as described before being 

forwarded on to the Board of Directors for confirmation. 

 

In the event that a member(s) of the command staff resign before the end of their two year 

commitment, a ‘special application’ process will be started; or if there is an open command staff 

position due to the Board of Directors not confirming an advisory vote.  The positions will be 

opened up for application at the next regularly scheduled business meeting of the firefighters 
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(monthly on the second Tuesday).  The application process will remain the same as a typical 

yearly application process; applications will be accepted for a period of approx. 30 days, after 

which time the applications will be reviewed for necessary qualifications, the firefighters will 

take an advisory vote and forward their selection to the Board of Directors for confirmation. 

 

If the Fire Chief, or highest ranking officer remaining, deems it necessary to temporarily promote 

members of the current command staff in to the resigned position(s) while the ‘special 

application process’ is taking place, the Board of Directors must be notified immediately.  Upon 

completion of the application, review, and Board of Directors confirmation process, all 

temporarily promoted members of the command staff will return to their previous rank to serve 

out their two year commitments. 

 

If a member of the current command staff wished to apply for a different position, they may 

apply and go through the normal process.  If that person is confirmed into a new position, there 

will be a ‘special application process’ started. 

 

At any regularly scheduled business meeting any sworn firefighter currently active with the 

District or retirees returned to active duty will be able to call for a recall advisory vote of a 

current member of the command staff. Probationary firefighters, sworn firefighters on a leave of 

absence or suspension or retirees will not be allowed to vote in the process, however, if in 

attendance at the meeting they are encouraged to participate in the conversation of selecting the 

best applicant. The advisory recall vote shall be taken at the next regularly scheduled business 

meeting of the district firefighters.  Notice of the vote must be posted at Station 1, and each 

sworn firefighter active with the District or retirees returned to active duty, must be contacted via 

phone, email, text or a combination.  If a recall vote of a current member of the command staff is 

successful in obtaining a majority of the votes from the firefighters present at the meeting, that 

advisory vote will be forwarded on to the Board of Directors at their next regularly scheduled 

meeting.  The Board of Directors can take whatever course of action they wish and if the officer 

is removed from their position a “special application process” will be started. 

 

In the event that there are no applications for an open position(s) on the command staff, the Fire 

Chief, or highest ranking member of the command staff not being considered for an advisory 

vote,  has the ability at the regularly scheduled November business meeting of the district 

firefighters, to nominate a member to fill the open position(s).  That nominated person will be 

discussed and have an advisory vote taken identically to a typical process by the district 

firefighters. 

 

Employment with the District is “at-will”.  Any employee may be terminated with or without 

cause, a statement of reasons, or a hearing, just as any employee may resign at any time, for any 

reason or no reason at all.  Nothing in this handbook is intended to modify the District’s at-will 

employment policy. 
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Criteria for selection of Command Staff positions shall be structured around and involve the 

following: 

 

• Firefighting skills 

• Training history 

• Knowledge of Incident Command principles 

• Initiative in keeping his / her knowledge and skills current 

• Verbal communication skills 

• Written communication skills 

• Interpersonal communication skills 

• Ability to work with a team to complete objectives 

• Ability to appropriately put the needs of his/ her team above personal ones 

• Customer service skills 

• Perception of the candidates as a positive role model both internally and externally 
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PURPOSE 

The Job Descriptions listed below have been approved by the Fire Chief.  

 

JOB DESCRIPTION 

All Sworn Employees 

Firefighter 

Training Coordinator 

Fire Lieutenant  

Emergency Medical Coordinator  

Captain 

Operations Chief  
District Chief 

 

 

 



 

 31 

 

PERSONNEL 

Job Descriptions – All Employees 

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

JOB SUMMARY 

All sworn employees shall perform individually and/or as a member of a team and participate in 

activities in the following areas: Combating, extinguishing and preventing fires; answering 

emergency medical and traffic accident calls and other related public assistance activities; 

performing routine facility maintenance and operating Fire District apparatus and equipment. 

Firefighters attend classroom and drill ground training sessions on a regular basis to continually 

update the knowledge and skills required for effective work performance. 

 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Ability to communicate effectively both orally and in writing; 

Ability to understand and follow oral and written instructions; 

Ability to record information accurately; 

Ability to establish and maintain effective working relationships with other employees; 

Ability to provide professional customer service; 

Ability to work effectively with the public in situations involving severe trauma; 

Ability to learn a variety of fire fighting duties, methods and techniques; 

Ability to use both manual and power tools; 

Ability to work independently or as a part of a team; 

Ability to recognize hazardous conditions and to respond quickly to changing situations under those 

conditions; 

 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES (cont.) 

Ability to respond to fire, accident or medical emergency scenes  

Ability to work in adverse conditions (i.e. weather, around fuels, oils, cleaning fluids and fumes, 

extreme heat and cold, etc.); 

Ability to provide specialized training to District members if qualified; 

Ability to present safety and informational presentations to public; 

Operates computers for record keeping, documentation, and communication; 

General knowledge of the Fire District policies, rules and regulations;  

Knowledge of and skill in emergency rescue procedures; 

Knowledge of and skill in applying firefighting techniques; 

Knowledge of and skill in applying appropriate safety practices in appropriate situations; 

Knowledge of and skill in applying life saving techniques; 

Knowledge of and skill in the operation and mechanical principles involving fire apparatus and 

equipment operation; 

Knowledge of the street system and physical layout of the district; 

Knowledge of modern firefighting duties, methods, and techniques; 

Attends conferences, schools, seminars, and meetings to keep abreast of new developments in 

firefighting, EMS, and special programs as approved. 

Individuals shall actively pursue professional development. 
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QUALIFICATIONS 

 

Must be a minimum of 18 years of age; 

Must be a citizen of the United States; 

Must meet medical and physical standards as established by Wiggins Rural Fire Protection 

District;  

Must have and maintain a valid Colorado driver’s license, failure to maintain a valid 

license will result in a mandatory leave of absence until license is reinstated; 

Must be certified in CPR within 12 months of hire; certifications must be kept current;  

Must be certified as a NREMT-B or First Responder within twenty four (24) months of hire;  

Once achieved, both, CPR and EMT must be kept current.  The district will offer, sponsor or 

make arrangements for refresher trainings however, it is the responsibility of the member to 

keep the certifications current.  If a member is unable to attend the department offered 

trainings it shall be the member’s responsibility or attend an equivalent training at the 

member’s cost.   

Graduation from high school or equivalent; 

May be required to maintain specialized certifications as designated by the District. 

All members shall attain at least twelve (12) hours of each maintenance and extra service time 

each year. These hours are designated for cleaning and repairing equipment, apparatus, quarters, 

and participation in events such as 4th of July and Santa Days. 

Meetings 

Any member missing three (3) consecutive unexcused regular training or three (3) unexcused 

business / maintenance meetings shall be automatically suspended pending a review by the Chief 

or their designee. 

 

There shall be at least four (4) regular meetings each month, held on Tuesday evenings at Fire 

Station in Wiggins. Three meetings shall be designated as approved trainings.   

 

The regular business meeting and maintenance night shall be held on the second Tuesday of the 

month. Meeting time shall be at 7:00pm. 

 

 

PHYSICAL REQUIREMENTS 

Must pass the Districts physical ability test 
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FIREFIGHTER 

 

JOB SUMMARY 

Shall meet the qualifications for all sworn employees.  

 

DUTIES AND RESPONSIBILITIES 

Emergency: 

Responds to emergencies 

Performs job functions as required, based on recognized standards for required certifications. 

Non-Emergency: 

Cleans and assists in maintenance of fire apparatus and equipment including staff cars and special 

equipment; 

Cleans and assists in maintenance of fire station including cleaning interior, trimming yard, weed 

control, snow removal, housekeeping, painting and construction projects; 

Maintains records and reports for record keeping, documentation, and communication; 

Assists the general public on various non-emergency calls; 

Pre-fire plans occupancies to record information pertaining to location of fire hydrants, exposure 

hazards, life hazards, type of occupancy and other pertinent information; 

Observes and evaluates fire exit drills in school or office buildings to record time taken to 

evacuate the occupancy; 

Conducts fire prevention talks and fire station tours for school children and the general public; 

Demonstrates firefighting tools, equipment and apparatus to schools and other 

organizations.
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 COMPANY OFFICER - LIEUTENANT 

JOB SUMMARY 

Shall meet the qualifications for all sworn employees. Fire Lieutenants perform individually 

and/or as a member of a team and participate in activities in the following areas: Supervising the 

combat, extinguishment, and prevention of fires; answering emergency medical and traffic 

accident calls and other related public assistance activities; supervising routine maintenance and 

operation of Fire District equipment, apparatus, and facilities. Fire Lieutenants attend and/or 

conduct classroom training, as well as drill ground training sessions on a regular basis to 

continually update the knowledge and skills required for effective work performance. 

Demonstrate good judgment in human resource management and identify training needs of 

assigned personnel. Encourages and facilitates career development of assigned personnel. 

Although new or unusual problems may be referred to a superior for advice and assistance, 

work is ordinarily performed independently following well established procedures.  The 

Lieutenants position is considered a command staff position and is subject the Command Staff 

Application Process. 

 

DUTIES AND RESPONSIBILITIES 

Emergency: 

Responds to emergencies,  as Company Officer; 

Responsible for directing the activities of firefighting personnel at an emergency scene, until 

relieved by a superior officer; 

Responsible for the performance, safety, and direction of personnel at an emergency scene; 

Supervises and assists when appropriate in administering emergency medical services;  

Acts as incident commander or division, group, or branch officer, as assigned.  

Non-Emergency: 

Responsible for assigned station, apparatus, and inventories; 

Supervises and assists in the maintenance of fire apparatus and equipment including staff cars 

and special equipment; 

Supervises and assists in maintenance of fire station. 

Responsible for completion of all records and reports relevant to their company operation and 

operates computers for record keeping, documentation, and communication; 

Assists the general public on various non-emergency calls; 
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Non-Emergency: (cont.) 

Develops, conducts, and participates in the training of company in areas assigned by the Training 

Officer; 

Monitors the effectiveness of training to ensure the company is prepared for assigned 

duties;  

May be required to provide training to the entire Fire District; 

Completes pre-fire plans of occupancies by recording information pertaining to location of fire 

hydrants, exposure hazards, life hazards, type of occupancy, and other pertinent information; 

Observes and evaluates fire exit drills in schools or office buildings to record time taken to 

evacuate the occupancy; 

Conducts fire prevention talks and fire station tours for school children and the general public; 

Demonstrates firefighting tools, equipment, and fire apparatus to schools and other organizations; 

Participates in budget development for fire stations and special programs to which they are assigned;  

 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Ability to supervise and train personnel and to direct them under emergency conditions; 

Possesses leadership and management qualities; 

Ability to maintain discipline; 

Considerable knowledge in strategy and tactics at incident scenes; 

Considerable knowledge of and skill in emergency rescue procedures; 

Considerable knowledge of and skill in applying firefighting techniques; 

Considerable knowledge of and skill in applying appropriate safety practices in appropriate 

situations; 

Considerable knowledge of and skill in applying life saving techniques; 

Considerable knowledge of and skill in the operation and mechanical principles involving fire 

apparatus; 

Thorough knowledge of incident management system and ability to direct and follow established 

procedures; 

Thorough knowledge of the Fire District policies, rules, and regulations;  

Thorough knowledge of the street system and physical layout of the district; 

Working knowledge of incident investigation for fire cause. 

 

 

Required Minimum Qualifications: 

 

Four (4) years’ experience as a firefighter, of which at least two (2) year must have been as a  

member of this district, and successful completion of the Districts’ probationary firefighter 

program, or equivalent. 

 

Completion of IS-100, IS- 200, IS-300, NIMS (IS-700), EMS First responder or NREMT-B, and 

specialized training in fire department operations. 
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COMPANY OFFICER - CAPTAIN 

JOB SUMMARY 

Shall meet the qualifications for all sworn employees. Captain and Assistant Chief perform 

individually and/or as a member of a team and participate in activities in the following areas: 

Supervising the combat, extinguishment, and prevention of fires; answering emergency medical 

and traffic accident calls and other related public assistance activities, is generally the incident 

commander at multiple company incidents; supervises the operation and personnel of a duty 

shift at all stations. Captains and Assistant Chief attend and conduct classroom training, as well 

as drill ground training sessions on a regular basis to continually update the knowledge and skills 

required for effective work performance. He/she selects correct tactics and strategies for dealing 

with situations at hand. Coordinates personnel and apparatus effectively and identifies training 

needs of subordinates. Is involved in the administration, planning, and direction of maintenance of 

equipment, apparatus, and facilities. Work involves the planning and direction of human resources 

for emergency response, comprehensive pre-fire survey program, fire safety inspections, and public 

safety programs. Reviews reports and records to ensure proficiency. Encourages and facilitates 

career development of assigned personnel. Although new or unusual problems may be referred 

to a superior for advice and assistance, work is ordinarily performed independently following 

well established procedures. The Captains position is considered a command staff position is 

subject to the Command Staff Application process. 

 

 

DUTIES AND RESPONSIBILITIES 

Emergency: 

Responds to emergencies, and is the typically functioning in a command function;  

Supervises and assists when appropriate in administering emergency medical services; 

Responsible for directing the activities of all firefighting personnel at an emergency scene; 

Responsible for determining the proper tactics and strategies to confine and extinguish fire, in a 

variety of settings; 

Responsible for the performance, safety, and direction of personnel at an emergency scene; 

Ascertains the need and type of additional equipment and resources necessary to mitigate an 

emergency; 

Functions as incident commander or division, group, or branch officer, as assigned. 

Non-Emergency: 

Supervises and evaluates supervisory personnel; 

Plans and directs work assignments of fire companies; 

Develops, conducts, and participates in the training of fire companies in association with the 

Training Officer; 

 

Monitors the effectiveness of training to ensure the companies are prepared for assigned 

duties;  

May be required to provide training to the entire Fire District;



 

 37 

 

PERSONNEL 

Job Descriptions 
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WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

Non Emergency Cont: 

 

Monitors the maintenance by fire companies of fire apparatus and equipment including staff 

cars and special equipment; 

Monitors the maintenance of fire stations by fire companies; 

Ensures the completion of all records and reports relevant to their operation, including complex 

incidents, 

Assists the general public on various non-emergency calls; 

Participates in budget development for fire stations and special programs to which they are assigned; 

Develops special Fire District programs to which they may be assigned and administers them; 

Monitors and reviews pre-fire plans of occupancies to record information pertaining to location 

of fire hydrants, exposure hazards, life hazards, type of occupancy and other pertinent information; 

Participates in the formulation of Fire District policies and regulations; 

 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Ability to supervise, train, and to direct all personnel; 

Ability to use and train others in the use of computer programs used by the Fire District; 

Possesses leadership and management qualities; 

Ability to maintain discipline; 

Thorough knowledge in strategy and tactics at incident scenes; 

Thorough knowledge of and skill in emergency rescue procedures; 

Thorough knowledge of and skill in applying firefighting techniques; 

Thorough knowledge of and skill in applying appropriate safety practices in appropriate situations; 

Thorough knowledge of and skill in applying life saving techniques; 

Thorough knowledge of and skill in the operation and mechanical principles involving automotive 

equipment operation; 

Thorough knowledge of hazardous materials response; 

Thorough knowledge of the Fire District policies, rules, and regulations and the Morgan 

County Emergency Operations Plan; 

 

Required Minimum Qualifications: 

 

Five (6) years’ experience as a firefighter, of which at least three (4) year must have been as a  

member of this district, and successful completion of the Districts’ probationary firefighter 

program , or equivalent. 

 

Two (2) years of supervisory duties. 

 

Completion of IS-100, IS,-200, IS-300, NIMS (IS-700), EMS First responder or NREMT-B. 
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Company Officer Captain 
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Desired Minimum Qualifications: 

 

 

Haz-Mat Operations or equivalent. 

 

Strategy and Tactics trainings (specialized training in fire department operations) 
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PERSONNEL 

Job Descriptions 

 District Fire Chief  

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

DISTRIC FIRE CHIEF  

JOB SUMMARY 

The District Fire Chief is the administrative officer of the fire department, working in 

conjunction with the fire board of directors and the operations chief to insure the Goals and 

standards of the district are met. 

The primary function of the district fire chief is the administrative officer of the fire district  

The Chief reviews and updates tactical and strategic standard operation guidelines for dealing with 

foreground situations. 

The Chief is involved in the planning and direction of human resources for emergency response, 

comprehensive pre-fire survey program, fire safety inspections, and public safety programs.  

The Chief reviews reports and records to ensure proficiency.  

Encourages and facilitates career development of assigned personnel.  

The Chief position is considered a command staff position is subject to hiring / promotion by the 

Board of Directors. 

 

The Chief shall meet the qualifications for all sworn employees. 
 

 

 The following duty statements are illustrative of the essential functions of the job and do not include 

other nonessential or marginal duties that may be required.  The Board of Directors reserves the right 

to modify or change the duties or essential functions of this job at any time. 

 

 

DUTIES AND RESPONSIBILITIES 

 

 

Primary: 

Monitors the effectiveness of training to ensure the companies are prepared for assigned 

duties;  

Maintains and keeps current all ISO requirements.  

May be required to provide training to the entire Fire District; 

Monitors the maintenance of fire stations. 

Monitors the maintenance of all fire apparatus and equipment. 

Monitors and required certification and testing of apparatus and equipment.  

Ensures the completion of all records and reports relevant to their operation, including complex 

incidents. 

Conducts monthly command staff meetings. 

Assists the general public on various non-emergency calls; 

Participates in budget development with all active fire personal and Presents preliminary budget to 

the district Board of Directors at the September board meeting. 

Participates in developing a five and ten year apparatus and equipment needs and replacement plan 

 Develops special Fire District programs to which they may be assigned and administers them;  
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Monitors and reviews pre-fire plans of occupancies to record information pertaining to location 

of fire hydrants, exposure hazards, life hazards, type of occupancy and other pertinent information; 

Participates in the formulation of Fire District policies and regulations; 

Appoints all non-command officer positions, to include Training coordinator, EMS 

coordinator and any other officer deemed necessary for daily operations.  

Monitors spending and insures the department stays within the budget set forth by the board 

of directors. 

Organizes and supervises Committees with the department.  

Prepares and submits monthly reports to the District Board of Directors: 

•  Monthly and yearly Committee reports. 

• Annual report of activities 

 Prepares a variety of other reports as appropriate or requested by the Board of Directors  

Reviews the performance and effectiveness of the Districts operations. 

Handles grievances, maintains discipline and the conduct of general behavior of district 

personnel. 

Develops and maintains Mutual Aid agreements with other emergency response agencies.  

Meets with elected or appointed officials, other Fire /EMS officials, community and business 

representatives and the public on all aspects of the Districts activities.  

Attends conferences and meetings to keep abreast of current trends in the field; represents 

the Fire District in a variety of local, county, regional and state committees and boards .  

Work to secure Grants available to the District  

The Chief attends drill ground training sessions on a regular basis to continually update the 

knowledge and skills required for effective work performance 

 

Secondary: 

Responds to emergencies, and is typically functioning in a command function;  

Supervises and assists when appropriate in administering emergency medical services; 

Responsible for directing the activities of all firefighting personnel at an emergency scene; 

Responsible for determining the proper tactics and strategies to confine and extinguish fire, in a 

variety of settings; 

Responsible for the performance, safety, and direction of personnel at an emergency scene; 

Ascertains the need and type of additional equipment and resources necessary to mitigate an 

emergency; 

Functions as incident commander or division, group, or branch officer, as assigned. 
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ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Ability to supervise, train, and to direct all personnel; 

Ability to use and train others in the use of computer programs used by the Fire District; 

Possesses leadership and management qualities; 

Ability to maintain discipline; 

Thorough knowledge in strategy and tactics at incident scenes; 

Thorough knowledge of and skill in emergency rescue procedures; 

Thorough knowledge of and skill in applying fire fighting techniques; 

Thorough knowledge of and skill in applying 

 appropriate safety practices in appropriate situations; Thorough knowledge of and skill in 

applying life saving techniques; 

Thorough knowledge of and skill in the operation and mechanical principles involving automotive 

equipment operation; 

Thorough knowledge of hazardous materials response; 

Thorough knowledge of the Fire District policies, rules, and regulations and the Morgan 

County Emergency Operations Plan; 

 

Required Minimum Qualifications: 

 

Seven  years’ experience as a firefighter, of which at least four years must have been as a 

member of this district, and successful completion of the Districts’ probationary firefighter 

program, or equivalent. 

 

Two (2) years of supervisory duties this must have been equivalent to Captain or higher. 

 

Completion of IS-100, IS, 200, IS-300, IS-400, NIMS IS-700, IS-800, EMS First responder or 

NREMT-B. 

 

 Current Haz-Mat Operations or equivalent. 

 

Desired Minimum Qualifications: 

 

NFPA Firefighter 1 or equivalent. 

 

Strategy and Tactics trainings (specialized training in fire department operations) 

 

Wild land training  
 

Certification of Red Card qualified (S-130/190)  
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PERSONNEL 

Job Descriptions 

Operations Chief  

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

OPERATIONS  CHIEF  

JOB SUMMARY 

The Operations Chief is the Day to Day operations Manager for the fire department who works 

in conjunction with the District Fire Chief and the Board of Directors to insure the effective 

operation of the fire department. 

Supervising the combat, extinguishment, and prevention of fires; answering emergency medical 

and traffic accident calls and other related public assistance activities, is generally the incident 

commander at incidents. 

Selects correct tactics and strategies for dealing with situations at hand 

Coordinates personnel and apparatus effectively and identifies training needs of subordinates.  

Is responsible for the administration, planning, and direction of maintenance of equipment, 

apparatus, and facilities. 

Work involves the planning and direction of human resources for emergency response,  

Reviews reports and records to ensure proficiency.  

Encourages and facilitates career development of assigned personnel.  

The Operations Chief position is considered a command staff position is subject to hiring / 

promotion by the Board of Directors. 

May be required to Act as District in the District chiefs absence  

The Operations Chief attends drill ground training sessions on a regular basis to continually update 

the knowledge and skills required for effective work performance 

 The Operations Chief shall meet the qualifications for all sworn employees. 

 

 

 The following duty statements are illustrative of the essential functions of the job and do not include 

other nonessential or marginal duties that may be required.  The Board of Directors reserves the right 

to modify or change the duties or essential functions of this job at any time. 

 

 

 

DUTIES AND RESPONSIBILITIES 

Emergency: 

Responds to emergencies, and is typically functioning in a command function;  

Supervises and assists when appropriate in administering emergency medical services; 

Responsible for directing the activities of all firefighting personnel at an emergency scene; 

Responsible for determining the proper tactics and strategies to confine and extinguish fire, in a 

variety of settings; 

Responsible for the performance, safety, and direction of personnel at an emergency scene; 

Ascertains the need and type of additional equipment and resources necessary to mitigate an 

emergency; 

Functions as incident commander or division, group, or branch officer, as assigned. 
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Non-Emergency: 

• Supervises and evaluates supervisory personnel; 

• Plans and directs work assignments 

o Apparatus : monthly maintenance, scheduled maintenance, unscheduled 

maintenance  

o  Safety and Equipment: PPE’s, extrication equipment, hand tool, cascade system, 

SCBA’s 

o Records and reports 

o Purchasing  

 

Develops, conducts, and participates in the training of fire companies in association with the 

Training coordinator; 

Monitors the effectiveness of training to ensure the companies are prepared for assigned 

duties;  

May be required to provide training to the entire Fire District; 

Responsible for the maintenance of fire stations  

Responsible for the completion of all records and reports relevant to their operation, including 

complex incidents, 

Assists the general public on various non-emergency calls; 

Participates in budget development with all active fire personal and  Presents preliminary budget to 

the district Board of Directors at the September board meeting.  

 Prepares and submits monthly reports to the District Board of Directors:  

• Monthly and yearly run report 

• Monthly and yearly  member activity report including runs, extra service and 

training  

• Monthly and yearly fire apparatus report including maintenance /repairs done and 

needed.  

 Prepares a variety of other reports as appropriate or requested by the Board of Directors  

 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Ability to supervise, train, and to direct all personnel; 

Ability to use and train others in the use of computer programs used by the Fire District; 

Possesses leadership and management qualities; 

Ability to maintain discipline; 

Thorough knowledge in strategy and tactics at incident scenes; 

Thorough knowledge of and skill in emergency rescue procedures; 

Thorough knowledge of and skill in applying fire fighting techniques; 
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Thorough knowledge of and skill in applying 

 appropriate safety practices in appropriate situations; Thorough knowledge of and skill in 

applying life saving techniques; 

Thorough knowledge of and skill in the operation and mechanical principles involving automotive 

equipment operation; 

Thorough knowledge of hazardous materials response; 

Thorough knowledge of the Fire District policies, rules, and regulations and the Morgan 

County Emergency Operations Plan; 

 

Required Minimum Qualifications: 

 

Seven  years’ experience as a firefighter, of which at least four years must have been as a 

member of this district, and successful completion of the Districts’ probationary firefighter 

program, or equivalent. 

 

Two (2) years of supervisory duties this must have been equivalent to Captain or higher. 

 

Completion of IS-100, IS, 200, IS-300, IS-400, NIMS IS-700, IS-800, EMS First responder or 

NREMT-B. 

 

 Current Haz-Mat Operations or equivalent. 

 

Desired Minimum Qualifications: 

 

NFPA Firefighter 1 or equivalent. 

 

Strategy and Tactics trainings (specialized training in fire department operations) 

 

Wild land training  
 

Certification of Red Card qualified (S-130/190)  
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PERSONNEL 

 

Job Descriptions – Training Coordinator  

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

TRAINING OFFICER 

JOB SUMMARY 

Shall meet the qualifications for all sworn . This position performs individually and/or as a 

member of a team and participates in activities in the following areas: Supervising the training in 

combat, extinguishment and prevention of fires and a variety of emergency response procedures; 

supervises the safety standards of the Fire District; Prepares training programs, lesson plans, and 

training schedules; Conducts classroom training, as well as drill ground training sessions on a 

regular basis to continually update the knowledge and skills required for an effective work 

performance of firefighters. Tests the knowledge and performance of all fire suppression 

personnel. Although new or unusual problems may be referred to a superior for advice and 

assistance, work is ordinarily performed independently following well established procedures.  

 

DUTIES AND RESPONSIBILITIES 

Emergency: 

Responsible for the performance, safety, and direction of personnel assigned;  

Acts as safety officer at incidents; 

 

Non-Emergency: 

Develops, conducts, and evaluates the training of suppression personnel; 

Reviews, analyzes, and reports the effectiveness of training to ensure all personnel are prepared for 

assigned duties and make recommendations to staff officers; 

Coordinates and schedules training and testing for District personnel. Identifies and pursues 

special District training that may become available; 

Supervises and participates in the development of lesson plans to be used in District 

training. Keeps lesson plans on file and coordinates appropriate updates; 

Coordinates and schedules outside training of District personnel within the identified training 

budget; 

Develops special Fire District programs and administers them, as assigned; 

Attends conferences, schools, seminars, and meetings to keep abreast of new developments in 

firefighting, EMS, supervisory skills, and special programs, as approved. 
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ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 

Possesses leadership and management qualities; 

Ability to maintain discipline; 

Considerable knowledge of and skill in emergency rescue procedures; 

Considerable knowledge of and skill in applying fire fighting techniques; 

Considerable knowledge of and skill in applying appropriate safety practices in appropriate 

situations; 

Considerable knowledge of and skill in applying life saving techniques; 

Considerable knowledge of and skill in the operation and mechanical principles involving 

automotive equipment operation; 

Considerable knowledge of hazardous materials response; 

Thorough knowledge of the Fire District policies, rules, and regulations;  

Thorough knowledge of the street system and physical layout of the district; 

Ability to develop lesson plans; 

Ability to instruct, using commonly accepted methods of instruction; 

Ability to properly test and evaluate fire fighters and officers on the instructed materials; 

Ability to supervise and train personnel and to direct them under emergency conditions; 

Ability to use and train others in the use of computer programs used by the Fire District; 

Ability to plan, organizes, and control the work of others relating to the training program. 
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PERSONNEL  

Retired Members Returning to Active 

Service 

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

 

PURPOSE  

To define reentry process for the District’s fire fighters in a time of need.  

 

SCOPE 

This Administrative Regulation applies to all sworn members of the District.  

 

REGULATION  

If the governing body of any municipality, fire protection district, or county improvement 

district, by resolution, determines that a fire department needs additional volunteer firefighters, a 

retired member is eligible to serve as an active volunteer in that department. The retiree 

continues to receive pension benefits from department while he/she is an active firefighter. 

During this period, they do not receive service credit for the purpose of increasing the pension 

benefit. 

While serving as an active volunteer such retirees shall have the same requirements to remain 

as active member as those stated in the Districts SOG’s for all other active members. 

 

 (FPPA) Beginning after June 2, 1977 a volunteer firefighter may earn twenty (20) years of 

active service by working for more than one department. The minimum time the firefighter must 

work for each department is five (5) years to accrue a “vested” benefit. Members who leave a 

department after five (5) years of active service are considered to be “terminated vested 

members.”  

They should be included in any actuarial valuation done on the pension fund because the fund 

may have to pay them a benefit in the future. 

Upon accrual of twenty (20) years of service, each department the member worked for pays 

their portion (5/20ths, 13/20ths, 15/20ths) based on the retirement pension being paid by that 

fund on the day the volunteer firefighter left the service of that particular department. The 

maximum amount a retiree may draw using this accrual system is the maximum amount of the 

normal retirement pension paid by the board of each department. 
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PURPOSE 

To insure there are an adequate number of District personnel living within a timely response 

area for any incident that may occur and to ensure the Chief Officers live within a reasonable 

response area. 

 

SCOPE 

 

All District personnel must establish a place of residence for a minimum of 90 days prior to 

their application date, within the District’s service area boundaries and remain in within the 

boundaries for the duration of their employment with the District. 
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PURPOSE  

To define the medical evaluation process for the District’s fire fighters.  

 

SCOPE 

This Administrative Regulation applies to all sworn members of the District.  

 

REGULATION  

It shall be the regulation of the District that all personnel meet minimum medical guidelines 

referred to as “fit for duty”. 

 

MEDICAL GUIDELINES  

The designated District Physician will use guidelines designated by the District Chief or 

designee for medical evaluations of personnel.  

 

INITIAL MEDICAL EVALUATION  

All fire fighters shall be thoroughly evaluated by the designated District Physician using the 

District’s appropriate standards prior to being assigned to fire fighting duties. 

 

INCUMBENT MEDICAL EVALUATION  

All fire fighters shall be periodically evaluated using appropriate medical standards by the 

District’s designated Physician. The Physician shall notify the District in writing that the 

individual meets or does not meet the District’s minimum requirements for fire fighters. 

 

MEDICAL OPINION ON FITNESS FOR DUTY 

The District’s designated Physician will provide in writing a medical opinion on whether a 

fire fighter or fire fighter candidate meets the minimum medical standards for fire fighter 

duties. 

 

FAILURE TO MEET MINIMUM MEDICAL STANDARDS 

A fire fighter that does not meet the minimum medical standards as evaluated by the District’s 

designated Physician shall: 

• Follow the Physician’s recommendation to successfully meet the minimum standard. 

• Sign a medical release for the District’s designated Physician to provide specific job 

limiting medical information to the Chief of the District to evaluate the fire fighter’s 

ability to perform normal job duties. 

 

FITNESS FOR DUTY 

The District Chief has the ultimate decision on the fitness for duty of any individual.  The 

District Chief or designee, after review of medical evaluation information and any other pertinent 

information, may assign an individual to the Alternative Work Program. 
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RETURNING TO WORK AFTER SIGNIFICANT INJURY/ILLNESS 

A fire fighter returning to work after a significant injury and/or illness which results in missing more 

than 14 days of regular work will be required to obtain a Return to Regular Duty Certification 

from their physician.  
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PURPOSE 

This regulation outlines the procedures for individuals to access District personnel files. Personnel 

files are confidential in nature and all individuals accessing them shall maintain that 

confidentiality. 

 

SCOPE 

This regulation shall apply to all members of the District. 

 

REGULATION 

Personnel files will be kept in District’s designated office space, and shall be available only to the 

following: 

Chief Officers - All files 

 Board of Directors – All files 

 

All other supervisors or officers will have access only to the files of those employees they supervise.  

 

All personnel shall have access to their own file but must do so by request and files will not be 

permitted out of the office in which they are stored without special permission. 
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PURPOSE 

This regulation establishes guidelines for supervisors to complete performance evaluations for their 

assigned personnel. 

 

SCOPE 

This regulation applies to all personnel of the District 

 

DEFINITIONS  

Performance Appraisal (PA) - A process of evaluating job performance of an employee 

by a supervisor. 

Formal Performance Appraisal - Process including a written document to evaluate employee’s 

performance, establish goals and objectives. 

Informal Performance Appraisal - Process that may happen at any time that gives employees 

feedback on their job performance. 

 

REGULATION  

Requirements for PA's: All District personnel shall have a yearly written formal performance 

appraisal completed by their immediate supervisor annually. Copies of performance appraisal shall 

be kept in District Administration files. 

 

Supervisors are encouraged to follow the guidelines below to help with the evaluation process on 

their assigned employees. 

Review Job Description - Supervisor should review current job description for employee's 

position. 

Review last PA - Supervisor should review previous PA's for employee, usually the last one or 

two years is generally sufficient. 

Establish Expectations, goals and objectives - Supervisor and employee together establish 

next PA period goals and objectives, areas of improvement in performance, and any other factors 

relevant to employee’s performance. 

Periodic review - Informal appraisals should be conducted as needed throughout the appraisal period. 

Documentation - Specific facts detailing employee’s performance should be kept by the 

supervisor on their employees. 

PA Draft - Supervisor prepares a draft copy of the PA for the employee. 

Administrative review - The PA draft is shared with the next level supervisor for review and input. 

PA session with employee - The supervisor and employee have a PA session to discuss the draft, 

expectations, goals and objectives for the last 12 months and the next 12 months. 

Revision of PA if required - Draft is finalized and signed by evaluator and employee.  

Forward for placement in personnel file; copy returned to individual. 
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Evaluation Process:  

  

Yearly evaluations are to be completed by January 31st of each year.  

 

The District Fire chief’s evaluation will be performed by the Board of Directors 

The Command staff’s evaluation will be performed by the district Fire Chief 

The remainder of the Department staff’s evaluations will be performed by the command staff.  
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PURPOSE 

This regulation defines the District’s involvement in community events such as celebrations, 

festivals, athletic competitions, parades, etc. This regulation also provides a standard process 

for routing and scheduling of requests. 

 

SCOPE 

This regulation applies to all District employees and assets.  

 

DEFINITIONS  

The following definitions shall apply to this regulation. 

General Community Event: Any event that is open to the public, legally permitted or 

sanctioned, and organized for the positive benefit of the community as a whole. (Examples: July 

4th, Athletic events, Arts Picnic, etc.) 

 
Localized Community Event: Any event that is open to a defined geographical community within the WRFPD 

service area, and is legally permitted or sanctioned, and organized for the positive benefit of the specific geographic 

community. (Example: Wiggins High School Team escorts) 

 

Interest Specific Event: Any event that is open to a limited interest audience, and is 

legally permitted or sanctioned and is organized for a positive purpose. (Examples: Large 

Church Picnic, Large Corporate Picnic, etc.) 

 

Out of District Event: Any event that meets any of the other definitions, but is located outside 

the service area of the WRFPD. (Examples: Community Parade, Fire Muster, etc.) 

 

Positive Purpose: A motivation or outcome that, in the judgment of the WRFPD Administration, 

is consistent with community values, is non-destructive, does not discriminate against any of the 

legally protected rights of any person or group, is free of violence, and is intended to make the 

Morgan County community a quality place to live. 

 

STATEMENT OF REGULATION 

It shall be the regulation of the WRFPD to participate to the fullest extent possible in appropriate 

community events without compromising public safety at an event or in the overall 

community. This regulation provides guidelines to empower all WRFPD officers to make fiscally 

responsible, mission-oriented decisions appropriate to their work group. The regulation is 

intended to “say yes” to WRFPD participation in as many events as practical and to encourage 

members to seek out opportunities. 

 

Non-Discrimination: WRFPD employees shall not discriminate against any person or group of 

persons based upon any legally protected right. 
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STAFFING DURING EVENT 

At the time of an approved event; personnel covering the event shall follow these guidelines: 

• Follow all Morgan County EMS Protocols for Medical Stand-by at events and complete 

appropriate forms.  

• Notify dispatch and acquire a Call For Service (CFS) # for outside EMS/Fire standby 

events. 

• Complete report on CFS # in appropriate electronic methods. 

• At no time shall personnel working an event, participate in any functions that may 

compromise their ability to provide emergency services to participants of the event. 
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PURPOSE 

The purpose of this regulation is to establish basis for public access to Fire District Incident 

Information or reports. 

 

SCOPE 

This policy shall apply to all members of the District.  

 

REGULATION  

Requests for information relating to any fire incident must be submitted in writing to the Fire 

Chief. 

Private investigators, attorneys, insurance adjusters or anyone else requesting or attempting to 

discuss fire incidents shall be directed to follow this regulation. 
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PURPOSE 

The purpose of this regulation is to enforce the District’s commitment to safety education and 

customer service at our facilities during visits. 

 

SCOPE 

This regulation shall apply to all members of the District.  

 

REGULATION  

Wiggins Rural Fire Protection District’s stations are public facilities and shall be considered a 

public safety education and public relations tool when visited by citizens or groups on scheduled 

tours. School children in particular visit the stations regularly, and our purpose is to have them leave 

with a respect for the profession and a renewed awareness of fire safety.  Every opportunity should 

be made for them to leave with at least one fire safety behavior learned or re-enforced. 

 

EMPLOYEE RESPONSIBILITY 

Tours in all stations, outside of Fire Prevention Week, shall be scheduled by each individual 

station. Scheduling of tours taking place during Fire Prevention Week shall be coordinated, a 

master schedule of the District’s activities for the week and will disseminate information.  

Periodically, individuals or small groups with a special interest visit stations without appointments. 

These individuals and groups should be treated with courtesy and made to feel welcome while 

they are provided tours and information. 

 

It is important to remember that station tours are a rare opportunity to educate citizens in the 

District’s mission and to teach fire and life safety. All visitors shall be treated as guests and 

should be given every courtesy.
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PURPOSE 

This regulation provides a standard format for incident information that may be released to 

the media or public upon their request. 

 

SCOPE 

This regulation shall apply to all District Personnel.  

 

REGULATION  

All requests for information by members of the public and/or media about response of our agency 

to an emergency situation shall be routed to the designated Public Information Officer (PIO). If no 

PIO has been designated for a specific incident, all requests shall be forwarded to the highest 

ranking officer on scene. Personnel receiving a request for information at any time shall direct the 

requesting party to the Incident Commander (IC), PIO. 

 

All requests for information shall follow appropriate emergency medical protocols (EMS) or 

District regulations. 

 

RESPONSIBILITIES 

 

Incident Command: At all large incidents, the IC has the responsibility of designating an 

individual responsible for release of information about the incident to the media or public. 

 

Public Information Officer: The PIO is responsible for gathering information about an incident, 

organizing the information, and providing accurate information to the public or media as 

requested.  

 

Fire Chief: In addition to the procedures and responsibilities above, the Chief may, from time to 

time, designate additional individuals to act as PIO to handle requests for information as required 

(firefighter injury, public information bulletins, etc.). Any concerns about on-scene Media 

Operations will be directed to the Chief. 
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SPECIFIC INFORMATION LIMITATIONS 

In the event a PIO has not been designated for an incident that is of possible interest to the 

local media, the incident report may be supplied to the media, after a formal request has 

been made in writing to the Fire Chief, with the following limitations: 

 

Juvenile Information: All information regarding a juvenile suspected of involvement in a fire 

investigation, police investigation, or victim of a crime shall be withheld and contained in a 

supplemental report marked confidential. The information contained within the supplemental 

shall not be made public or released to the media at any time without authorization from the 

District Chief or the designated Public Information Officer. 

 

Emergency Medical Information: A 

All personnel, when preparing an EMS report, shall make every effort to complete the form as 

comprehensively as possible. Only the basic incident report will be shared with the local media, 

and shall only include the following information in the narrative portion of the report: 

 

Location of Call: The approximate location of the call; for example 2600 blk of 10th 

ST, not the specific location. 

 

Unit responding: Identify the specific unit that responded; for example Engine 920. 

 

Type of Call: Emergency Medical Call or Trauma; no specific medical information shall be 

included in the narrative such as sex of patient, age of patient, chief complaint, 

etc. Do not include specific personal medical information or any information that 

could be construed as personal health information, even if it was included in the 

dispatch information. 

 

All requests for specific information shall be referred to the designated public information 

officer, either the District PIO or member holding the rank of Chief.  

 

Emergency Incident Information:  

Reports that may be of interest include structure fires, traffic accidents, hazardous materials 

calls, dive rescue calls, etc. These reports shall not include any personal medical 

information, or juvenile information as limited above. 
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PURPOSE  

To establish regulations for routine activities at District facilities.  

 

SCOPE 

This regulation applies to all District personnel. 

 

LOCATIONS  

 

The District has several facilities including: 

Station 1                          701 Central Ave, Wiggins   

This is the headquarters station, 

Station 2 24150 2nd Street, Goodrich 

Station 3 4929 MCR 5, Hoyt 

 

Fire Stations are considered a public facility and shall be kept clean, orderly, and in good repair, and 

should be considered subject to inspection at all times. 

The comfort and convenience of members shall be given consideration and promoted in every way 

consistent with rules and regulations, but will not conflict with the District’s obligation to the 

public. 

 

MAINTENANCE 

Maintenance routines are developed by supervisors at all stations, and assigned maintenance 

activities shall be accomplished on schedule. Special projects or details may be instituted by a 

supervisor at any time. 

 

PARKING 

Members shall park in authorized spaces only. Personal vehicles of members not on duty may 

park at station facilities for special purposes, such as meetings, training, or fire District related 

business.  

 

SECURITY  

Security of District facilities is the responsibility of the crew on duty. 

• Overhead doors should remain closed at all times when crews are not working on 

apparatus floor or are out of the station. 

• Walk-in doors shall be kept locked if crews are not available to accept the public. 
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SHOP AREA 

No privately owned vehicles or personal equipment shall be parked or stored in the shop area of 

any station, and no major overhaul of personal vehicles or equipment shall be allowed. At 

designated times areas may be used for minor work on personal vehicles; however, no District 

supplies (oil, grease, soap, etc.) shall be used. All areas must be thoroughly cleaned and tools put 

back in their proper place after use. At no time shall fire equipment be pulled out of a station 

in inclement weather (temperatures less that 32 ° Fahrenheit or above 90 ° Fahrenheit) for work 

on personal vehicles or equipment.  On occasions when the public is visiting a station, 

personnel are to refrain from work on personal vehicles or equipment. 

 

VISITORS TO STATIONS 

Visits from District families and friends shall not interfere with the productivity of the personnel 

as determined by the company officer. Children shall not be allowed to run unattended through 

the stations or be allowed to play on or about the fire apparatus at any time. 

 

SOLICITORS 

Solicitors or salespersons shall not be allowed to visit the fire stations for the purpose of transacting 

personal business, except under extenuating circumstances. Members are prohibited from 

soliciting other personnel without permission of the District Chief. 

 

GROUNDS  

The landscaping, grounds, and parking area shall be kept clean.  

 

 

In accordance with State of Colorado State Law, all publically 

owned buildings are designated smoke free.  Any person wishing to 

smoke on Fire District grounds must do so at a minimum of fifteen 

feet (15’) from a door into the building.   

In addition it is the regulation that all smoking debris or waste 

must be properly disposed of in a trash receptacle. 
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PURPOSE 

The purpose of this regulation is to define specific regulations and procedures for safe working 

condition for all District employees. The safety and health of each employee and of the public the 

employees serve is of great concern. Following the safety procedures outlined in this 

regulation, along with establishing and following additional departmental safety procedures is the 

first step in accident prevention. 

 

SCOPE 

These regulations shall apply to all personnel of the Wiggins Rural Fire Protection District.  

 

OBJECTIVES  

The objectives of the District’s Safety Program are: to prevent on-the-job injuries, to reduce the 

severity of on-the-job injuries, to reduce the number of on-the-job injuries, and to lower the 

medical and compensation costs associated with on-the-job injuries. This Regulation is also 

intended to create an awareness of work safety, and to assist in the development of a safe work 

environment consistent with these objectives. 

 

The District uses its best efforts to provide a safe working environment and to minimize losses from 

accidents.  

 

All employees are responsible for observing safe working practices at all times. Questions 

concerning proper safety methods or noticed safety problems or violations should be referred 

immediately to the employee’s supervisor. Supervisors shall address such reports immediately and 

take steps to correct problems or violations. Every employee is expected to conform to safety 

rules and regulations as set out by the department and district. 

 

Employees are also responsible for maintaining and wearing/using any specialized safety clothing or 

equipment required by the department. 

 

If employees are ever instructed to perform work or a task that they fully believe will place 

them in an unsafe situation that can reasonably be expected to cause them harm, the employees may 

refuse to perform the task, and must promptly notify their supervisor or higher-level manager 

for a decision on the safety of the task. 

 

Compliance with the District safety regulations and procedures is required of all employees. 
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GENERAL SAFETY RULES: 

• Follow all safety policies, procedures, rules, regulations and signs. 

• Be aware of surroundings and situations which may present hazards. 

• Use appropriate personal protective clothing and equipment. 

• Use proper tool for each job. 

• Keep the work area clean and free of hazards. 

• Get help to lift heavy loads. 

• Report unsafe conditions to your supervisor. 

• Always work in a safe and responsible manner. 

• Wear seat belts in District vehicles and in your own vehicle when on District business. 

• Know fire and emergency procedures. 

• Know location of first aid kits and fire extinguishers. 

• Keep aisles, walkways, and stairways, clear at all times. 

• Do not overload electrical circuits. 

• Do not operate defective equipment. 

• Always use common sense in situations not specifically addressed by safety rules. 

 

PROPER LIFTING PROCEDURE: 

Improper lifting technique contributes to many work related injuries. Following these procedures 

when lifting will minimize the chance of injury: 

• Get a good footing; 

• Place feet about shoulder-width apart; 

• Bend knees to grasp the weight; 

• Keep back straight; 

• Get a firm hold; 

• Keep back as straight as possible with head up (and eyes looking forward); and... 

• Lift gradually by straightening the legs.  

•  

If the weight to be lifted or object to be moved is too heavy, 50 pounds and/or awkward to lift or 

move, get help. 

 

During emergency operations, it may be necessary to lift greater than 50 pounds when assistance 

is not available. Proper lifting techniques shall be observed. 
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PURPOSE 

This regulation addresses the responsibility of District personnel to inspect their issued Personal 

Protective Equipment (PPE), defines the reporting procedures for damaged or lost PPE, and the 

replacement of damaged PPE by the District. 

SCOPE 

This regulation applies to all District personnel.  

 

REGULATION  

The District is committed to supplying the best PPE as fiscally possible, for the protection of its 

personnel. PPE shall be worn at all activities where there is potential of exposure to 

hazardous conditions. The individual employee has the responsibility for wearing appropriate 

PPE at all times. The individual is responsible to keep their PPE clean and in good order. All 

PPE will be cleaned at the fire station, never to be taken out of the station for cleaning. 

 

EQUIPMENT INSPECTION 

The individual shall inspect their assigned PPE for obvious damage or loss of any item. Any 

damage, possible damage, or lost equipment will be reported to their supervisor 

immediately. 

 

DAMAGED EQUIPMENT (ON DUTY) 

The District reserves the right to investigate any PPE equipment damaged. This includes but is 

not limited to a supervisor interviewing the person issued the District equipment and any other 

persons the supervisor deems appropriate. Any improper use of, or willful damage to District 

issued PPE by an individual may subject that individual to disciplinary action. Any PPE found 

to be in need of cleaning or repair will be “red Tagged” and be considered out of service until 

cleaned or repaired.  

 

DAMAGED EQUIPMENT (OFF DUTY) 

The Individual is responsible and will be held financially accountable for any damage to or loss 

of PPE while not on duty with the District. Any improper use of, or willful damage to District 

issued PPE by an individual may subject that individual to disciplinary action. 

 

REPORTING REQUIREMENTS 

All damaged or missing PPE will be reported to the Wiggins Rural Fire Protection District 

officer staff. 

 

PPE REPLACEMENT 

The Chief or designee has the responsibility for issuing all PPE for the District. Generally, PPE will 

be replaced as soon as possible to insure safety of personnel while on duty with District. 

Replacement of PPE by the District does not necessarily mean an individual will not be held 

accountable for the damaged gear at the conclusion of an investigation. 
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PURPOSE 

The purpose of this regulation is to ensure that all District vehicles and equipment are operated by 

trained personnel, safely, and in accordance with its designated use. 
 

SCOPE 

This regulation applies to all District personnel and all apparatus, vehicles, and equipment. 
 

LICENSE/CERTIFICATION 

All driver/operators of District vehicles shall be properly licensed; at minimum a current State of 

Colorado Driver License is required. 
 

DRIVERS/OPERATORS TRAINING 

Fire Apparatus shall be operated only by members who have successfully completed an 

approved driver training program or by trainee drivers who are under the supervision of a 

qualified driver. 
 

RESPONSIBILITY 

Drivers of fire apparatus shall be directly responsible for the safe and prudent operation of vehicles 

under all conditions. When the driver is under the direct supervision of an officer, that officer shall 

also assume responsibility for the driver’s actions. 
 

PRIOR TO TRAVEL 

All operators, drivers and passengers of District motorized vehicles and/or personnel vehicles 

used for District business have the following responsibilities prior to movement of the vehicle: 

• All personnel and passengers are seated with appropriate restraining systems in place; 

• All equipment is properly secured; where tools, equipment or respiratory protection are 

carried within the enclosed seating areas of District vehicles, such items shall be 

secured by either a positive mechanical means of holding the item in its stowed position 

or in a compartment with a positive latching door; 

• Compartment doors are closed and secured; and the vehicle is safe to be moved. 
 

NON-EMERGENCY TRAVEL 

Drivers of fire apparatus shall obey all traffic control signals and signs and all laws and rules of 

the road for operations of motor vehicles and in addition shall: 

• Drive at or below posted speed limits, adjusting for inclement weather conditions; 

• Stop at blind intersections; 

• Stop when intersection hazards are present; 

• Come to a complete stop at all unguarded railroad crossings, ensuring that it is safe to 

proceed before crossing the railroad track(s), driver may activate hazard flashers 

while stopped; 

• Not use any emergency warning or emergency devices. 
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EMERGENCY RESPONSE 

The first priority for emergency response shall be the safe arrival of personnel and apparatus at the 

emergency scene. During emergency response District vehicle drivers shall utilize all audible and 

visual signal devices. Drivers shall follow the posted speed limit when traveling through an active 

school zone. The driver shall bring the vehicle to a stop under any of the following circumstances: 

 

• When directed by a law enforcement officer; 

• Red traffic lights; 

• Stop signs; 

• Negative right-of-way intersections; 

• Blind intersections; 

• When the driver cannot account for all lanes of traffic in an intersection; 

• When other intersection hazards are present; 

• At all unguarded railroad crossings, ensuring that it is safe to proceed before crossing the 

railroad track(s); 

• At guarded railroad crossings when the installed warning devices are operating; and, 

• When encountering a stopped school bus with flashing warning devices. 

 

Drivers during emergency response may disregard regulations governing direction of movement or 

turning in specific direction, after carefully evaluating safety of such movement. 

 

At no time is smoking permitted in any department vehicle. 

 

MEDICAL CARE 

District personnel engaged in providing medical care in a moving vehicle must be secured with 

a seat belt or other restraint system intended for that purpose, whenever possible. It is understood 

that patient care needs may require personnel to be unrestrained at some times. 

 

SEATBELT EXEMPTION 

District personnel may be allowed to ride on the tailboard and in the hose bed during the retrieval 

and loading of large diameter hose (5 inch). The following minimum safety considerations shall be 

adhered to: 

• Driver Operator shall be limited to a speed of 5 MPH or less when backing; 

• A spotter is dedicated to directing the driver from the rear of the apparatus with the 

personnel on the tailboard and personnel in the hose bed in clear view at all times; 

• Standardized approved hand signals are reviewed prior to the start of the movement of the 

vehicle.  
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TOWING OF TRAILERS OR VEHICLES 

Vehicle operators will check for operation that trailer lights and that safety chains are in used prior to 

moving the trailer. When towing another vehicle, the chain or cable length shall be fifteen feet in 

length or less, and a white flag of twelve inches square will be displayed on the chain or cable at 

mid-point. 

 

EQUIPMENT REGULATIONS 

All equipment and machinery must have one or more methods to protect the operator and others 

close by from injury. Point of operation belts, pulleys, nip points, rotating parts, etc., shall be 

guarded. Guards should be attached to the machine or equipment if possible. Machines or 

equipment designed for fixed locations should be securely anchored to prevent walking or 

tipping. 
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PURPOSE 

The purpose of this regulation is to establish proper procedures for all District employees 

involved in an accident or injured while an employee of the Wiggins Rural Fire Protection 

District. 

 

PROCEDURE 

Any employee involved in an accident or injured on-the-job must report the accident or injury 

immediately to the employee’s supervisor or another responsible official. Failure to do so may 

result in denial of a claim for Worker’s Compensation benefits. If the employee is injured to 

the extent that medical treatment is required, the employee should immediately be taken to a 

District designated doctor. In the case of an emergency or after-hours accident, the employee may 

go to the emergency room at the nearest hospital for initial care.  

 

The employee’s supervisor is responsible for completing the Injury and Accident form.  

All appropriate reports and/or forms must be received by the Chief within forty-eight (48) hours 

of the accident or injury. When possible, the employee injured should be available to give 

details concerning the injury. Failure to submit an Injury and Accident Investigation Report 

Form and/or Property Damage Report, when applicable, may result in disciplinary action, and a 

denial of workmen’s compensation . 
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PURPOSE 

This regulation establishes proper procedures for all District employees involved in a vehicle 

accident while in the employ of the District. 

 

SCOPE 

This regulation applies to all District personnel.  

 

REGULATION  

All vehicle accidents, no matter how minor, involving Fire District vehicles shall be reported to 

a Supervisor, to Dispatch and the Sheriff Department or appropriate law enforcement agency 

immediately.  

The Fire District vehicle will discontinue its assignment and give the following report: 

1. Your unit ID or apparatus ID number. 

2. Your exact location. 

3. An indication of the need for medical assistance. 

4. An estimate of the extent and nature of damage. 

5. Indication as to whether or not your unit or apparatus is drivable. 
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PURPOSE  

This regulation establishes standardized procedures for the safe backing of District vehicles.  

 

SCOPE 

This regulation shall apply to all personnel. The spotter requirement applies to all vehicles 

except production pickup trucks and sport utility vehicles. 

 

REGULATION 

The operator of a vehicle is responsible for its safe operation, the safety of pedestrians and the 

avoidance of obstructions while the vehicle is in motion. The use of a spotter while backing is 

to assist the driver with the awareness of surroundings, but does not relieve the driver of 

ultimate responsibility for safety. 

 

The driver should avoid, if possible, putting the apparatus in a position where he/she will have to 

back up. There will be times when this is not possible. If available, a backer/ spotter(s) shall 

be used to assist with safely completing the backing procedure. In an emergency situation, it might 

be feasible to have other emergency vehicles on scene, wait before departing and ensure that all 

backing procedures are completed, before leaving the scene. If no backer/spotter is available, 

the driver will ensure that there are no obstacles prior to backing, by walking 360 degrees 

around the vehicle. The driver shall then proceed cautiously and stopping, if necessary, to review 

the situation if unsure of the safety in continuing the backing procedure. 

 

The driver shall roll down their window completely, remove radio headset, check mirrors and be 

able to see the backer/spotter before the apparatus is placed in reverse. The driver shall be able to 

see their spotter at all times when backing. If visual contact is lost or backer/spotter instructions 

are unclear, the apparatus will be stopped until the situation is corrected. 

 

The backer/spotter shall be located at the rear of the apparatus on the driver’s side, 

approximately two feet to the outside of the apparatus. If another spotter is available, their 

position should be near the area of the front bumper in front of the driver. Only two verbal 

commands should come from the front spotter and those are STOP and OK. 

Backing speed shall be slow enough to allow backers/spotters to move with the apparatus. 

Drivers shall have their backers/spotters use a flashlight or similar light if visibility is 

inadequate. 

 

A backer/spotter will remain at the rear of the apparatus until the apparatus parking brake is set 

by the driver. 

 

If at any time the backer/spotter feels that his/her directions are not clearly understood by the 

driver or the driver has lost sight of the spotter, backing operations will be stopped and 

communication between the driver and the spotter will occur to clear up the problem. 
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Guidelines for Backing into Stations or Other Restricted Openings 

It is imperative that the vehicle is lined up straight and centered into the opening prior to passing 

through the doorway or opening. Do not make major adjustments as you pass through the opening 

or restricted area. 

 

Use traffic guards and appropriate emergency lighting when operating apparatus on public 

streets. 

 

Driver will remove headset, roll down window, check mirrors and have visual contact 

with backer/spotter(s) before backing apparatus. 

 

Guideline for Backing at Incidents or Long Distance 

Driver will remove headset, roll down window, check mirrors and have visual contact with 

spotter(s) before backing apparatus. If backing through an area with obstacles or tight quarters 

on both sides, two spotters should be used. Driver shall proceed slowly to allow spotters to keep 

their positions as they move. 

 

Backers/ Spotters 

Backers/spotters shall give the backing operation their undivided attention.  

Backers/ spotters shall remain in full view of the driver and they shall not place themselves between 

a backing vehicle and an obstacle under any circumstance. 

Additional spotters or repositioning of a second spotter should be requested by the 

driver if circumstances warrant. 
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PURPOSE 

To provide a comprehensive infection/exposure control system which maximizes protection against 

communicable diseases and toxic exposures for all members and for the public that they serve. 

The District recognizes that communicable disease and toxic substance exposure are 

occupational health hazards. Communicable disease transmission and toxic substance 

exposure are possible during any aspect of emergency response, including in-station operations. 

The health and welfare of each member is a joint concern of the member, supervisors, and the 

District. While each member is ultimately responsible for his or her own health, the District 

recognizes a responsibility to provide as safe a workplace as possible. The goal of this program is 

to provide all members with protection from occupationally acquired communicable diseases 

and the effects of toxic exposures. 

 

SCOPE 

This regulation applies to all members of the District.  

 

REGULATION  

District members shall provide fire, rescue, and emergency medical services to the public without 

prejudice to known or suspected diagnoses of communicable disease in any patient. 

The District shall provide all members with the necessary training, designated immunizations, 

screening, and personal protective equipment (PPE) needed for protection from communicable 

diseases and toxic exposures. The District shall provide medical screening and follow-up 

treatment necessary to minimize the effects of any occupational toxic or infectious exposure 

incurred by a member. 

 

The District prohibits discrimination toward any member for health reasons, including 

infection and/or seroconversion with HIV, HBV or HCV virus. 

The District shall review and update at least on an annual basis the Infection/Exposure Control 

Program to reflect any new or modified tasks and procedures which affect 

occupational exposure. The review and update shall also: 

• reflect changes in technology that eliminates or reduces exposure to blood 

borne pathogens. 

• document annual consideration and implementation of appropriate safety devices 

to eliminate or reduce occupational exposure. 
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EXPOSURE CONTROL / HEALTH MAINTENANCE 

No member shall be assigned to emergency response duties until an entrance physical 

assessment has been performed by the District Physician or his/her designee, and the member 

has been certified as fit for duty. 

 

All members shall provide information to the best of their ability to do so regarding their 

immunization status for measles, mumps, rubella, poliomyelitis (polio), varicella, tetanus and 

diphtheria. Members who do not have current immunization to the above diseases shall be 

encouraged to pursue such immunizations on their own. Tetanus immunization shall be provided 

as part of medical care for on-the-job injuries, when appropriate. This information shall be 

collected by the District and kept as a part of the member's medical record which is kept under 

confidential containment. 

 

All members shall be offered immunization against hepatitis B and influenza.  The risks and 

benefits of immunization shall be explained to all members, and informed consent obtained 

prior to immunization. All members attending EMT-B training shall be required to produce 

immunization records showing current status of Hep B, MMR, DT and TB testing. 

A member may request serologic testing prior to hepatitis B immunization to determine if previous 

immunity exists. Members may refuse immunizations, or may submit proof of previous 

immunization. Members who refuse immunization shall be counseled on the occupational risks 

of communicable disease, and required to sign a declination form. Members who initially refuse 

immunization may later receive immunization upon request. 

 

All members shall be offered initial and periodic screening for tuberculosis exposure. Members 

who desire TB screening shall be asked to sign a consent form. Members who refuse these 

screenings shall be counseled on the occupational risks of communicable disease. Members who 

initially refuse screening may later receive screening upon request. All communication regarding 

the status of the TB screening shall be held in strictest confidence. All records of that nature shall 

be kept secure. 

All members shall receive periodic health evaluations to include tests for hearing, vision, 

cardiovascular function, pulmonary function. Evaluation frequency shall be determined by 

recognized District standards. Additional follow up yearly screenings, i.e. hearing, may be 

advised on a case by case basis. 
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Members shall cover any wound, sore, or non-intact skin on an exposed body part with a dressing 

to act as a barrier to disease. Should such dressing become contaminated with blood or body fluids, 

it shall be immediately removed, the wound cleansed with disinfectant and a new dressing applied. 

Members who cannot effectively dress an exposed wound should ask for evaluation by a 

District designated physician for possible work restrictions. 

 

Work restrictions for reasons of infection control may be initiated by a District designated 

physician. These may be temporary or permanent. 

 

Any member returning to work following debilitating illness or communicable disease 

(occupational or non-occupational) shall be cleared by the District’s designated physician prior to 

resuming emergency response duties. 

 

DEFINITIONS 

EXPOSURE NOTIFICATION GUIDELINES 

The Ryan White Comprehensive, AIDS Resources Emergency Act of 1990, Subtitle B 

contains provisions for the notification of emergency personnel exposed to 

infectious diseases while attending, treating, assisting or transporting a victim. This law 

provides for emergency response member notification following a documented exposure to 

blood or body fluids, verified by the receiving hospital. This notification also applies to 

individuals who may have infectious tuberculosis. The notification is made to the DO 

(Designated Officer) within a period not exceeding 48 hours after it has been requested. 

 

These exposures include: 

Airborne -     Infectious pulmonary tuberculosis 

 

Blood borne -    Hepatitis B 

− Hepatitis C 

− HIV (Human Immunodeficiency Virus, including AIDS) 

 

 Uncommon or Rare      -       Diphtheria 

− Meningococcal Disease 

− Plague 

− Hemorrhagic Fevers 

− Rabies 
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DEFINITIONS 

EXPOSURE NOTIFICATION GUIDELINES 

The Ryan White Comprehensive, AIDS Resources Emergency Act of 1990, Subtitle B 

contains provisions for the notification of emergency personnel exposed to 

infectious diseases while attending, treating, assisting or transporting a victim. This law 

provides for emergency response member notification following a documented exposure to 

blood or body fluids, verified by the receiving hospital. This notification also applies to 

individuals who may have infectious tuberculosis. The notification is made to the DO 

(Designated Officer) within a period not exceeding 48 hours after it has been requested. 
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These exposures include: 

Airborne -     Infectious pulmonary tuberculosis 

 

Blood borne -    Hepatitis B 

− Hepatitis C 

− HIV (Human Immunodeficiency Virus, including AIDS) 

 

 Uncommon or Rare      -       Diphtheria 

− Meningococcal Disease 

− Plague 

− Hemorrhagic Fevers 

− Rabies 



 

 76 
 

SAFETY   

Infection/Exposure Control Program 

WIGGINS RURAL FIRE PROTECTION 

DISTRICT 

ADMINISTRATIVE REGULATIONS 

 

OCCUPATIONAL EXPOSURES DEFINED (By CDPHE) (OSHA) 

An Occupational Exposure is defined as reasonable anticipated skin, eye, mucous membrane or 

parental contact with blood or other potentially infectious materials that may result from the 

performance of a District member’s duties: 

Examples of exposure: 

• Injury, by a needle or other object contaminated with blood or other body fluid that 

breaks the skin. 

• Blood or other bodily fluid that comes in contact with skin if: there is prolonged 

contact with skin. (i.e. dried) 

• A large area of skin is involved. (i.e. > 2% BSA-Body Surface Area) 

• The source person is known to have advanced Hep B, Hep C, or end-stage 

AIDS or the skin is broken or a rash is present. 

• Blood or other bodily fluid that comes in contact with mucous membranes. 

(inside the eyes and inside of lips and mouth) 

 

Examples of non-exposure are: 

• Spattered blood in small amounts on intact skin. 

• Touching a person who may have HIV or AIDS, or simple contact with their 

possessions. 

 

Body Fluids to Which this Protocol Applies: 

Blood Pleural Fluid Breast Milk 

Any Tissue Peritoneal Fluid Amniotic Fluid 

Cerebrospinal fluid Pericardial Fluid Vaginal Secretions during 

Synovial Fluid Semen sexual contact 

 

Bodily Fluids which DO NOT apply (unless they contain visible blood) are: 

Feces Nasal Secretions 

Sputum Sweat 

Tears Urine 

Vomitus Saliva 

 

 

STATION ENVIRONMENT 

All stations shall designate areas for equipment decontamination, disinfection and separate areas for 

storage of bio-hazardous waste, storage of clean patient care equipment and personal protective 

equipment. 

Under no circumstances shall kitchens, bathrooms, or living areas be used for decontamination, 

maintenance repair, or storage of patient care equipment, PPE or hazardous waste. 
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Laundry Area 

The District shall maintain a clean laundry area with washer and dryer. Soiled uniforms will 

be washed and dried using appropriate manufacturer instructions.  

Contaminated laundry will be washed and dried using appropriate manufacturer instructions. 

Contaminated uniforms may be removed from service and destroyed upon evaluation by District’s 

designated inspector.  

Contaminated laundry shall be transported in properly labeled or color-coded (red) bags. 

Contaminated laundry that is wet and presents a reasonable likelihood of leakage or soak-through 

of fluids to the outside of the bag or container is transported in bags or containers which shall 

prevent leakage or soak-through. 

Under no circumstances will contaminated work clothes be washed at home by members. 

All members should maintain an entire change of clean clothes at the station, so that potentially 

contaminated clothing and uniforms can be exchanged upon return to quarters. 

 
PERSONAL PROTECTIVE EQUIPMENT (PPE)/EMERGENCY MEDICAL SERVICES (EMS) 

Standards for personal protective equipment shall be updated or modified annually for 

appropriate commercially available safer medical devices designed to eliminate or minimize 

occupational exposure. 

 

The District shall solicit input from non-management employees responsible for direct patient care 

who are potentially exposed to injuries from contaminated sharps in the identification, 

evaluation and selection of effective engineering and work practice controls. 

 

The District is responsible for the supply, repair, replacement, and safe disposal of exposure 

control PPE. 

 

The amount, type, and location of PPE shall be standardized on all response vehicles to the degree 

possible. 

 

Available PPE (in addition to PPE for structural firefighting) may include disposable gloves, 

rubber gloves for disinfection purposes, head covers, face masks, eye protectors, full face 

shields, fluid-impervious gowns, and leak proof disposal bags. 

 

Disposable gloves shall be constructed to approved industry standards. Alternative gloves 

(hypoallergenic, latex-free) are readily available to employees who may have allergies to the 

gloves which are normally available. 

 

All members shall have access to a resuscitation mask with one-way valve and/or a replaceable 

bag-valve mask. Replacement masks shall be stocked in each station. 
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Disposable gloves shall be worn during any patient contact when potential exists for contact with 

blood, body fluids, non-intact skin, or other infectious material. All members shall carry extra 

pairs of disposable gloves in turnout coats or in belt held glove holders. 

An effort should always be made for members to change disposable gloves between treating multiple 

patients. 

Structural firefighting gloves shall be worn in addition to EMS gloves in situations where sharp 

or rough edges are likely to be encountered. 

Heavy-duty utility gloves shall be used for the handling, cleaning, decontamination, or 

disinfection of potentially contaminated patient care equipment. 

Any equipment contaminated with blood or body fluids should be cleaned initially to remove visible 

debris then decontaminated with a germicide or 1:100 bleach solution. 

Facial protection shall be used in any situation where splash of body fluids to the face is possible. 

Facial protection is afforded by using both a face mask and eye protection. When treating a 

patient with a suspected or known airborne transmissible disease, face masks 

shall be used. Face shields on structural firefighting helmets shall not be used for infection 

control purposes. 

If a rare situation arises where the use of protective equipment might prevent safe health care or 

causes increased hazard to the employee or a coworker, the situation is documented and the 

circumstances are investigated to determine whether changes can be made to prevent such 

occurrences in the future. 

 

SCENE OPERATIONS/EMS 

The blood, body fluids, and tissues of all patients are considered potentially infectious, and 

Universal Precautions/Body Substance Isolation procedures shall be used for all patient 

contact. 

Members are encouraged to use maximal rather than minimal PPE for each situation. The 

minimum PPE on EMS incidents shall be medical gloves and eye protection. 

 

Members shall wash hands: 

− After removing PPE. 

− After each patient contact where practical. 

− After handling potentially infectious materials. 

− After cleaning or decontaminating equipment. 

− After using the bathroom. 

− Before eating. 

− Before and after handling or preparing food. 

Hand washing with soap and water shall be performed for fifteen seconds. A towel should be 

used to turn off the faucet. If soap and water is not available at the scene, a water-less (alcohol 

based foam/gel) hand wash may be used, provided that a soap and water wash is performed 

immediately upon return to quarters or hospital. Artificial nails are not allowed on duty. 
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Eating, drinking, smoking, handling contact lenses, or applying cosmetics or lip balm is prohibited 

at the scene of operations until hands have been washed. 

 

Members shall use extreme care in handling of needles or other sharps during EMS operations. 

Needles shall not be recapped, re-sheathed, bent, broken, separated from disposable syringes, or 

passed from member to member. A needle safe system shall be utilized for withdrawing bloods, 

accessing a vein or administering medications or other fluids. A log of injuries from 

contaminated sharps shall be maintained by the District with notifications received from personnel 

the information in the sharps injury log shall be recorded and maintained in such a manner as to 

protect the confidentiality of the injured employee. The sharps injury log shall contain, at a 

minimum: (a) Type and brand of device involved in the incident, (b) the department or work area 

where the exposure incident occurred, and (c) an explanation of how the incident occurred. The 

log shall be maintained for a period required by 29 C.F.R. 1904.6. (5 years) 

Sharps containers shall be available for disposal of needles. Full sharps containers shall be 

exchanged with Morgan County Ambulance Services (MCAS). 

 

Disposable resuscitation equipment shall be used whenever possible. For CPR, the order 

of preference is: 

1. Disposable bag-valve mask. 

2. Resuscitation mask with one-way valve. 

3. Disposable single use resuscitation mask 

4. Mouth-to-mouth resuscitation. 

Mouth-to-mouth resuscitation shall be performed only as a last resort if no other equipment is 

available. All members have available resuscitation masks with one-way valves to minimize the 

need for mouth-to-mouth resuscitation. Disposable resuscitation equipment shall be kept readily 

available during on-scene operations. 

Patients with suspected airborne communicable diseases shall be treated and transported 

wearing a face mask whenever possible. District personnel shall wear particulate masks when 

a patient presents with respiratory symptoms or a patient is suspected of having tuberculosis. 

Personal protective equipment used for exposure control shall be removed after leaving the work 

area, and as soon as possible if contaminated. After use, all PPE shall be placed in leak proof 

bags, color coded and marked as a bio-hazard, and transported back to the station for proper 

disposal. On-scene public relations shall be handled by the ranking Officer on scene. The public 

should be reassured that infection control PPE is used as a matter of routine for the protection of 

all members and the victims that they treat. The use of PPE does not imply that a given victim 

may have a communicable disease. 

No medical information shall be released on scene. Media queries shall be referred to the 

Public Information Officer. Patient confidentiality shall be maintained at all times. 

At conclusion of on-scene operations, all potentially contaminated patient care equipment shall be 

removed for appropriate disposal or decontamination and reuse. 
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POST RESPONSE 

Upon return to quarters, contaminated equipment shall be removed and replaced with clean 

equipment. Supplies of PPE on response vehicles shall be replenished. 

Contaminated equipment shall be stored only in the decontamination area. Cleaning 

and decontamination shall be performed as soon as practical. 

 

Disposable equipment and other bio-hazard waste generated during on-scene operations shall be 

stored in the bio-hazard disposal area in appropriate leak proof containers. 

Gloves shall be worn for all contact with contaminated equipment or materials. Other PPE shall be 

used depending on splash or spill potential. Heavy-duty utility gloves shall be used for cleaning, 

disinfection, or decontamination of equipment. 

 

Eating, drinking, smoking, handling contact lenses, or applying cosmetics or lip balm is prohibited 

during cleaning or decontamination procedures or at any time in the decontamination area. 

Disinfection shall be performed with a disinfectant or with a solution of bleach in water (3 cups 

bleach to one gallon water; this solution has a shelf life of only 24 hours). All disinfectants shall 

be tuberculocidal and EPA approved and registered. PPE to protect hands, face and mouth should 

be worn if decontaminant is especially bloody and if contaminated surfaces are aerosoled. 

Any damaged equipment shall be cleaned and disinfected before being sent out for repair. 

Work surfaces shall be decontaminated after completion of procedures. Seats on response 

vehicles contaminated from soiled PPE shall also be cleaned and/or disinfected upon return to 

station. 

 

The manufacturer's guidelines shall be used for the cleaning and decontamination of all 

equipment. 

 

Contaminated structural firefighting gear (turnout coats/bunker pants) shall be cleaned according to 

manufacturer's recommendations. Chlorine bleach may impair the fire-retardant properties 

of structural firefighting gear and shall not be used. 

 

Contaminated footwear shall be brush-scrubbed with hot solution of soapy water, rinsed with clean 

water, and allowed to air dry. 

 

Contaminated work clothes (shirts, t-shirts, pants) shall be removed and exchanged for clean 

clothes. The member shall shower if body fluids were in contact with skin under work clothes. 

Contaminated work clothes shall be cleaned at the station using hot water and soap prior to 

being sent to the laundry. Under no circumstances shall contaminated work clothes be laundered 

at home. 

 

Infectious wastes generated during cleaning and decontamination operations shall be 

properly bagged and placed in the bio-hazard disposal area. 
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POST-EXPOSURE PROTOCOLS 

Toxic Materials 

1) For exposure to potentially toxic material: 

• Dry chemicals: 

▪ Immediately brush off the material, and then flush with water (or saline eye 

wash if the eyes are involved). 

• Wet chemicals: 

▪ Immediately flush with water (or saline eye wash if the eyes are involved). 

▪ Remove clothing, treat exposed areas as mentioned above 

• If there is an immediate reaction, call for EMS and hazardous materials emergency 

response to decontaminate and treat the exposed member, and to attempt to identify the 

product the member was exposed to. The exposed member’s supervisor shall notify 

MCAS and CPMC of the Haz-Mat exposure. 

• If there is no immediate reaction, call the Haz-Mat team for decontamination, treat 

member and attempt to identify the product. 

 

2) Any member having an occupational toxic substance exposure shall immediately report the 

exposure to his or her supervisor, who shall notify the Chief or their designee 

immediately. 

 

3) An Incident report shall be completed upon returning to quarters documenting specific 

circumstances of possible exposure to District member(s) for any of the following 

exposures;  

• Inhalation of toxic substances 

• Contact of toxic substances with skin, mucous membranes, or eyes. 

• Ingestion of toxic substances 

• Contact with eye, mouth or other mucous membrane, non-intact skin or parental contact 

with blood or other potentially infectious materials. 

• Other exposure that the member may feel is significant. For example: Prolonged 

exposure of dried blood on intact skin. 
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District Members 

Any member exposed to potentially infectious materials shall immediately wash the exposed 

area with soap and water (or saline eye wash if the eyes are involved). Approved water-

less (alcohol based foam/gel) wash solution may be used on scene in the absence of other 

facilities. 

 

The member shall report the exposure immediately to his or her supervisor. Needle stick or other 

percutaneous injuries involving contaminated items shall be reported to the Exposure Control 

Officer immediately. 

 

An incident report shall be completed upon returning to quarters. The report should 

document patient care, details of the task being performed, the means of transmission, the 

portal of entry, and the type of PPE in use at the time of possible exposure to District 

member(s) for any of the above listed reportable exposures. 

 

For blood borne/body fluid exposures, the potentially exposed member shall go immediately to 

CPMC’s Emergency Department (ED) and register as a patient for assessment.  
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PURPOSE 

 

This regulation defines the District’s commitment to training of personnel to maintain a high level 

of readiness to respond to emergency incidents in our community. The regulation also defines the 

roles and responsibilities of all District members. 

 

SCOPE 

This regulation applies to all District personnel. 

 

DUTIES AND RESPONSIBILITIES 

FIRE DISTRICT MEMBERS: 

All District members shall attend and participate in training activities. Members will take the 

responsibility for gathering information presented during the training sessions they may miss. 

Members should attempt to take advantage of any outside training opportunities provided that will 

further their skills, knowledge and experience. 

Members will conduct themselves in a professional and courteous manner while attending any 

training session. All members are responsible for maintaining complete and accurate individual 

training records. Any and all certificates relating to completed training shall be sent to the 

Training Officer and stored in the appropriate file. 

Any outside education requested by any firefighter that requires payment above $250 will only 

be approved if accompanied by a contract committing that firefighter to a 12 month service 

commitment with the district which states that the party will reimburse the district for its actual 

costs for the class if this commitment is not met. Probationary members are not eligible for 

reimbursement for outside elective education.  

 

TRAINING REQUIREMENTS 

The minimum required training shall be 36 hours total and 24 hours in house, per year for all 

positions on the District.   

 

TRAINING PROGRAM 

The District’s training program shall maintain a training program that meets, at minimum, the 

requirements of personnel as identified by the Fire Chief. The District will insure that the resources 

and time are available for all members to meet the minimum training requirements for their 

position. The District will encourage all members to pursue recommended training for their 

positions, and to the extent possible, with regard to operational and fiscal restraints, facilitate this 

training. 
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PURPOSE 

This regulation defines the District’s position regarding the classroom environment, activities, and 

conduct of personnel. The intent of this regulation is to insure every member of the District has 

the opportunity to participate fully and equally in an atmosphere that facilitates learning in all 

training provided by the District. 

 

SCOPE 

This regulation applies to all District personnel. 

 

GENERAL INFORMATION 

CLASSROOMS - The District will provide suitable classrooms areas for members. Generally, 

classrooms will be well lighted, well ventilated, equipped with suitable tables and chairs that can be 

arranged to suit the needs of the class. Visual aids will be provided to enhance the training as 

applicable and within the confines of District budget. The classrooms should be situated to 

minimize unnecessary interruptions. 

In some cases training classes may be held outdoors or at remote locations. The District will 

insure these locations are as safe and environmentally sound as possible. Regardless of the 

location of the training, the area will be considered a classroom. 

 

DISTRICT RESPONSIBILITY - The District will provide training for required certifications. 

Instructor training will be provided for those positions that are required to instruct as part of their job 

description. Other personnel may become instructors if training programs are available. The 

District will provide the necessary study material for required certification programs. Tuition fees, 

purchase of text books, lab fees, and/or certification fees will follow the appropriate District 

guidelines. 

 

INSTRUCTOR RESPONSIBILITY - Instructors for the District will be in charge of and in 

control of personnel in their classes. In cases where instructors are not from the District, 

District officers will be responsible for appropriate behavior of personnel in the classroom. 

Preparation of the lesson plan, study materials for students, attendance roster, audio-visual aids, 

etc., are the responsibility of the instructor. 
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PURPOSE 

This regulation is to establish guidelines for Chief Officers to select and/or assign personnel to 

attend training based on standard criteria. 

 

SCOPE 

This regulation shall apply to all District personnel.  

 

REGULATION  

The District strongly supports education and training of personnel. These guidelines allow 

for a system to help Chief Officers select or assign personnel to various educational or training 

opportunities depending on the needs of the District, the needs of individual personnel, 

and fiscal limitations. 

 

Priority #1: Education or Training for required certification for individual’s current position. 

Generally these educational or training opportunities are in the current budget. Depending 

on the type of class or seminar these opportunities may be posted to establish a pool of 

potential attendees, or attendees may be assigned by the District Chief. 

The District Chief will select the personnel to attend.   

Possible examples may include: Initial certification and re-certification for EMT-B,  

HazMat, Dive Rescue, PDCO for Company Officers, Fire Instructor, Fire Inspector 

seminars, etc. 

 

Priority #2: Classes or seminars for certification or education, while not required by District, are 

supported by the District, relevant to employee’s committee work or current assignment. Generally 

these educational or training opportunities are in the current budget. These types of classes or 

seminars may be posted to establish a pool of potential attendees.  Personnel attending will be 

selected by the appropriate District Chief.  

Possible examples may include: SCBA Maintenance, Fire Instructor for Firefighters, Apparatus 

Maintenance, Degree Program Classes, National Fire Academy on Campus Classes, NFA Outreach 

Classes, etc. 

 

Priority 3: Training or educational opportunities for employee’s personal interest or employee’s 

potential promotion with the District. Generally these types of training or  educational 

opportunities are not in the current budget, and therefore may not be funded by District. Constant 

staffing for individual/s attending will not be approved. The employee shall arrange for coverage 

of their scheduled work periods, while attending the training or educational opportunity. 

Possible examples may include but are not limited to: Unbudgeted seminars/training requests, 

degree program classes, non-degree program, specialized training not directly supported by the  
 


