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Volunteer firefighters represent an important portion of the fire fighting force in the Riverside County Fire Department (RCOFD). The fire service is one of the largest fraternal type organizations in the world. The camaraderie shared between all firefighters, both career and volunteer, is an essential element of our organization. The need to maintain free flowing communications will allow us to work together as a team!!

The RCOFD Volunteer Fire Company (VFC) Operating Policy Manual provides for a standard operating policy and terms of agreement for all VFC's and RCOFD/California Department of Forestry and Fire Protection (CDF) Paid and/or Volunteer Staffs to adhere to when administering the volunteer program.

Revisions to the contents or enforcement of this manual are permitted only with the written approval of the County Fire Chief.  Standardization is crucial for maintaining our success as a professional department. Certain policies in this manual, which in the past have been left to field development and implementation, are standardized for all personnel (paid & volunteer) to adhere to when administering the volunteer program.

In order for this policy manual to remain current, input is needed from the people that use it. If your VFC has a question that is not addressed in this manual, or the answer is not clear, please direct your written questions through channels or include them in your annual January review of this manual with your liaison officer.

This manual is to be maintained in the binder provided. The manual must be easily accessible for all members to review. The fire station copy must be maintained at the station at all times. If your manual is misplaced or lost, please contact your Station Liaison Officer for assistance in replacing it.

RIVERSIDE COUNTY VOLUNTEER

FIRE FIGHTERS
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MISSION
The Riverside County Volunteer Firefighters protect the people and communities of Riverside County and the State of California from fires and provide emergency medical aid, and enhance the community’s involvement in the Riverside County Fire Department.

RIVERSIDE COUNTY VOLUNTEER

FIRE FIGHTERS
VISION
We are highly trained Volunteer Firefighters and leaders in the communities we serve by providing fire protection and emergency medical services.

We foster cooperation with local and state agency personnel to limit the impacts of fire and others emergencies and protect and enhance the County of Riverside’s standard of living by limiting the loss of lives and property.

We are a part of a longstanding tradition of Volunteer Firefighters in Riverside County and take pride in our Organization and the part we play in enhancing the standard of living for all the citizens of this state and county.
CHAPTER I

INTRODUCTION

1.1
VOLUNTEER FIRE COMPANY BACKGROUND.

Volunteerism is in our roots as a nation.  In 1717, one of the first organized volunteer fire companies in America was formed in Boston, Massachusetts.  In 1736, statesman Benjamin Franklin founded and served in the Union (volunteer) Fire Company in Philadelphia.  Today a vast majority, over one million, of the firefighters in the United States serves as volunteers.  It is estimated that over 25,000 fire departments are staffed with volunteers or volunteer and career firefighters.

The volunteer fire service in Riverside County is a long-standing tradition that dates back over 120 years.  In addition to Volunteer Fire Companies protecting many of our historical cities starting in the late 1800’s, in 1906 the County of Riverside began the policy of using county funds in cooperation with the State of California for fire suppression activities utilizing volunteer firefighters.   On January 5, 1921, the County of Riverside signed the first formal agreement with the State of California for fire protection utilizing volunteer firefighters in partnership with paid personnel.  By joining with the roughly 1000 fellow volunteer firefighters in Riverside County, your acceptance into the volunteer fire service should be viewed with great pride and tradition, but it must be understood that the position is one of great responsibility as well.

1.2
VOLUNTEER FIRE COMPANY ORGANIZATION.

In 1939 the State of California enacted section 14825 of the Health and Safety code.  This is the law that allows citizens of a community to form a Volunteer Fire Company.  In 1964, the Riverside County Board of Supervisors extended official recognition and support to the volunteer fire companies serving Riverside County communities. This act of recognition and support was the major step toward integrating independent volunteer fire companies and paid fire companies to work within a single fire department framework in Riverside County. This umbrella of affiliation provides significant liability protection as well as other benefits that would not normally be afforded to completely independent companies.  Section 14831 of the Health and Safety code authorizes the Board of Supervisors to regulate the formation and continued existence of Volunteer Fire Companies (VFC).  This regulation is accomplished by the Chief of RCOFD

The umbrella of affiliation also provides for each community to take great pride and to provide support for its community based volunteer fire company.  Therefore, it is required for each new volunteer applicant to be accepted into the membership of the Volunteer Fire Company in order to participate in this county’s volunteer fire service.

1.3
VOLUNTEER FIRE COMPANY RESPONSIBILITY.

Each volunteer must be familiar with the bylaws, procedures and policies of their VFC, as well as this operating manual. It is important that all company members take an active part in the internal operations of his/her VFC. A professional business-like organization must be maintained. Each company that accepts or has accepted donations from the community must accept the responsibility that accompanies each donation. Citizens entrust the VFC to utilize contributions with sound business-like practices. The VFC must treat all its members fairly and equally. While members are not employees of the RCOFD/CDF, they are expected to meet and maintain similar professional standards.

The VFC shall generally be responsible for the administrative and non-emergency operational affairs of the fire company, including the administrative supervision of all its members.

1.4
RIVERSIDE COUNTY FIRE DEPARTMENT/CDF BACKGROUND

In California, as in most of the rest of the states, the state legislature recognizes those lands, outside of federal ownership and cities, that are covered by brush, watershed, timber or grazing resources, as the state's (CDF) responsibility to protect them from wild fire. In counties such as Riverside, valley agricultural crop lands and the structures and improvements outside of city boundaries are considered the local government’s (RCOFD) responsibility to protect. State law also provides for the formation of community (volunteer) fire companies under the supervision of the local county government.  Fire protection within city boundaries is the responsibility of the city government.

Fire protection in Riverside County is a cooperative effort. Rather than establish separate fire protection agencies, one state and one county (with duplication of effort and expense), the County of Riverside has contracted with California Department of Forestry and Fire Protection to operate the Riverside County Fire Department. This cooperative fire protection system includes the important augmentation by volunteer fire companies, as well as the inclusion of fire protection districts and many incorporated cities within Riverside County under additional contracts.

1.5
RIVERSIDE COUNTY FIRE DEPARTMENT/CDF ORGANIZATION.

Under the command of the County Fire Chief, the County is organized into geographic operational areas and one administrative section each headed by a Deputy Chief.  Each of these is further broken down into divisions, with each division having a Division Chief, and within the field divisions are battalions. Each battalion has a Battalion Chief responsible for several fire stations in various communities. Captains are responsible for a fire station as station managers. Engineers are assistant station managers in the Captain's absence.

1.6
RIVERSIDE COUNTY FIRE DEPARTMENT/CDF RESPONSIBILITY

The legal authority to engage in fire fighting and emergency activities in most areas of Riverside County is vested in the officers and staff of the California Department of Forestry and Fire Protection by legislative statute, Board of Supervisors resolution, and by contractual state, county, city and district agreements.

Within the intent of the regulations, the CDF Unit Chief appointed as the County Fire Chief, shall be responsible for all city (under contract), district (under contract), county and state fire department activities within Riverside County.

The day to day operations of the fire department will be delegated to the Deputy Chief(s) on through to the Division Chiefs and then to the Battalion Chiefs, who be considered the "commanding officer" responsible for administering this program within the respective battalion. See Chapter V for Fire Captain (Station Manager) responsibilities.

Each station will have a CDF Fire Captain or CDF Fire Apparatus Engineer assigned to the VFC as a CDF liaison officer. The CDF liaison officer will normally confer with the company President on applicable station level issues directly or indirectly related to the VFC or it's members.

CHAPTER II

VOLUNTEER FIRE COMPANY MEMBERSHIP

2.1
VOLUNTEER FIREFIGHTER APPLICANT & INITIAL ATTACK AREA REQUIREMENTS

The applicant must apply for membership with the local VFC.  At the same time, the applicant will be seeking the approval of the Riverside County Fire Department, so that the benefits and privileges the Department offers may be afforded to the individual (e.g., workers comp., training, liability protection, etc.).

It is agreed, that the applicant must reside within the Initial Attack Area (IAA) of the station. Exceptions can be granted if a VFC has reached its approved membership limit, or for applicants living in a Non-contract City, district or county immediately adjacent to Riverside County.  Fire station IAA waivers will normally be granted by the affected VFCs and battalion chief(s).

2.2.
VOLUNTEER FIREFIGHTER CITIZENSHIP.

Applicants should be citizens of the United States.  If a non-citizen, applicants must have signed and filed a "Declaration of Intention to Become a Citizen".  The Department may grant exceptions for part-time/seasonal residents.

Upon acceptance (see 2.7), the recruit shall complete the INS-I-9 form. The completed form shall be sealed in an envelope and placed with the member's records as required in item 3.14. No criminal background investigation shall be done at the station level.  Requests for a background check must have a justification attached and are forwarded to the Deputy Chief responsible for the station or function involved.

2.3
VOLUNTEER FIREFIGHTER APPLICANT PHYSICAL CONDITION.

Applicants must be in good physical condition and able to perform the manipulative skills of the training requirements for his/her level of volunteer firefighter certification.  For reasons of liability protection, station level physical condition evaluations shall be strictly limited to the practical testing requirements as stated on the FF-T certification checklist.  This includes the RCOFD Company Performance Standards (CPS) drill for forward lay 1-3/4” attack line.  This drill shall be utilized as a general evaluation for the Firefighter-Trainee.

Support volunteers (non-firefighter auxiliary/honorary/board members) do not need to meet the requirements as stated above.  Procedures for this program are identified in 2.4, 2.5 and 2.13.

2.4
AGE REQUIREMENT FOR ALL APPLICANTS

VFC applicants must be at least seventeen (17) years of age, with a release from his/her legal guardian (until age 18) and medical release form on file at the station, before starting training or responding to incidents as a volunteer firefighter.

2.5
PROCEDURES FOR APPLICATIONS

The VFC shall identify an administrative company officer that will receive all incoming applications. Each applicant should be advised as to the status of his/her application within 30 days of receipt at the station.

2.6
INTERVIEW REQUIREMENT - FIREFIGHTER APPLICANTS

A VFC Administrative Officer shall notify the new applicant of an interview date and time.  This interview will be conducted as outlined in the interview procedures guideline.  The interview panel will normally consist of the CDF/RCOFD liaison officer or designee and two or three members of the VFC, as determined by VFC BYLAWS or written VFC policy.  The interview panel will forward the application to the VFC membership and report its recommendation in writing.

2.7
APPLICANT APPROVAL – VFC FIREFIGHTERS

Once the proposed VFC applicant is accepted by the CDF station liaison officer and by the VFC, as outlined in VFC BYLAWS or policy, the applicant may start training as soon as the VFC and liaison officer has approved him/her to do so. (See 3.26 for safety gear issue.) (See 2.14 for Workers Comp)

A new applicant approved to begin firefighter training shall be considered a "Recruit". It is agreed each new volunteer "Recruit" shall serve a probationary period of 180 days from the date of VFC acceptance. Unless otherwise stated in the VFC bylaws (or articles of incorporation) new members (including new transfers) on probation do not have voting or statutory rights with the VFC until granted such by the VFC. The probation period may be adjusted, if warranted, by a vote of 50% plus 1 of the eligible voting members (unless otherwise stated in the bylaws). In no event shall the probationary period end before the age of 18, and/or the completion of Firefighter Trainee Training and EMS Certification.  Recruits shall not respond to any incident as a volunteer firefighter until the training requirements have been met, as outlined in this volunteer operating policy manual (also see FF-Trainee checklist).

2.8
APPLICANT DENIAL

If an applicant, probationary recruit or new probationary volunteer firefighter trainee is denied VFC membership, the VFC shall forward an appropriate letter of notification to the individual. A denial or rejection during probation must be reasonable, defensible and non-discriminatory (race, religious creed, color, national origin, ancestry, sex, marital status, political affiliation or age). The letter should also thank the individual for his/her desire to serve the community.

The applicant may ask, in writing, for reconsideration at the next company business meeting If denied a reconsideration opportunity, he/she may petition the Battalion Chief or appropriate Volunteer Association for an internal administrative review.

2.9
FIREFIGHTER TRANSFERS

A VFC member who moves substantially into another IAA shall apply for a transfer to the appropriate VFC. Case by case transfer waivers can be granted as outlined in this section. Specific VFC waiver procedures within a Battalion may be developed by the VFC and the Battalion Chief.  All transfer waivers between Battalions must be requested in writing and approved by the appropriate VFC membership.

For transfers, all RCOFD certifications and rank will be honored at the receiving station provided a copy of accurate training records is forwarded to the new station/VFC.  VFC’s shall not forward or disclose any VFC issued adverse action letters/records to any other VFC, agency or organization without court order or the written consent of the individual.
Transfer requests shall be made in writing through channels with the respective liaison officers and VFC president. The receiving VFC shall consider the request at a properly noticed meeting, and then notify the liaison officer of the VFC recommendation of approval or denial. Transferring firefighters shall serve a standard 90-day VFC orientation probation period, unless otherwise approved by the VFC. A transfer denial must be justified, reasonable and non-discriminatory. The VFC membership may condition a transferring crew leader to qualify on a VFC owned squad during his/her orientation probation.

2.10
CDF/RCOFD PAID AND/OR VOLUNTEER STAFFS

All Department Paid and/or Volunteer Staffs, full time and seasonal, must comply with the Fair Labor Standards Act (FLSA) requirements. CDF Firefighting Staff is generally limited to serving in an elected VFC administrative officer capacity.  CDF Staff is discouraged from holding a VFC President position and/or being signatory to or an influencing factor to any financial transaction involving VFC funds.  CDF Staff shall secure written VFC and Battalion Chief approval, prior to operating the VFC owned apparatus.  The Department agrees to indemnify and hold the VFC harmless for any damage, or liability resulting from the operation or use of a VFC owned vehicle by a department Paid and/or Volunteer Staff.

When wearing a uniform, current or former Paid and/or Volunteer Staffs shall only wear the approved VFC uniform while performing as a VFC member.  Any uniform item with a CDF logo shall not be worn while serving as a volunteer. The only exception is the use of the CDF/RCOFD Cooperative Logo on garments approved by the Department.

2.11
VOLUNTARY RESIGNATION/TERMINATION AND EXIT INTERVIEW

A Volunteer may resign his/her firefighter status and/or membership at any time by notifying the Department liaison officer and company president in writing.  All issued/loaned safety gear, Volunteer ID card, equipment and supplies must be returned immediately, (upon resignation or termination), with proper Department documentation completed. Failure to return all issued/loaned items will result in legal action.

Any volunteer firefighter, who leaves the Department, voluntarily or not, will be given a Department exit interview form.  The former member should complete and mail this form directly to the responsible Deputy Chief for review.  The appropriate volunteer firefighter Association President will then be sent a copy of the exit interview.

2.12
VOLUNTEER FIREFIGHTER REINSTATEMENT

After voluntary termination of firefighter status, a member may apply for reinstatement in a VFC as outlined in section 2.5 and 2.6. In order to obtain his/her previous firefighter certification level, the reinstated member shall serve a probationary period of ninety (90) days.  During this period, the member shall receive refresher training as identified by the VFC and station liaison officer. The company performance standards manual shall be utilized for overall drill review. Reinstated firefighters with expired medical cards will work within the applicable third person requirements of Section 4.4 until the required medical training has been completed. Previous RcoFD volunteer service will be included in calculations of length of service seniority and entry on the workers comp roster.

Any individual with an absence of four (4) or more consecutive years from the RcoFD or active fire service duty will be treated as a new applicant.  All training and standards must be met for certification.  Any previous training that has expired must be repeated.

2.13
SUPPORT VOLUNTEERS AND AUXILIARY/HONORARY/BOARD MEMBERS

The VFC ByLaws and/or policies may provide for a category of membership that does not directly participate in emergency incidents or regular firefighter training. This may include:

Support Team volunteers. Although not prohibited from holding firefighter status these members may be utilized to play significant roles in the support duties of the VFC as well as the RCOFD.  Support team duties can be found in sections 4.11 through 4.14 of this manual. 

Auxiliary/Honorary members.  As determined by VFC bylaws or policy, these members may participate in such services as: Fire Prevention programs, VFC committees, VFC fund raising programs, VFC administrative board member(s) and local community relations assistance. Unless otherwise stated in the VFC Bylaws (or Articles of Incorporation) or granted by the VFC, Auxiliary /Honorary members who do not hold active VFC firefighter or Executive Board membership status shall not have voting or statutory rights with the VFC.  These types of non-fire members must comply with all applicable VFC and County policies. They shall generally report to the VFC Board as outlined in the VFC bylaws.  Auxiliary organizations not directly connected to a VFC shall be treated as independent organizations and will not be covered under the workers compensation program.

2.14
WORKERS COMPENSATION COVERAGE PROCEDURES

Accepted and current VFC members (Recruit, Firefighter, Company Officers and/or  Support Team members) that will participate in company training, vehicle maintenance or incident related operations, in accordance with all policies of the RCOFD/CDF and VFC, shall have their name and information listed on the next monthly workers compensation roster.  A member approved to respond need not wait to be listed on the roster in order to begin responding. The roster may contain confidential information and is to be treated as such.  The CDF Liaison Officer, working with the VFC President or Secretary, shall ensure that all aforementioned members, including new transfers, are correctly listed on the monthly workers compensation roster. Previous RcoFD volunteer service will be included in calculations for length of service seniority and entry on the workers comp roster. 

Members who are on Leave Of Absence (LOA) or Inactive and will not be participating in any VFC or station level activities for sixty days or more shall be identified as “LOA” on the appropriate monthly workers compensation roster.  The “LOA” designation shall be placed in the separation/ termination column.  


VFC Auxiliary/Honorary members that are not providing incident related support services, vehicle maintenance or training instruction shall NOT be listed on the monthly workers compensation roster.

CHAPTER III

ADMINISTRATION

3.1
GENERAL VOLUNTEER FIRE COMPANY ORGANIZATION

There will be two types of Volunteer Fire Companies.  The organization and management of these two types is detailed below:

3.2
LEVEL-l VOLUNTEER FIRE COMPANY ORGANIZATION

This refers to the typical VFC organizational system.  The VFC make-up may include an administrative board of directors, company training and/or apparatus officers, Volunteer Recruits, FF-T’s, FF-C’s, FF-CL’s, FF-CPO’s, FAE’s, a volunteer Lieutenant and Captain and an auxiliary organization. The VFC membership will typically supervise its internal administrative affairs and non-emergency operations as outlined in this manual, the approved VFC bylaws, articles of incorporation and written VFC policies.

The VFC will normally maintain strong community support and participation and may or may not be an incorporated, non-profit organization with assets and contributions to manage.

3.3
LEVEL-2 VOLUNTEER FIRE COMPANY ORGANIZATION

This refers to a VFC organization significantly oriented to carry out a specific operational function.  This organization will typically have no significant ties to a specific community, few if any members desiring to serve as active administrative officers and the VFC must have no significant assets to manage.  The primary day to day supervision of the volunteer firefighter membership will be delegated to a volunteer Lieutenant, volunteer Captain or the department liaison officer.  The volunteer officer or liaison officer shall enforce the requirements of this manual and the policies and procedures of the Level 2 bylaws.  

Level 2 Teams and organizations will only be established with approval of the County Fire Chief.  The administrative officers/board members of the appropriate (east or west) Volunteer Firefighters Association will be the Level 2 Board of Directors.  The policies for the Level 2 VFC shall be forwarded to the Battalion Chief and Administrative Board of Directors for input and review before being forwarded to the County Fire Chief for consideration.  Contact the appropriate Volunteer Firefighter Association to obtain a copy of the department approved Level 2 bylaws.

3.4
VOLUNTEER FIRE COMPANY ADMINISTRATION

Each VFC is formed in accordance with the California Health & Safety Code, Section 14825. Each VFC shall comply with the rules and regulations as identified in this manual. VFC’s organized as nonprofit/charitable organizations shall comply with applicable state and federal regulations. Incorporated VFC’s shall comply with applicable federal and California Corporation Code (CC), beginning with section 5000 through 6815. Unincorporated Charitable VFC’s shall also comply with applicable state and federal regulations. The California corporation codes shall take precedence over any conflicting sections contained within this manual, only as related to the internal non-emergency operation of the VFC. The responsibility for the administration of non-emergency operations of a VFC shall be by the appropriate officers of the VFC.  All VFC’s shall comply with the policies of the RCOFD as well as the VFC’s bylaws and policies.  The County Fire Chief may also issue Department policy letters that apply to the VFC’s.

The liaison officer will routinely confer with the VFC officers on applicable station level issues.  Typically, elected VFC officers will be responsible for the business affairs and routine operational procedures of the VFC.  For companies with an appointed volunteer Lieutenant or Captain, that individual will handle the operational procedures.  Specific administrative and operational duties may be found in various sections of this manual and in approved VFC bylaws and policies.

3.5
VOLUNTEER FIRE COMPANY ADMINISTRATIVE DOCUMENTS

Each VFC is required to meet and maintain professional business-like practices.  As the public entrusts a VFC with contributions, all periodic tax returns/reports (state and federal) shall be open for review to any citizen.  Donor lists should not be disclosed to the public.  VFC records and documents shall normally remain securely stored and/or filed at the fire station, unless otherwise approved by the membership.  The Treasurer shall provide the membership with monthly financial reports, including a financial year-end summary. 

Minutes of the VFC meeting shall be posted or maintained at the fire station.  Draft minutes are not final until approved by the VFC.  Confidential VFC (Personnel) issues shall only be discussed by voting members in closed session and the minute contents shall reflect only the action taken, if any. Minute contents from those sessions should be excluded from public view. 

In order to accommodate and encourage the business-like practices of each VFC, the liaison officer will establish and set aside, a suitable interior area for a VFC desk, a bulletin board, VFC Roster Board, filing cabinet(s) VFC phone and/or computer and member and VFC mail trays. Older undersized fire station facilities may limit the ability of the department to provide adequate space for some VFC office space needs. 

It is agreed that the use of a VFC funded phone, fax or computer on fire station property shall be limited to appropriate VFC business matters.  The VFC shall adopt an internal policy regarding the use and users of the VFC computer.  Upon receipt of a Formal Complaint, the County Fire Chief may authorize an investigation, which may include the inspection of a VFC computer and its contents, located within a Fire Department facility for any inappropriate sexual or profane material.  The inspection will be performed with a VFC Officer assisting a CDF/RCoFD Chief Officer and/or Investigator.   

3.6
VOLUNTEER FIRE COMPANY UNIFICATION

The County Fire Chief will establish Fire Station Initial Attack Areas.  These areas will correspond to the community served by a VFC.  A single VFC may serve two or more fire stations. With growth, additional VFC’s may be recommended and established.  Also, the Department may identify the need for an additional fire station.  Consideration may be given to maintaining a single established VFC serving the new fire station(s) whenever local geographical, political and VFC personnel considerations support such an organization.  Two or more existing unincorporated VFC’s may also request unification when local conditions dictate. Incorporated VFC’s shall refer to the California Corporation Codes, section 6010-6019.1 for the proper process and approvals which are required to merge incorporated VFC’s.  All cases require the approval of the County Fire Chief prior to implementation.

3.7
VOLUNTEER FIRE COMPANY BYLAWS, POLICIES AND PROCEDURES

The bylaws, written policies and other related documents involved with the internal affairs of the VFC should be reviewed by the County Fire Chief prior to implementation. VFCs are encouraged to consult with and/or forward courtesy copies of the proposed bylaws to the appropriate volunteer firefighter association. VFCs are encouraged to adopt written company level policies for subjects not addressed in this manual. No VFC or RCOFD Paid and/or Volunteer Staff may alter, amend, or otherwise change any policy identified in this manual, without the written approval of the County Fire Chief.

VFC bylaws are encouraged to be a document that establishes the foundation and basic administrative framework of a VFC (Incorporated VFC’s refer to CC section 5150-5153). The VFC bylaws should not specifically identify meeting or training days/nights and times as these may change from time to time. Except for Level 2 VFCs, the bylaws should not delegate any VFC responsibilities to any Department Paid Staff.  The VFC bylaws (and Articles of Incorporation, if any) must be adhered to by all members.  Disregarding and/or violating these documents may be considered a serious violation and subject to investigation.  A current set of the VFC bylaws and any written VFC policies and procedures must be placed in the volunteer operating policy manual binder and maintained at the fire station at all times.

3.8
ANNUAL POLICY REFRESHER REQUIREMENT

The Department will furnish each Battalion Chief, liaison officer and VFC a complete copy of the volunteer operating policy manual in a Department binder. Each January a joint meeting will be held between the VFC Board of Directors, Company officers and Department liaison officer to review the contents of this manual.
3.9
INTERNAL AFFAIRS

All VFC internal administrative matters, not directly related to public service, are normally the concern of the VFC membership only.  Guidance by the Department liaison officer shall be required only to ensure that each VFC is conforming with this manual, the RCOFD policy manual and any written VFC bylaws, policies and procedures approved by the membership and the Department.

3.10
VFC BUSINESS MEETINGS

The voting membership of each VFC shall determine the best date and time to hold the regular monthly business meeting. Incorporated VFC’s shall provide that at least ten (10) days notice is given before the membership meeting (CC 5511).  VFC’s may consider posting the anticipated annual meeting schedule (dates and times) at the Fire Station. The Board of Directors of each VFC shall determine the best date and time to hold the regular board meeting, if any. If the meeting date and time of the Board of Directors of an Incorporated VFC is not fixed, at least 48 hours verbal notice most be given to board members (CC 5211).  At least one of the above meetings should be held when the CDF Liaison Officer is on duty.  Minutes of VFC business meetings shall be maintained at the station and forwarded to the Liaison Officer. The membership meeting minutes of Incorporated VFC’s shall indicate the number of Yes, No and Abstention votes for each motion voted upon (CC 6325). 


VFC adverse action/'corrective counseling proceedings shall be conducted in closed-session. Non-voting members, excluding the CDF liaison officer, are to be excused from these proceedings.

Pursuant to California Government Code Section 54951.1, all private nonprofit organizations that receive public money to be expended for public purposes pursuant to the "Economic Opportunity Act of 1964" are subject to the Brown Act.  It has been determined that the provision of fuel and oil for VFC-owned vehicles by the County does not constitute the receipt of public monies.  Therefore, VFC meetings are not subject to the open meeting requirements of the Brown Act.  However, each VFC meeting should provide an opportunity for citizens, donors and honorary/auxiliary members to address the VFC.


A VFC normally will allow an adjacent VFC officer or volunteer firefighter association officer to attend a company business meeting to discuss issues of mutual interest, e.g., fund raising and training academies.

3.11
VOLUNTEER FIRE COMPANY PERSONNEL

The following are the typical members that may be found in a VFC:

RECRUIT: 
Applicants that have been approved to begin Trainee-Firefighter training.

ACTIVE - RESPONDING:
Refers to a VFC Firefighter (all ranks) that regularly responds and participates in emergency responses, VFC meetings, training and special events.  The member may or may not be on County or VFC probation.  Note: The State of California may refer to VFC Firefighters hired for an incident as Emergency Workers for compensation purposes.

SUPPORT – NON-RESPONDING:
Refers to VFC members that have elected not to be or remain as active emergency responders/firefighters, and/or may have a medical condition or have not met a county standard (e.g., respiratory protection program, expired emergency medical service certification, etc.) that restricts them from emergency response, but may be able to participate in other VFC or RCoFD activities.  It is the responsibility of the individual volunteer firefighter to go on light-duty whenever health and medical conditions may warrant.  If the light-duty period exceeds two weeks, the CDF liaison officer will provide the stress/duty statement and the State of California Return-To-Work Authorization Form (form CDF-200) to the volunteer.  The volunteer’s treating physician will review the stress/duty statement and complete the return-to-work authorization form.  It is the responsibility of the liaison officer to verify the medical release prior to the volunteer returning to active status.  In cases of pregnancy, the decision to go to light-duty or inactive status rests solely with the pregnant volunteer.

INACTIVE:
Refers to VFC members that take a leave of absence from the active duties listed above.  Inactive VFC members shall return all issued Fire Department items if the leave shall exceed 60 days.  The issued items shall be stored/saved if the member plans on returning within a stated time frame.  Recruits that have not completed probation may not utilize the “inactive” status without prior VFC membership approval.

Any leave of nine months or longer requires the review of the following before returning to active status: drills for proficiency with breathing apparatus, equipment familiarization and its location, company performance drills (forward hose lay and preconnect), medical cards shall be current (see 4.20) and issuance of all safety gear.

VOTING MEMBERSHIP:    Refers to any person who pursuant to a specific provision of the VFC Bylaws or Articles of Incorporation, has the right to vote on the business and management affairs of the VFC (Incorporated VFC’s see CC 5056 & 5057)

EXECUTIVE BOARD:
Refers to elected administrative officers of the VFC (President, Vice President, 2nd Vice President, CFO/Treasurer, Secretary, Directors, Training Coordinator, Apparatus Officer, Master at Arms, etc.).  These elected positions along with their duties will be identified in the VFC bylaws, and the Articles of Incorporation, if any (Incorporated VFC’s refer to CC 5210-5239). VFC Administrative Officers will not have emergency operations rank or authority by virtue of this position alone.  Administrative officers also may hold operational ranks provided they meet the requirements set out in Sections 4.4 through 4.11.  Elected administrative officers need not be active firefighters, except as may be required by the VFC bylaws.

3.12
VOLUNTEER FIRE COMPANY MEMBERSHIP SIZE

Volunteer Company size shall not exceed thirty-five active members with out the approval of the County Fire Chief.  Each VFC shall set a company goal for a minimum number of active firefighters that should be maintained to serve the local community.  In all cases, this minimum should be at least seven members for each piece of apparatus the company supports. It is agreed that VFC’s shall be responsible to conduct local and frequent volunteer firefighter recruitment campaigns in a professional like manner.  Each VFC also agrees to cooperate with the RCoFD Chief and volunteer association to carry out and conduct an annual county-wide Volunteer Firefighter recruitment campaign.  

The VFC President shall notify the County Fire Chief in writing when the active VFC membership has dropped below fifty (50) percent of its adopted active membership goal, and he/she is to again notify the Chief when the VFC has less than eight (8) active members. The Chief and Volunteer Association may each appoint designees to jointly evaluate the VFC/station and formulate recommendations to improve volunteer recruitment and/or retention.
3.13
VOLUNTEER FIREFIGHTER I.D. CARDS

Each active volunteer firefighter in good standing shall be issued a RCOFD picture identification card.  This card shall only be used for fire service functions or to gain access during a Riverside County emergency incident. The card is the accountable property of RCOFD and must be returned upon separation along with all other issued items.

3.14
VFC ADMINISTRATIVE RECORDS

Each VFC shall maintain an administrative file for each member.  The file shall contain:

A.
VFC-issued equipment record

B.
Copies of Emergency Medical training certificates

C.
Copies of Firefighter training certificates

D.
Minor release form (if applicable)

E.
Copy of Driver’s license

F.
Defensive driving training records

G.
Copies of letters of appreciation 

H.
Copies of VFC Training files

In a separate and secure filing location the following confidential files shall be maintained:

A.
VFC Membership Application interview results

B. 
RCOFD VFC Membership application

C.
Sealed INS I-9 form

D.
VFC Adverse Action letters

E.
Copies of Adverse Action letters (VFC or RCOFD).

These files shall have restricted VFC access, but shall be open to review by the individual, appropriate VFC administrative officer(s) and/or the CDF Liaison Officer. The aforementioned file(s) shall be maintained and stored at the station. Individual records must be kept for four (4) years after the member separates from the VFC.

3.15
PERSONNEL DISCIPLINE

As a public safety organization, there are established rules of conduct, which apply to all volunteers. These rules are based on the minimum acceptable standards of good behavior. They are found in the Riverside County Fire Department Policy Manual and may be expanded in the VFC bylaws and VFC written policies and procedures. Each member should become familiar with these rules. Provisions are established so that any member who violates the rules of conduct may be subject to an Adverse Action.  The RCOFD Volunteer Services Program Manager shall be sent a copy of any demotion, suspension or termination of a volunteer by either the VFC or RCOFD.
3.16
RULES OF CONDUCT

Volunteer fire company members shall:

1.
Maintain courtesy to the public and other agencies.

2.
Avoid arguments at emergency scenes.

3.
Refrain from horseplay during fire company operations.

4.
Not appear at fire company operations under the influence of intoxicating substances.

5.
Perform their duties without undue discussion.

6.
Do their best to complete all fire company operations in a professional manner.

7
Comply with reasonable directions and orders from appropriate supervisors of the RCOFD/CDF and VFC officers.

8.
Not misuse VFC equipment, supplies or funds.

9.
Comply with Department safety rules and regulations.

10.
Comply with the adopted VFC by-laws.

11.
Comply with approved written VFC policies

12.
Comply with the Volunteer Operating Policy manual.

13.
Comply with the Riverside County Fire Department Policy Manual.

14.
Volunteer firefighters shall not initiate written or verbal contact with public or elected officials in regards to internal Department issues without Department approval. (See 3.30).

In addition, a member is subject to Adverse Action for any of the following violations:

a.
Fraud in securing appointment

b.
Incompetency during duty

c.
Inefficiency during duty

d.
Inexcusable neglect of duty

e.
Insubordination during duty

f.
Dishonesty during duty

g.
Drunkenness on duty

h.
Intemperance

i. Use of illegal narcotics or habit-forming drugs, or inappropriate use of 

prescription drugs while in the course of duty.

j.
Inexcusable absence without leave

k.
Conviction of a felony or conviction of a misdemeanor involving moral turpitude. A plea or verdict of guilty, or a conviction following a plea of nolo contendere, to a charge of a felony or any offense involving moral turpitude is deemed to be a conviction within the meaning of this section.

l.
Immorality

m.
Discourteous treatment of the public, other members or Paid Staff of the RCOFD

n.
Improper political activity during duty

o.
Willful disobedience during duty

p.
Misuse of State or County property

q.
Taking advantage of the position to achieve personal or private gain

r.
Conduct either during or in the course of duty which is of such a nature that it causes discredit to his/her VFC membership or RCoFD therein

s.
Unlawful discrimination, including harassment, on the basis of race, religious creed, color, national origin, ancestry, physical handicap, marital status, sex, sexual orientation or age, against the public or other members or Paid and/or Volunteer Staffs while acting in the capacity of a volunteer firefighter

t.
Unlawful retaliation against any state officer or other member or Paid and/or Volunteer Staff of the Department or member of the public who in good faith reports discloses, divulges, or otherwise brings to the attention of the Attorney General or any other appropriate authority, any facts or information relative to actual or suspected violation of any law of this state or the United States occurring on the job or directly related thereto.

3.17
SEXUAL HARASSMENT / DISCRIMINATION 






POLICY STATEMENTS


All Employees and Volunteers of the RCoFD shall adhere to a standard of conduct that respects all people they come in contact with during the course of their employment or other activities related to work.  Unprofessional, disrespectful behavior will not be tolerated.

All RCoFD employees, Volunteers and representatives shall adhere to the following established policies.  Failure to adhere to these policies is unacceptable and will result in serious consequences to the individuals involved and for the Department.


NON-DISCRIMINATION

VFC personnel procedures ensure all hiring, working conditions, training, promoting, compensation, benefits, transfers, and layoffs will be administered fairly to all applicants, Volunteer members and employees, regardless of age, sex, race, color, ancestry/ethnicity or national origin, ancestry, disability, marital status, sexual orientation or preference, native language, political affiliation, or pregnancy.

Personnel decisions motivated by prejudice or by factors not related to the requirements of the job have no place in the Department or VFC’s personnel practices.

All decisions related to personnel policies and practices in such areas as recruitment, testing, selection, placement, employee development, training, and advancement shall be made on the basis of merit.  Any action by an individual counter to this policy is unacceptable.

No person will be:  (1) excluded from participation in, (2) denied the benefits of, or (3) be subjected to discrimination, because of age, sex, race, color, ancestry/ethnicity or national origin, creed or religion, regardless of age, sex, race, color, religious creed, national origin, ancestry, disability, marital status, sexual orientation or preference, native language, political affiliation, or pregnancy.

RCOFD has a zero tolerance policy for discriminatory behavior or practices.   All employees and Volunteers of the RCoFD shall maintain a work environment free from discrimination.

Paid and VFC Supervisors and managers are each personally responsible for setting the tone for a discrimination/harassment-free work place, by personal example, communication, and understanding.  All Volunteers are responsible to ensure they are aware of this policy and understand what constitutes discrimination and sexual harassment.  Paid and VFC Supervisors and managers must take appropriate measure whenever they witness, hear about, or reasonably should have known that such conduct may be occurring.

An employee and/or Volunteer who witnesses an incident of discrimination or harassment has the responsibility to report it to an appropriate supervisor, i.e., the supervisor having responsibility for the work-site or work–related service being provided.

Employees and/or Volunteers who violate anti-discriminatory laws, rules or policies, or knowingly or negligently allow unchecked violation of these, will be subject to disciplinary action up to and including dismissal.  Under state and federal law, liability and monetary damages may be ascribed to the harasser, the harasser’s supervisor, and the Department.  


PROHIBITING DISCRIMINATION BASED ON SEXUAL HARRASSMENT



DEFINITION OF SEXUAL HARRASSMENT

Sexual harassment is a form of discrimination that deprives its victim of equal employment opportunities.  It is against federal and state law for any employee to sexually harass another.  For RCOFD, this includes permanent staff members, contractors, seasonal employees, volunteers, paid-call firefighters, Schedule C employees, committee members, other governmental employees, vendors, or members of the public encountered during or because of work.

Sexual harassment may be overt or subtle.  Some behavior that may be tolerated in social setting is not appropriate in the workplace.  Sexual harassment complaints may be substantiated by the complainant’s perception of the situation, if the conduct is sexually based.

Sexual harassment includes unsolicited and unwelcome sexually based behavior when:

· Submission or toleration of the behavior is either explicitly or implicitly understood as a term or condition of employment.

· Submission (or rejection) by an employee is used as a basis for any employment decision, or:

· Conduct creates a work environment that a reasonable person would find to be intimidating or hostile by interfering with the ability to work or maintain his or her emotional well being.

Sexual harassment may take different forms including (but certainly not limited to) the following:

VERBAL

· Sexual innuendoes, suggestive comments, profanity, wolf whistling, jokes of a sexual nature, sexual propositions, threats.

VISUAL

· Sexually suggestive objects, pictures, cartoons, graphic commentaries, or leering and obscene gestures.

PHYSICAL

· Unwanted physical contact like touching, pinching, brushing against someone, assault, and sexual intercourse.

OTHER

· Sexual advances which are unwanted.  This may include those situations that started in a reciprocal manner but are terminated by one or the other party.

· Actions or omissions affecting terms/conditions of employment (e.g. shift changes) for sexually based reasons.  This may include situations where a third person is affected by treatment of less favorably because others have acquiesced to sexual advances.

· Implying or actually withholding support for appointment, promotion, transfer or changes in assignment based upon non-job relevant issues.

· Suggesting that a poor performance report will be prepared if requests for sexual favors are not met.

· Making threats of reprisal or actual reprisal, after meeting with a negative response to harassing behavior, such as initiating a rejection on probation or adverse action based upon non-job relevant issues.


PROHIBITING DISCRIMINATION BASED ON SEXUAL ORIENTATION OR PREFERENCE



In compliance with State of California Executive Order B-54-79, RCOFD prohibits discrimination based upon sexual orientation/preference.


PROHIBITING DISCRIMIATION BASED ON PREGNANCY

A woman affected by pregnancy and related conditions must be treated the same as other applicants and employees on the basis of ability to work and perform the essential duties of the classification.  A woman cannot be fired or refused a job or promotion solely on the basis of being pregnant.  Any action by any individual counter to this policy is unacceptable.

To ensure equitable, fair treatment of a woman who is pregnant and/or is temporarily disabled from performing the duties of her classification and current assignment, contact the RCoFD Deputy Chief of Administration for technical assistance on resolving individual issues in compliance with federal and state laws and rules.


PROHIBITING DISCRIMINATION BASED ON DISABILITY

It is the policy of the RCoFD that the disabled shall have access to and be included in its Equal Employment Opportunity programs.  No paid or volunteer member of the RCoFD is to discriminate against any person with a disability.  Decisions regarding personnel policies and practices will be made on the basis of the disabled applicant’s or employee’s ability to perform the essential functions of a particular job (with or without reasonable accommodation).

Evaluation of requests for reasonable accommodation shall be considered on a case-by-case basis, in the context of the needs of the individual making the request, as well as the essential duties of the particular position for which the accommodation is being requested.


NON-RETALIATION

No employee or volunteer shall be retaliated against for filing and/or opposing an EEO violation.  Nor shall the employee or volunteer be retaliated against for participating in an EEO investigation either as a complainant, respondent or witness.

Retaliation in any form against anyone who complains about discrimination or sexual harassment is absolutely forbidden.


UNPROFESSIONAL BEHAVIOR

The RCoFD has zero tolerance for employees or volunteers who instigate or participate in practical jokes, hazing, use demeaning terms (such as “Babe” or “Honey”), abusive or profane language, gestures, or actions that have the effect of creating a hostile, unprofessional, and/or disruptive work environment and working relationships.  The effect of any such incidents will be determined by the reactions of the recipient rather than the intention of the perpetuator.

These activities may or may not constitute discrimination under Title VII of the Civil Rights Act or Fair Employment and Housing Act (FEHA), but may be prohibited under Government Code Section 19570, et al, and RCoFD policy.  These activities are not necessarily discriminatory by law, but are unprofessional and inappropriate and violate RCoFD’s Rules of Conduct and this policy section.  Employers have moral and organizational reasons as well as legal incentives to address and correct such conduct at its earliest stages.

Complaints of such unprofessional behavior may be pursued as an administrative complaint and should be discussed with one’s VFC Board Member, Station supervisor, or the Battalion manager.

Formal complaints should be filed in writing with the RCoFD Deputy Chief of Administration.

3.18
WORKPLACE VIOLENCE, THREATS AND SECURITIES


I.
ZERO TOLERANCE STANDARD

The Riverside County Fire Department does not tolerate any type of workplace violence committed by or against Paid and/or Volunteer Staff.  Paid and/or Volunteer Staff are prohibited from making threats or engaging in violent activities.  The list of Zero Tolerance behaviors with regard to threats and/or violence shall include, but not be limited to, the following proactive measures and/or prohibited behaviors:

1. No person shall engage, or be allowed to engage, in violent conduct or make threats of violence, implied, actual, direct, or indirect, or cause actual physical injury to another person at a Fire Department  workplace or in connection with the conduct of Fire Department business.

NOTE: Violations occuring between two or more Volunteer Fire Company members during business meetings or VFC activities will be referred to the Volunteer Fire Company President or Executive Board for action.

2. All threatening comments, remarks or violent behavior, implied, actual, direct or indirect at any county location or at any location where county business is being conducted are to be taken seriously, and are never to be dismissed and are to be reported immediately to the VFC president and the station or department supervisor.  Supervisors shall take necessary steps to ensure the incident is immediately reported to an appropriate Battalion, Division, or Deputy Chief.

3. Any aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another individual to emotional distress.

4. Intentionally damaging Fire Department property or property of another.

5. Being in possession of an unauthorized firearm or illegal knife while on Fire Department property or while on Fire Department business.

6. Committing acts motivated by, or related to, sexual harassment or domestic violence.

Any potentially dangerous situation must be reported immediately to a supervisor and the Duty Chief at (909) 940-6363.  Reports can be made anonymously and all reported incidents would be investigated.  Reports or incidents warranting confidentiality will be handled appropriately and information will be disclosed to others only on a need-to-know basis.  All parties involved in a situation will be counseled and results of the investigation will be discussed with them. The Fire Department will actively intervene at any indication of a possible hostile or violent situation.

The supervisor to whom an incident is reported shall immediately provide security for the threatened individual, co-workers, and the public at the work site by:

a. Immediately placing a Volunteer Member alleged to have made threats or engaged in violent behavior on administrative leave pending the outcome of an investigation;

b. Ensuring that any threatening or violent person, Paid and/or Volunteer Staff or member of the public, leaves the work site; except for incarcerated (jail) inmates, juvenile wards and mental health patients.

c. Immediately contacting an appropriate Law Enforcement Agency if necessary to ensure removal of the offender from the scene; and

d. Ensuring that a Paid and/or Volunteer Staff who have been the victim of a job related threat or violence occurring away from Fire Department work site(s) does not revisit the scene until an investigation has been completed.

Enforcement:

a. Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not be tolerated.  Any Volunteer Member determined to have committed such acts will be subject to disciplinary action, up to and including termination.  Non-Paid or Volunteer Members engaged in violent acts on Fire Department premises will be reported to the proper authorities.

b. All reports of threats and violent behavior, implied, actual, direct, or indirect, are to be documented and investigated.  Such documentation shall include a narrative of the incident including names and other appropriate identification of the parties involved, verbal comments made or description of the violent behavior, witness names, and witness statements.

c. Report any serious threat to the Duty Chief, and then follow up with a written report. (See 3.25)

d. Any Volunteer Members who engage in threats or violent behavior, direct, indirect, implied or actual, against co-workers or any other person in connection with Fire Department business, are to be subject to legal action by law enforcement authorities and disciplinary actions, up to and including termination of RCoFD status.

e. Managers and supervisors who fail to carry out their responsibilities in accordance with this policy and procedure will be subject to disciplinary action up to and including termination.

f. Unless specifically required or authorized in the course of Employment, Fire Department Paid and/or Volunteer Staffs are prohibited from possessing offensive or defensive weapons (firearms, illegal knives, clubs, mace, pepper spray, tear gas, etc.) at any Fire Department Facility or in connection with the conduct of Fire Department business without regard to location as outlined in 171b of the California Penal Code.
3.19
AUTHORITY TO TAKE ADVERSE ACTION

It is agreed that either the VFC or the Department may initiate adverse actions.  The VFC has the primary responsibility for its members and to enforce its own bylaws and adopted policies; therefore, the VFC may initiate adverse action for violations of, and in accordance with, that company’s bylaws and policies.  Similarly, since the Department is primarily responsible for its policies, the Department may initiate adverse action for violations of departmental policy including this manual.  As a form of encouraging internal VFC supervision, each Department Liaison Officer is encouraged to attempt to have the VFC initiate adverse action by presenting the RCOFD policy violation(s) to the appropriate VFC officer or to the voting membership. In the event both the VFC and the Department have a duplicate policy, it is appropriate that the Department and the VFC work cooperatively towards resolution.

Any adverse action taken against a VFC member may affect that individual’s authority to participate as a Volunteer Firefighter with the Riverside County Fire Department.  Adverse action initiated by a VFC may also affect that individual’s membership status with the VFC.

Incorporated VFC’s seeking an expulsion, termination or suspension of an individuals VFC membership and voting rights must comply with the specific provisions contained within the California Corporate Codes (CC) 5340-5342. 

In the event VFC bylaws and/or adopted policies do not address adverse actions, any VFC initiated or carried out adverse action will require the approval of fifty percent plus one of all VFC members eligible to vote.

3.20
TYPES OF ADVERSE ACTION

The following is a list of the types adverse actions that may be initiated by the RCoFD or a VFC against a volunteer firefighter:

A.
WARNING - WRITTEN OR VERBAL:


A warning, whether written or verbal, is an appropriate corrective action for less serious violations or infractions.  The Liaison Officer or any VFC, in accordance with its bylaws or policies, may initiate a warning.  In the case of an RCoFD issued written warning, it must be reviewed with and signed by the member with copies forwarded to the Battalion Chief and VFC President.


B.  PROBATION, DEMOTION, SUSPENSION OR SEPARATION


More serious violations or infractions, or progressive disciplinary situations, may be dealt with using more severe forms of adverse action.  In all cases, the following procedures will be used:

3.20.1  ADVERSE ACTION BY A VFC (NOT INCORPORATED):

a. Adverse action shall be done in accordance with the VFC Bylaws or policies and shall be issued in writing to the member within 5 days of their occurrence or knowledge of their occurrence.  The member shall be provided with and/or charged with specific county and/or VFC policy violations. New probationary members may be dismissed or denied acceptance with or without cause during a probationary evaluation/review (also see section 2.8).

b. The VFC (voting membership or Board of Directors), in accordance with its bylaws and/or written VFC policies, shall consider adverse action matters or hearings in a closed session meeting. If the member is in attendance, he/she shall be given an opportunity to present his/her position and/or answer questions related to the matter. In cases where automatic progressive disciplinary action was previously, or is proposed to be, carried out in accordance with this manual or adopted VFC bylaws/policies, the individual shall be allowed to present any relevant information that may cause a re-consideration or over-turning of the action previously taken.

c.  In the event VFC bylaws and/or adopted policies do not address adverse actions,

any motion to apply adverse action (or motion to overturn adverse action

Previously initiated by the VFC or VFC Officer so authorized to do so), will require

the approval of fifty percent plus one of all VFC members eligible to vote.  Unless


otherwise approved, adverse action will apply to both the firefighter and voting


membership status of the individual.  If the individual is also a member of the


Board of Directors, the VFC, subject to any requirements of the bylaws, may be


required distinguish between the two positions held and determine if said action


applies to one or both positions. 

d. VFC’s are strongly encouraged to afford a disciplined member at least one opportunity to present his/her appeal before the Board of Directors or VFC membership, whichever is so empowered to act upon the matter.  There shall be no formal appeal process beyond the VFC (see 3.23).

3.20.2  ADVERSE ACTION BY AN INCORPORATED VFC:

Any Adverse Action initiated by the VFC or it’s authorized officers, must determine prior to the action if the adverse action will only apply to the individual’s Firefighter status, or to the corporate (voting rights) membership status of the individual, or both. 

If an Incorporated VFC is seeking an expulsion, termination or suspension of an individual’s VFC membership status (including voting rights), the VFC must comply with the specific provisions contained within the California Corporate Codes (CC) 5340-5342.  An expulsion, termination or suspension not in accord with CC section 5341 shall be void and without effect.  In general, the requirements of CC section 5341 are as follows:

1. The minimum procedure’s, if any, set forth in the articles of incorporation or bylaws are adhered to, and,

2. Provides the member with 15 days prior notice with reasons, and,

3. Provides the member an opportunity to be heard, orally or in writing, not less than five days before the effective date by the person or body (membership, board or officer’s) having authority not to implement the action.

Nothing in this manual shall prohibit a VFC from utilizing the above process to simultaneously apply adverse action to both a member’s firefighter status and VFC membership status, if so desired or approved by the VFC.  The process of CC section 5341 is not applicable to new non-voting probationary members (see 2.7, 2.8 & 2.13 of this manual).  

If an Incorporated VFC is seeking to apply adverse action, which shall ONLY apply to an individual’s firefighter rank (demotion, suspension or revocation of active or responding Firefighter status – any rank), only the procedures as set forth in the VFC Bylaws or policies need govern the process.  If the VFC Bylaws or policies do not yet address such action, the adverse action process previously identified for an Unincorporated VFC may be utilized for the limited purpose of applying adverse action to an individual’s firefighter status.  If the individual in question is a voting member of the incorporated VFC, he/she retains all rights previously held, which may include the right to vote on any motion regarding his/her adverse action. 

If an individual is a member of the Board of Directors, the VFC, subject to requirements of the bylaws or articles of incorporation, is required to adhere the specific process to remove a board member from office.  This process is separate from any other adverse action, which may be applied to a voting member or his/her firefighter status (see CC 5220-5252).

3.20.3  RCOFD ADVERSE ACTION HEARING AND APPEAL PROCESS:

The Department may initiate adverse action for violations of departmental policy including this manual. Any such adverse action shall have the limited purpose of applying to the firefighter rank as issued by the RcoFD, and/or the ability to respond to emergencies and/or training’s with the RcoFD/CDF as a member of the VFC.

a.
The Liaison Officer must notify the Battalion Chief and VFC President of the alleged violations, in writing within 5 days of their occurrence or knowledge of their occurrence.  In some situations, the Battalion Chief or the VFC President may impose a temporary suspension pending a full review and/or investigation of the circumstances. (Refer to Section 3.22.)

b.
For Departmental actions, the Battalion Chief will, within fifteen (15) calendar days, set a date and location for a hearing based on the most reasonable time for all parties to attend.  In the case of VFC actions, the VFC President will set the hearing, if required.  The member may be accompanied by a volunteer association representative.

c.
The appropriate volunteer association shall be notified in advance of the departmental hearing. The adverse action hearing board will consist of a Battalion Chief, the Liaison Officer and the VFC President or designee appointed in accordance with the VFC bylaws. The hearing board will review the evidence presented and determine by majority rule what, if any, adverse action should be applied.  In the event a majority agreement supporting adverse action cannot be reached, the matter will be immediately dismissed. The member can appeal to the Fire Chief if filed within fifteen (15) days. An appeal at the Fire Chief level will stay the adverse action until the decision is made at the Fire Chief level. The Fire Chief will render a decision within 15 calendar days. The fire Chief may, at the chief’s discretion schedule a meeting with the parties involved.

3.21
NOTIFICATION OF ADVERSE ACTION

Written notification of adverse actions must be served to the member within 5 days of the action taken.  Service can be by certified mail or presented in person. The RCOFD Volunteer Services Program Manager shall be sent a copy of any demotion, suspension or termination of a volunteer by action of either the VFC or RCOFD.
3.22
IMMEDIATE OPERATIONAL ADVERSE ACTION PROCEDURES

In the event a member’s action or inaction will jeopardize the health and/or safety of any firefighter or citizen during any operational activity (e.g., emergency incident, vehicle operations, training, etc.), the immediate supervisor may order the member to cease his/her participation.  In the event the operational violation is of such a nature that it would be unacceptable or inappropriate to allow the member to continue responding to emergency incidents, an appropriate RCOFD supervisor may: (1) request the VFC to take specific immediate action as provided for by VFC Bylaws, and/or (2) request the Battalion Chief to place the member on immediate temporary leave from active or responding duty until a hearing can be held as required in Section 3.20. (RCOFD adverse action)

3.23
VFC ADVERSE ACTION APPEAL RIGHTS

Any adverse action initiated by the VFC in accordance with that company's bylaws may only be appealed by the adopted written appeal procedures of that company.

In the event the VFC does not have an adopted appeal procedure, the member shall be permitted to present his/her appeal before the voting membership at the next regular meeting.  A member may request a representative to attend the meeting in closed session as a neutral party.

Adverse actions initiated by the VFC can not be directly appealed to the RCOFD.  The individual (or VFC) may petition the volunteer firefighter association to review the procedures for policy adherence.

3.24
COMPLAINT PROCEDURES

INFORMAL PROCEDURE:

All complaints should be resolved at the lowest possible level and in the most expeditious manner.  Members with problems or concerns should first discuss them with the VFC liaison officer. If a satisfactory resolution can not be achieved by informal discussions with the liaison officer, a formal complaint may be made in writing, following the procedures below.

FORMAL COMPLAINT

The formal written complaint should briefly describe the problem and the suggested resolution.  The signed and dated complaint should be forwarded to the appropriate Battalion Chief. The Battalion Chief will provide a written response within twenty (20) calendar days after receipt of the formal complaint.

If the Battalion Chief’s response is felt to be unsatisfactory, the complainant may elevate the issue to the Division Chief.  This action must occur within fifteen calendar days of the original Battalion Chief’s response.  It must also be in writing and should include copies of the original complaint and the Battalion Chief’s response.  The Division Chief, in consultation with the Deputy Chief, will render a decision in writing within fifteen calendar days of receipt of the complaint.

If the response of the Division Chief is also deemed to be unsatisfactory, the complainant may make a final appeal to the Fire Chief.  This final appeal must be in writing and include copies of the original complaint and any subsequent responses.  All documents should be forwarded to the Chief at Headquarters.  A final decision shall be rendered within twenty calendar days.

3.25
HARRASMENT/DISCRIMINATION COMPLAINT PROCEDURES

For complaints related to instances of harassment or discrimination, the complainant may exercise any of the following options.  It is recommended that resolution be sought at the lowest possible level.

INFORMAL 

1. Meet with the offending party and discuss the problem and resolve the complaint.

2. Meet with his/her President, Board of Directors, Liaison Officer, Battalion Chief, Division Chief, or Deputy Chief as appropriate to discuss the problem and resolve the complaint.

3. Contact the Deputy Chief, Administration to arrange for a conference with a Department EEO counselor.

FORMAL

1. File a formal complaint with the Fire Chief.

2. File a formal complaint with the Department of Fair Employment and Housing.

3. File a formal complaint with the Equal Employment Opportunity Commission.

Note: if the complainant chooses to follow one or more of the informal options he/she does not loose this right to file a formal complaint.

3.26
EQUIPMENT ISSUE AND ACCOUNTABILITY

Once a volunteer recruit has completed a majority of his/her entry firefighter trainee program, the Liaison Officer may authorize the issuance of personal protective equipment (PPE).  To obtain the PPE, the CDF station liaison officer (or designate) will make an appointment with the service center for the member to be issued the PPE.  If a member cannot obtain gear from the service center because of employment conflicts or other valid reasons, the Liaison Officer will make other arrangements with the service center for the issuance of gear.  Upon issuance, the PPE will be securely stored at the station for future practical drills until the volunteer has completed recruit training (see Section 4.3). The Liaison Officer will collect and file a completed copy of the Form 51.7 “Volunteer Personnel Information”.    

Each volunteer will be personally responsible for all issued items including PPE, I.D. cards, badges, patches, name tags, signs, pagers, radios, fire shelters, and any other material or equipment.  Individuals leaving the VFC, either permanently or for a leave of absence, shall turn in all equipment and material issued or loaned by the RCOFD and the VFC.  All RCOFD/VFC equipment is to be turned in directly to the liaison officer or an on-duty company officer.  The receiving Paid and/or Volunteer Staff will then immediately inventory the items and provide a return receipt to the individual (also see Section 2.11).  Failure to return all items loaned may result in legal action.

3.27
PERSONAL HYGIENE

Due to the Department’s PPE requirements, the hazardous environment in which volunteers are required to operate and the legal requirement of the Health and Safety Code, liberal grooming standards are precluded.  Volunteer firefighters will adhere to the following standards.

1.
When a volunteer is involved in any response or Fire Department function, the hair shall not extend below the bottom of the shirt collar.  The hair must be contained under the helmet and not interfere with the proper fit of any element of the PPE.

2.
The Health and Safety Code specifically prohibits the wearing of beards and facial hair that interferes with the sealing surface of breathing apparatus by responding personnel.  The following temporary exceptions may be permitted; however, the member will not be allowed to respond to incidents but may participate in drills or other non-emergency activities:

a.
Medical reasons - this requires a doctor's statement.

b.
For locally sponsored events, for example, “western days” or holiday pageants, that includes the wearing of beards or facial hair.

3.
The personal hygiene of each member must be that of a generally accepted, clean well-groomed individual.

3.28
VOLUNTEER FIREFIGHTER APPAREL & SUGGESTED UNIFORM

Volunteer firefighter uniforms may be light or dark blue shirts (Lion uniform or equivalent) and dark blue pants (Lion uniform or 100% Cotton equivalent) and shall be of the same general style and material as the approved CDF uniform.  Each VFC, working with the appropriate Battalion Chief will select which color the VFC members will wear. A color change must be approved in advance, in writing, by the Fire Chief. The wearing of uniforms is encouraged while at the station and at VFC and Department functions. Uniforms shall not be worn in a manner or place that brings discredit to the VFC or the Department.  Those VFC’s utilizing khaki shirts (Flying Cross or equivalent) and green pants (Osh Kosh or equivalent) shall transition to blue by or on January 1 2004.

Contract cities/districts that regularly furnish or fund full uniforms for volunteers may require the wearing of uniforms when at the station or during other fire department functions.  In the event the VFC does not supply a uniform, and a member does not desire to purchase or wear a uniform, he/she shall be in clean, presentable, appropriate civilian clothing (clean shirt, long pants and shoes or boots) while at the station or representing the VFC or Department.  This includes the following requirements:

1.
Civilian or uniform dress apparel is to be neat and clean to present a professional appearance.  On uniforms, a County patch is to be worn on the left sleeve only.  A VFC patch may be worn on the right sleeve.  The patches are to be centered ½-inch below the shoulder/sleeve seam.  No other patches are to be placed on the uniform.

2.
The uniform nametag should not exceed 1” by 3” in size and should utilize a blue background with white lettering, or an optional chrome background with dark blue or black lettering.  The individual’s name shall be on the top half with the station name or number or team identity on the bottom half.  For VFCs with green uniforms, the background color shall be green or the optional chrome as noted above.  It is encouraged that members obtain a nametag with the RCOFD emblem in the far-left portion of the tag if available.

3.
The wearing of jewelry is discouraged.  Any jewelry that is worn must be conservative and not constitute a safety hazard.  Because of health and safety considerations, the wearing of body piercing jewelry is strongly discouraged.

4.
The use of contact lenses by fire-going personnel is prohibited during fire fighting operations.

5.
Volunteer firefighter badges are encouraged.  To maintain control and prevent misuse, volunteer badges should be purchased with VFC funds whenever possible. A Level 1 VFC shall determine the type and style of badge for their company and have it approved by the Fire Chief.  Volunteer Firefighter badges are not to be worn by CDF personnel.  Volunteer fire company administrative officer badges are permitted (e.g. President, Vice President, Secretary, etc.).  Administrative badges shall only be worn during company administrative functions (meetings, fundraisers, etc.).

6.
Volunteers are authorized to wear collar brass, silver in color, round, button-type to be worn on each collar of the uniform shirt, in a manner as outlined in RCOFD policy.



The following are approved collar brass (double horn for Vol. Captain not shown):
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STANDARD BADGE:
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3.29
VFC PATCHES/LOGOS AND HATS

Each VFC may design and adopt its own VFC patch/logo. The Fire Chief must approve the basic design of the patch/logo.  The patch/logo may also be utilized for a company baseball style hat. If the company has not identified a VFC hat, each member is encouraged to utilize the adopted RCOFD hat whenever a hat is to be worn with the uniform.

3.30
PUBLIC REPRESENTATION

The VFC and/or its individual members are not authorized to speak for RCOFD/CDF or represent a position that is related to the policies, operations, or internal affairs of the Fire Department. As the general public does not always know who is authorized to speak for a public agency, and may assume that a position represented by a VFC or member is a position of the Riverside County Fire Department, it is mandatory that no such action be taken by any VFC or member without prior Department authorization.

Official CDF or RCOFD decals shall not be placed on any private vehicle.  Volunteer firefighter personal vehicles may display a fire department identification plate. The plate shall only identify the VFC name.  It must not indicate Riverside County or CDF as the name. In order to maintain control and prevent misuse, the VFC is encouraged to purchase and control such plates.

3.31
FUND RAISING AND VFC DUES

In an effort to maintain positive relations with the community served, VFC’s are encouraged to consider conducting annual Open Fire-House events, and in order for VFC’s to purchase, maintain and replace VFC apparatus and equipment, VFC’s may conduct VFC benefit dinners, breakfasts, direct mail fund raising letters and other appropriate fund raising activities.  All fund-raising programs by volunteer companies shall be identified as such, without involving the name or logo of RCOFD or 

CDF.  It must be clear to potential donors and the general public that volunteer fund-raising is to provide local services and/or equipment not provided by the State, County, City or district.  In order to achieve the aforementioned all new fund-raising activities must be reviewed by the fire chief or designee. The VFC will maintain the approval letter at the station level.  VFC’s must meet any State or County regulations controlling the solicitation of donations, including acquiring necessary permits.

Volunteer fire companies that are within contract cities, and are directly or indirectly funded by the contract city may have additional fund raising regulations due to political considerations.  The Fire Chief will notify each company, in writing, as to the type of regulations, if any.

Excluding corporations or foundations with headquarters located outside of the county or state, Volunteer fire companies may not solicit funds outside their service area without approval of other affected VFC’s and notification to the Battalion Chief.  VFC’s shall not solicit monetary donations in incorporated cities not under contract with RCOFD without approval of the Chief.  VFC members who are employed by, or stockholders of, businesses that offer employee or shareholder “designated charitable giving” programs are free to designate a recipient of their choice.

Unincorporated VFC’s may adopt annual or monthly VFC membership dues, if approved by two-thirds of the membership. Incorporated VFC’s may only levy mandatory membership due’s if so authorized by the articles of incorporation or bylaws (CC 5351). VFC's are encouraged to develop policies for members claiming a hardship.  It is not permissible to mandate members to contribute any portion of compensation paid. Dues may not be collected for any maintenance, repairs or purchases of items that only benefit the RCOFD.   VFC’s are prohibited from charging or billing any business or individual for any emergency or Public Service Assist type of service.

3.32
PAY POLICY GUIDELINES


1.
MOVE UP AND COVER ASSIGNMENTS - FIRES (OVER 30 MINUTES)


A.
Volunteer Engine - A maximum of two volunteer firefighters and one volunteer engineer may be paid per unit while assigned to cover a station other than their own. This includes standby time at station.


B.
County or State Engine with Paid Personnel - A maximum of two volunteer-firefighters may be paid per unit while assigned to cover a station other than their own (see CDF policy for out-of-county covers on State engines).  This includes standby time at station.


C.
Volunteer Squad - A maximum of one crew leader and two volunteer firefighters may be paid, if ordered by the ECC, to move up to cover another station other than their own.


2.
HOME STATION COVER ASSIGNMENT - FIRES (OVER 30 MINUTES)


A.
Volunteer Engine - A maximum of two volunteer firefighters and one volunteer engineer may be paid per unit while covering their own station.  This includes standby time.


B.
County or State Engine with Paid Personnel - no volunteer firefighters will be paid unless ordered by ECC or Battalion Chief.


C.
Volunteer Squad – Under special circumstances a maximum of one crew leader and two volunteer firefighters may be paid, if ordered by the ECC.


3.
EMERGENCY ASSIGNMENT - FIRES (OVER 30 MINUTES)


A.
Volunteer Engine - A maximum of one volunteer engineer and three volunteer firefighters per responding unit.


B.

Volunteer Squad, Breathing Support & Water Tender - A maximum of one volunteer engineer and two volunteer fire fighters may be paid for all fires. Water Tenders - A maximum of two volunteer operators will be paid to facilitate twenty-four hour coverage.


C.
County or State Engine with Paid Personnel – A maximum of two (2) volunteer firefighters may be paid, per responding unit, for all fires to maintain a four-person engine company.


D.
Large or complex fires requiring additional staffing beyond that outlined above must be authorized and justified by the Incident Commander, with notification to the Battalion Chief and, if warranted, a note attached to the FC-42.


E.

If necessary, up to one hour may be paid upon return to the station to clean and service fire apparatus and/or to complete required fire report documents.  If extensive time is required for the cleaning operation, the Station Liaison may authorize additional time.


F.
Unnecessary staffing will be immediately released or compensated at appropriate rates.

4. ALL OTHER EMERGENCIES – Normally, volunteer firefighters are not paid for other non-fire emergency responses.  Occasionally, on extended emergency incidents (floods, earthquakes, etc.) pay may be authorized by the Battalion Chief when units are to be committed in excess of three hours.  Authorization with justification signed by the Battalion Chief must accompany the FC-42.

5. Only the volunteer FAE or Lieutenant operating the engine, squad or rescue will be paid at the FAE rate (see Sections 4.2 and 4.8.) 

6. Volunteer water tender operators will be paid at rates based on the type and size of the vehicle.  Only the operator that is responsible for the Water Tender is paid at the appropriate EW rate.

7. CDF emergency worker rates will be used as the basis for payments (see Section 4.2).  This would include outside agency requests processed by the ECC for VFC personnel.

8. Volunteers will not normally be paid for training, engine movement, or other administrative activity.  Under some circumstances, volunteers may be compensated for special activities. In these instances, the Battalion Chief must approve payment in advance.

9. In those cases where apparatus is to be in service for an extended period, the number of individual volunteers receiving compensation may exceed the maximum numbers shown above as long as the maximum number is not exceeded at the same time.  This will allow for adequate coverage of the unit for the duration of need by splitting or rotating shifts.

3.33
INSURANCE/LIABILITY

In exchange for the VFC providing services within the cooperative framework, all VFCs and volunteer firefighters shall be provided general liability and hold harmless protection by the County of Riverside and insurance for Director & Officer coverage, property damage and public liability when conducting the business affairs of the VFC and/or when operating RCOFD or VFC vehicles, ancillary tools and equipment in compliance with RCOFD policies and regulations. (Incorporated VFCs refer to CC Section 5047.5).  Liability for damage suffered to VFC-owned apparatus or equipment assigned to emergency incidents rests with RCOFD unless such damage is the result of negligence on the part of the VFC or its members.  The VFC agrees to obtain and maintain automotive insurance coverage for VFC owned apparatus and enforce safe driving practices and policies at all times (see section 5.8). 

Privately owned vehicles being operated by Volunteers responding to emergencies are not covered by any County automotive insurance.  Volunteers are subject to all laws regarding the operation of motor vehicles in the State of California.

3.34    VOLUNTEER SUBPOENA/DEPOSITION

As volunteers are considered authorized agents while performing firefighter duties of the Department, it is RcoFD policy that any subpoena to be served upon a volunteer for fire service related items must first be processed through the RCOFD Fire Prevention Section.  The Dept. will compensate volunteers for such appearances at the highest rate they are authorized (see Section 4.2.)  If the volunteer is to be reimbursed by litigants counsel, the volunteer will not be paid by RcoFD.

3.35
PURCHASE OR DONATION OF EMERGENCY EQUIPMENT

Prior to the purchase of any emergency warning light, siren, new or replacement fire or rescue equipment from VFC funds, excluding standard replacement items and miscellaneous supplies, the Battalion Chief is to be notified in writing of such intent so that approval will be obtained from the Division Chief, Fleet Manager and the Fire Chief or designee.  The VFC agrees to comply with the department requirements for the standard exterior color and reflective striping on VFC owned emergency apparatus.  The lettering on VFC apparatus shall reflect the proper name of the VFC and may include a VFC logo, or if none, may utilize the Riverside County raincross logo.

No donated fire/rescue equipment is to be placed in service until approved by the Fire Chief or designee. All equipment must meet RCOFD standards.  Because the County often puts equipment on volunteer owned vehicles, requests for approval of said equipment must be submitted in advance for budgeting purposes.

3.36
ACCOUNTABILITY OF EQUIPMENT

All VFC owned equipment will be identified by company name or number. The volunteer company is responsible for the security, maintenance and annual April inventory of all VFC owned and/or operated vehicles and equipment (see 5.4)

3.37
STORAGE OR RELOCATION OF VFC EQUIPMENT

Placement or storage of VFC purchased or donated equipment in the fire station will be coordinated through the station manager.  Station use and storage space needs require that approval and planning occur before such equipment is brought to the station. Once such equipment is placed or stored in its approved place (including on specific apparatus), no VFC member or RCOFD/CDF Paid and/or Volunteer Staff shall relocate said equipment without consulting the appropriate VFC officer (for VFC equip) or Liaison Officer (for RCOFD equip).  In the event a VFC has difficulties during specific time frames covering certain apparatus that carries specialized rescue tools/equipment, the VFC at its option, may elect and is encouraged to allow certain tools/equipment to be temporarily loaned/placed on other covered apparatus at the station until the VFC responded apparatus is covered (hard or soft).  Excluding emergency responses outside of the PRA, tools and equipment obtained with CDBG funds shall normally remain housed at the fire station serving the designated community for the normal and useful life of the tools and equipment.  
3.38
COUNTY ACCEPTANCE OF VOLUNTEER EQUIPMENT

Requests for donation, purchase or lease of any volunteer equipment by the County must be submitted for approval, by the Chief, in writing through channels, with clear description of each item.

3.39
ELECTION OF OFFICERS

All elected officers of the VFC must be elected annually by January by 50% +1 (or more) of the voting membership, or as outlined in the VFC bylaws (Incorporated VFC’s also refer to CC 5210-5227).  The VFC shall inform the County Fire Chief through channels, nearby companies and the appropriate volunteer firefighter association of the names of the elected officers.

CHAPTER IV

TRAINING

4.1
GENERAL

All volunteer fire companies within the Riverside County Fire Department shall utilize the Department's standardized certification and training program for volunteer firefighter certification(s).

No fees will be charged for Department-mandated training for volunteer firefighters.  The cost of optional certificates and credits (e.g., State Fire Marshal or college credit) will be the responsibility of the individual volunteer.

4.2
TITLES/RANK/PAY

All volunteers must meet the Department standard before advancing to the next certification level. The program has eight (8) rank levels and four (4) levels of Emergency Worker (EW) non-civil service-pickup labor compensation.

VOLUNTEER RANK/CERTIFICATION TITLE


PAY LEVEL

Recruit (R)







(Non Responding)

Trainee Firefighter (FF-T)





EW-I

Certified Firefighter (FF-C)





EW-II

Cert. Firefighter/Crew Leader (FF-CL)



EW-II to EW-III

Cert. Pump Operator/FAE Trainee (CPO)



EW-III

Fire Apparatus Engineer (FAE)




EW-III

Lieutenant (Lt.)






EW-III to EW-IV

Captain (Capt.)






EW-IV

SPECIALIZED OPERATIONS TITLE



PAY LEVEL

2-Axle Water Tender Operator




EW-III

3-Axle Water Tender Operator




EW-IV

M.E.O.C. Technical Specialists




EW-I to EW-IV

Breathing or Incident Support Oper.




EW-II to EW-IV

Training-Section Instructor





EW-I to EW-IV

Crew Bus Driver






EW-VI

ECC-Section Message Center Clerk/Dispatcher


EW-II to EW-III

4.3
VOLUNTEER RECRUIT (R)

As identified in Section 2.7, an applicant shall be considered a "Recruit" until such time as he/she successfully completes each item on the RCOFD Trainee Firefighter certification checklist (RCO Form 48.2).  Volunteer recruits shall not be allowed to respond to emergencies.  Upon completion of all items on the FF-T checklist, excluding the Emergency Medical First Responder program, the "Recruit" shall then be considered qualified as a Volunteer Trainee Firefighter.

4.4
VOLUNTEER TRAINEE FIREFIGHTER (FF-T)

Trainee Firefighters with no EMS certification are allowed to respond to emergency incidents on Fire Apparatus with at least two other EMS qualified Volunteer or paid Firefighters.  In order to respond on emergency medical calls as the second crewmember on an Engine/Squad/Rescue, the Trainee Firefighter shall have successfully completed Emergency Medical First Responder and Cardio-Pulmonary Resuscitation (CPR) or Emergency Medical Technician (EMT) courses.  These courses should be completed as soon as possible, during or after completing the recruit firefighter training. Non-EMS Trainee Firefighters may however respond as the second Crew Member on Water Tenders and/or Incident Support/Breathing Support Units.  Once Trainee Firefighter certification has been received a FF-T may respond in a private vehicle to incidents, other than EMS and Hazardous Materials Incidents, in their station’s local response area, if in accordance with their VFC policy. The department encourages all Volunteer firefighters to respond to working fires in their roll area.
Trainee firefighter status shall be revoked if any of the following courses are not successfully completed within one year of starting the FF-T training: the Emergency Medical First Responder and CPR (or EMT) and Hazardous-Materials – First Responder Operations (FRO).  The helmet of a Trainee firefighter, with or without medical training, shall be identified with a green "T" placed on the helmet per Department policy.

Personal protective clothing, communications and fire equipment shall not be taken home until the Trainee Firefighter certification has been completed (also see section 3.26).

The Volunteer must successfully complete each training task of the trainee firefighter checklist within one (1) year after the training has started in order to receive RCOFD certification.

4.5
CERTIFIED VOLUNTEER FIREFIGHTER (FF-C)

Upon successful completion of the training tasks outlined in the trainee firefighter program, trainee firefighters are encouraged to immediately begin the certified firefighter training program. Each Trainee-FF must have one year of service from the time of the first test taken before the CERTIFIED Firefighter position is awarded. The VFC membership and CDF Liaison Officer may jointly waive the one-year requirement if the member has had previous fire fighting experience.

Certified firefighters will be taught advanced firefighter skills necessary for most emergency incidents. Each training task of the certified firefighter checklist (RCO Form 48.3) shall be successfully completed by the student within two years after the training has started in order to receive RCOFD Firefighter certification. Should the student fail to complete these training tasks within the allotted time frame, the expired tasks shall be repeated.

These are Department standards for vehicle operation. Volunteer personnel operating emergency vehicles shall comply with the California Vehicle Code and the Department of Motor Vehicle regulations and RCOFD policies. Operator qualifications for VFC owned equipment shall be identified in written VFC policies and procedures. Standards for RCOFD equipment operator qualifications shall generally remain the same, for like equipment, throughout the Department.

Certified firefighters may drive a CDF, RCOFD or VFC-owned vehicle (Squad, ambulance, rescue or support unit) Code-2, non-emergency response, under the following conditions:

1.
The firefighter must possess a valid First Responder/CPR or EMT card.

2.
The firefighter must possess a current defensive driving card.

3.
The firefighter must have completed the "Certified to Operate the Following Apparatus" Form RCO 51.2A.  (The original shall be retained at the Division Chief’s Office with a copy returned to the station for file.)

4.
The firefighter must have received Unit Chief approval for State-owned CDF vehicles.

5.
The firefighter must have received Battalion Chief, Liaison Officer and VFC approval (per VFC bylaws) for VFC-vehicles, including insurance company notification.

6.
Ambulance drivers shall be EMT-1A trained and possess a valid DMV ambulance certificate. A copy of the certificate to be on file with the VFC and the Liaison Officer’s station files.

7.
A copy of valid driver’s license with appropriate endorsements for the type of vehicle to be operated shall be on file with the VFC and the Liaison Officer’s station files.

The Department allows, with VFC approval, the participation of those individuals who elect to respond only on Water Tenders, Breathing Supports or to medical emergencies only, due to personal preference, age or other reasons, provided the medical training requirements have been met and safety gear is worn on emergencies.

4.6
CERTIFIED VOLUNTEER FIREFIGHTER/OPERATOR~CREW LEADER (FF-CL)

After completion of training in the certified firefighter program, a member may seek certification to operate a VFC or RCOFD squad, ambulance, rescue, incident support, water tender or breathing support vehicle, if any. This would normally be the first step in accepting the responsibilities of an emergency incident crew leader.  Each training task of the certified firefighter/operator-crew leader checklist (RCO Form 48.5) shall be successfully completed by the student (see 4.11.1 and 4.11.2 for WTO and BSO operator qualifications).

The minimum Department operator standards are identified in Section 4.5.  Additional station level training and supervision must be given for Code-3 driving requirements; emergency incident management and communications simulator training and FC-33 and rescue report completion procedures, as applicable.  

The minimum age requirement to respond any emergency vehicle shall be eighteen (18) years of age.

4.7
VOLUNTEER CERTIFIED PUMP OPERATOR/TRAINEE FAE (CPO)

Prior to certifying at this level, the individual shall have successfully completed Certified Volunteer Firefighter (FF-C). All applicable requirements of Section 4.4, 4.5 and 4.6 shall be met, as this is the first level of certification for the Volunteer Fire Apparatus Engineer program. The CPO training can begin when a volunteer is a FF-C and FF-CL.

The following Certified Pump Operator (CPO) checklist (RCOFD Form 48.6) training tasks must be successfully completed at the station level or at the FAE/Driver Operator Academy in order to qualify for certified pump operator (CPO): Vehicle maintenance, hydraulics and pump procedures.


In addition, the student must meet the pumping standards outlined in the Company Performance Standards program. The student, in brief, shall successfully function in the capacity of a pump operator only, for five drills: Forward hose lay and preconnect; reverse lay (soft suction); Deck gun wet drill with supply line; Wildland hose lay (1-1/2"); Forward lay with attack line (2-1/2" and larger attack line). Once the student has met the above listed criteria, the individual can operate the pump on his/her own.  Qualified CDF personnel or an authorized volunteer FAE will do pump operator testing and driver training.  For training purposes, a CPO may drive Code-3 under the direct supervision of qualified CDF personnel or an authorized VFC FAE.  See Time Frame Chart following Section 4.22.

4.8
VOLUNTEER FIRE APPARATUS ENGINEER (FAE)

Prior to certifying at this level, the individual must have served six months as a Certified Firefighter, with FF-CL certification if your station has a support vehicle, and successfully completed the Department's Volunteer FAE/Driver Operator Academy within the last twelve months. See Time Frame Chart following Section 4.22. All applicable requirements of Sections 4.4, 4.5, 4.6 and 4.7 shall have been met. Each applicant must complete the items outlined in the Engineer certification checklist (RCOFD Form 48.4). Except for hardship cases as approved by the Division Chief, all prospective FAEs shall attend the Department’s Volunteer FAE/Driver Operator Academy and simulator for FAE certification.

After completion of the Engineer certification checklist (RCOFD Form 48.4), the new engineer shall serve a six-month RCOFD probation period. All rights, responsibilities and pay rates will be identical to non-probationary engineers. Prior to completion of the probation, the new engineer must have passed the fire simulator evaluation and completed Basic-ICS-200. During the probation, the new vol. FAE will make every reasonable attempt to respond with a qualified FAE.

The CDF liaison officer will attempt to make arrangements, whenever possible, to allow Volunteer FAEs to drive/operate the first roll engines.  This should be done in order to maintain proper Volunteer FAE/Crew Leader and Incident Commander skills while under the supervision of Department personnel.  A Volunteer FAE responding and operating a fire engine, squad, breathing/lighting support, incident support, or two-axle water tender at a fire shall be paid at the EW-III rate.

4.9
VOLUNTEER LIEUTENANT (Lt.)


Each Station is authorized one Volunteer Lieutenant position.  Prior to certifying at this level, the FAE must have served for a minimum of three (3) active years as a RCOFD-Volunteer FAE and for a total of six active years as a RCOFD Volunteer meeting all the certification checklist requirements.  It must be clearly understood this is a position that requires sound leadership and management skills, as well as a good working knowledge of RCOFD policy and VFC bylaws and procedures.  The Lieutenant(s) must be able to maintain a good, cooperative working relationship with the Battalion Chief, Liaison Officer, and volunteer firefighters.

The Volunteer FAE shall apply for the position through the normal chain of command.  The Liaison Officer and Battalion Chief will attach their recommendations to the completed application and forward it to the Division Chief.  The Division Chief will then forward the application to the Deputy Chief for review and approval with the Chief.  The duties of a Lieutenant may include the basic supervision of routine operations of VFC firefighters at the local station level, as identified in Chapter-V, Operations.  The Chief may also require annual attendance at advanced training courses.  On emergency operations, Volunteer Lieutenants will be paid in accordance with Section 3.32.

4.10
VOLUNTEER CAPTAIN (Capt.)


The Chief of the RcoFD may elect to promote qualified Lieutenant’s to the rank of Volunteer Captain at the Chief’s sole discretion. The position and appointment of Volunteer Captain(s) will be on a case by case basis, whereby departmental needs for the utilization of this position are identified.

4.11
VOLUNTEER SPECIALIZED OPERATOR POSITIONS

The specialized operator positions in the following sections represent the important expanded and in depth role that volunteer firefighters play in serving this County. The certification and training requirements for each position are identified in each section. Each of these specialized equipment programs may have a volunteer FAE, Lt. or Capt assigned to assist Fire Department personnel in the coordination of the equipment maintenance and coverage programs (see 5.6). Specialized equipment owned by a VFC may be subject to internal VFC/station procedures and bylaws.

4.11.1
VOLUNTEER WATER TENDER OPERATOR (WTO)

A volunteer may become a Water Tender Operator (WTO) after completing the following requirements:

1.
At minimum, meeting Vol-Firefighter Certified qualification (see Section 4.5).  A Vol-Firefighter-T with significant and verifiable experience operating similar heavy equipment (including cement truck, tractor-trailer truck, or dump truck) may, with the approval of the Station Manager and VFC President, seek approval from the Battalion Chief to complete all other Water Tender Operator training and become a WTO.

2.
RCOFD vehicle maintenance procedures training,

3.
Possession of a valid driver’s license as required by law for the vehicle being operated (at minimum a DMV permit to attend WTO training at the training center).

4.
Completed Water Tender Operator (WTO) training (approx. 16 hours) for the type/size of water tender to be operated, and agree to serve a six month probation.

5. 
Current and former Volunteer FAE’s or WTO’s, and retired career fire company officers, who desire to only train, cover, and respond exclusively on Water Tenders, need only be listed on a VFC workers comp. roster, maintain CPR and First Aid for support personnel, defensive driving and participate in three (3) hours per month of water tender training and/or maintenance. These operators will be limited to Code-2 vehicle operations. In the event such an operator seeks to respond on other fire apparatus, he/she will need to meet and maintain all other requirements typical for volunteer firefighters.   

Qualified Volunteer Water Tender Operators from nearby stations are encouraged to be utilized to provide additional coverage for RCOFD water tenders. The department may elect to form and utilize water tender operator teams (within cooperating VFC’s, including the Riverside County VFC), supervised by a volunteer Lieutenant, volunteer Captain or paid employee.
4.11.2
VOLUNTEER BREATHING SUPPORT OPERATORS
Due to the specialization of these type units each breathing support unit should have a team coordinator (paid or Volunteer) approved by the Battalion Chief or his/her designee.  An operator-training program shall be successfully completed by those who are going to be operating breathing support units.
The appropriate training requirements of Section 4.5 and/or 4.6 shall be met. Current and former Volunteer crew leaders, and retired career fire company officers, who desire to only train, cover, and respond exclusively on Breathing Supports, need only be listed on a VFC workers comp. roster, maintain CPR and First Aid for support personnel, defensive driving and participate in three (3) hours per month of Breathing Support training and/or maintenance. These operators will be limited to Code-2 vehicle operations. In the event such an operator seeks to respond on other fire apparatus, he/she will need to meet and maintain all other requirements typical for volunteer firefighters. The VFC and the Department may also utilize qualified Volunteer Breathing Support Operators from nearby stations for additional Breathing Support Operator coverage.  The department may elect to form and utilize Breathing Support Operator teams (within cooperating VFC’s, including the Riverside County VFC), supervised by a Vol. Lieutenant, Vol. Captain or paid employee.
4.11.3
VOLUNTEER CREW BUS RELIEF DRIVERS.

Volunteer firefighters may qualify to operate Department crew carrying vehicles (CCV) and may be called upon to serve as relief drivers during fire incidents. The Department’s Operations and Training Sections shall identify the qualifications, duties and procedures for this position.  A Team coordinator will be designated by the Deputy Chief(s), Operations and be utilized to coordinate participants and ensure they are properly trained and licensed.  VFC members interested in the position should contact the Team coordinator.  At a minimum, members must posses a valid California Commercial Drivers License or Firefighter Restricted License with all of the appropriate endorsements.

4.12
EMERGENCY OPERATIONS SUPPORT TEAM(S) - ADMINISTRATION

The County Fire Chief has authorized the utilization and organization of non-fire suppression support teams.  Support teams are organized within the administrative structure of the approved Level -2 VFC (see Section 3.3).  Individuals serving on a support team must be enrolled in the membership of a Level-1 or Level-2 VFC.

Support teams may be utilized and designated for the Emergency Command Center (ECC), Mobile Emergency Operations Center (MEOC), Emergency Services Division/Emergency Operations Centers (ESD/EOC) and Training Section duties and other specialized equipment teams.  These teams may each have a volunteer lieutenant or team leader.  Nominations for appointment to these positions shall be submitted through channels to the appropriate Deputy Chief for approval.  A Department Paid and/or Volunteer Staff shall be designated as the administrative liaison for each team.  Internal team policies and procedures must comply with the volunteer policy manual, the bylaws of the governing VFC and be approved by the County Fire Chief prior to implementation. Team training/participation shall not substitute for basic station level training, responding and maintenance requirements for active (firefighter/engine company) members.

4.13
EMERGENCY OPERATIONS SUPPORT TEAM(S) - FUNCTIONS

Emergency Command Center- Applicants shall forward an RCOFD Volunteer Application to the ECC for consideration.  Members must have good reading/writing and computer skills.  The ECC Chief shall identify the duties, internal training and certification for advancement within this team.

Mobile Emergency Operations Center- Applicants shall forward an RCOFD Volunteer Application to the team liaison, Vol. Lieutenant, Vol. Captain or team leader for consideration.  Members must have completed ICS-100 to apply, and successfully completed ICS-200 and ICS-248 prior to advancement. Technical Specialists shall be trained and capable of providing various ICS sectional support duties during Incident Base/Incident Command Post operations.

Emergency Services Division - Applicants shall forward an RCOFD Volunteer Application to the appropriate (Riverside or Indio) team liaison, Vol. Lieutenant, Vol. Captain or team leader for consideration.  The Emergency Services Division Chief shall identify the duties, internal training and certification for advancement within this team.


Specialized Equipment Teams- Applicants see 4.11.1 and forward an RCOFD Volunteer application to the team liaison, Vol. Lieutenant, Vol. Captain or team leader for consideration. 

4.14
VOLUNTEER TRAINING ASSISTANTS OR INSTRUCTORS

The RCOFD Training Section may utilize qualified or credentialed volunteer firefighters to teach or assist with various Department training programs.  The Training Section may also recommend the appointment of a Vol. Lieutenant or Vol. Captain position through channels to assist the Department's Training staff with various tasks.

4.15
DRIVERS LICENSE CHECK PROCEDURES

The Battalion Chief is responsible to see that a driver's license check is completed prior to allowing any individual to drive any equipment, State, County or VFC.  A recheck may be made at any time necessary, as determined by the Battalion Chief.  The Battalion Chief will submit a request for a driver's license review check (for vehicle drivers), along with the Form RCO-51.2A (Certificate to Operate) to the Division Chief. The Department will pay for annual DMV checks for all volunteer fire fighters who are required by the Department to possess a commercial driver’s license.  The Division Chief will notify the Battalion Chief if there are any problems with the validity of the driver's license.  A VFC roster will be maintained at each station with the driver's license expiration date verified monthly.  Volunteers may, at their own option, pay for any additional DMV checks.

4.16
VFC/STATION LEVEL TRAINING

VFCs may establish a training coordinator position.  Each VFC Training Coordinator shall work with the liaison officer, as well as the Vol. Lieutenant or Vol. Captain, and VFC President to develop on-going training programs.  The VFC membership shall identify, as outlined in VFC bylaws, appropriate monthly training days/nights so that all active members have the opportunity to attend scheduled training or makeup training.  A VFC FAE, Lieutenant or Captain will normally supervise VFC training drills in the absence of the liaison officer. The VFC Training Coordinator will be selected in accordance with VFC bylaws and approved by the liaison officer.

4.17
MINIMUM VFC TRAINING

All active volunteer firefighters shall participate in at least three hours of emergency operations training each month.  Emergency incident responses (except as outlined below) and vehicle maintenance will not be considered as meeting the required minimum monthly training.  The following adverse actions will be taken for failure to meet this requirement during any calendar year:

First Monthly Failure:


No adverse action, Notification to volunteer only.

Second Monthly Failure:

Letter of Warning.

Third Monthly Failure:

30-day suspension from active/responding duty.

Fourth Monthly Failure:

Termination from Volunteer Firefighter status.

It is the responsibility of the VFC, through the VFC’s elected officers, to enforce these procedures.  The liaison officer shall ensure that this procedure is followed.

If a volunteer is committed to an emergency incident during a previously scheduled station level training event, and the member cannot make up the training before the end of the month, the member shall be permitted to list the tasks performed at the incident for training purposes.  Members may take credit for appropriate training received from other sources with the approval of the liaison officer and the VFC training coordinator.  This will not normally include on-duty experiences from regular employment outside the Department.

The following topics of review must be offered to, and completed by, all active members each year, unless otherwise noted below:

1.
Breathing Apparatus (BA) review, with required Respiratory Protection Program fit test.

2.
Fire line safety – Review of the “Ten Standard Fire Fighting Orders”, the “Eighteen Situations that Shout ‘Watch Out’” and need for (L)ookouts, (C)ommunications, (E)scape Routes and (S)afety Islands.

3.
Hazardous Materials, per training section requirements.

4.
Medical recertification (as needed).

5.
Personal Protective Equipment (including fire shelters) inspection, deployment and review.

6.
Defensive driving and drivers’ licensing requirements (as needed).

7.
RCOFD Company Performance Standards.  See RCOFD Standard Operating Procedures Manual for details.

4.18
STATION LEVEL INSTRUCTORS

Volunteer firefighter instructors for, station level training must be approved by the liaison officer.  Liaison officers will, whenever possible, utilize these qualified volunteer firefighters to instruct various portions of the volunteer firefighter training curriculum.  This will allow them to retain their basic firefighter techniques and procedures as well as to allow them to take part in the development of the company.

4.19
CHALLENGE TEST PROCEDURES

An individual applying for Riverside County VFC membership, who has prior fire fighting experience with an organized fire department and can provide supporting documentation to the Department, may challenge any of the training tasks and request a waiver of the minimum time frames in any of the Riverside County Fire Department's volunteer firefighter checklists.  If the applicant successfully completes a challenge, then credit is to be awarded for that training task.  However, before an individual can qualify as a certified volunteer trainee firefighter or higher rank, the applicant must read the following:

1.
CDF Training Handbook(s)/manual(s).

2.
RCOFD Volunteer Operating Policy Manual.

3.
VFC Bylaws, VFC procedures and VFC Policy Book.

4.
Station Cover Crew Guide.

5.
RCOFD Highway Safety Plan.

6.
RCOFD Injury and Illness Prevention Program (Safety) Manual.

Should the individual fail the challenge exam for a specific training task, then the individual shall receive training for that subject prior to retesting.  Once an individual has successfully completed each level of certification, the RCOFD checklist will be submitted as required.

4.20
EMERGENCY MEDICAL CERTIFICATION

In accordance with County policy and State law, all volunteer firefighters shall obtain a current emergency medical (First Responder/CPR or EMT) certification within one year of becoming a volunteer firefighter.

In the event a firefighter fails to meet this requirement, he/she shall be removed from active firefighter status and all gear and equipment shall be returned to the station. The VFC shall either place the member in auxiliary status or terminate his/her membership, as outlined in Sections 2.11, and 3.19 through 3.23. and in accordance with VFC Bylaws.

Once a volunteer firefighter has passed the one-year period and his/her medical certification expires, the member shall discontinue responding as a volunteer firefighter effective the date of expiration.  Once the volunteer has successfully passed the appropriate medical training, he/she may begin responding.  The member need not await the arrival of the certificate in order to begin responding, provided the liaison officer has confirmed successful completion.

The Department will provide training in First Responder, CPR and Automated External Defibrillation.  In order to encourage members to seek additional training, the Department will also pay the County EMS/EMT certification fee.

While performing in the capacity of volunteer firefighter, volunteers may provide medical assistance up to the level of EMT-1 (D) or First Responder  (D) based upon level of training received. With the arrival of a paramedic ambulance, volunteers may continue to provide assistance up to the EMT- 1 or First Responder levels, as trained, under the direction of the ambulance paramedic. Under no circumstances shall RCOFD volunteers provide assistance at the paramedic level when responding as a volunteer firefighter.

4.21
ADDITIONAL CERTIFICATIONS


The department agrees to provide Department approved instructors for Hazardous Materials – First Responder Operational, Auto Extrication, Defibrillation, Communicable Disease Awareness, Defensive Driving, FAE Driver/Operator Academy, and any other required certification classes at no cost to the volunteer firefighter.

4.22       TIME FRAME CHART (see next page)
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CHAPTER V

OPERATIONS

5.1
GENERAL OPERATIONS

General operations (or administrative operations) of a VFC are those items which must be conducted according to applicable Department policy, as identified in this manual and appropriate sections of the RCOFD policy manual.

5.2
LOCAL SUPERVISION

The CDF/RCOFD station manager is responsible for the day to day operation of the station. The station manager shall ensure all VFC members comply with the applicable rules and regulations of the RCOFD.  The VFC President and/or Lieutenant/Captain may assist the Battalion Chief and station liaison officer in the supervision and implementation of said operational policies and procedures.

In order to maintain a harmonious relationship, all station level officers (career and volunteer) shall maintain a free flowing system of two-way communications.  Concerns or questions over operational supervision not addressed in this manual can be directed to the appropriate Battalion Chief and Volunteer Firefighter Association for clarification and procedure.

5.3
GENERAL STATION PRACTICES AND PROCEDURES


1.
The station manager shall be responsible for maintaining a clean, safe and professional looking station. The VFC officers will assist in ensuring that all members help to achieve and maintain this standard at all times.


2.
Each staffed station will have a station manager’s operations/cover crew guide developed by the station manager.  Volunteers will reference this guide for standard cover procedures and/or the daily routine of station operations.  The VFC secretary will maintain a current name, rank and phone roster of the VFC in the guide.  All items contained in the guide that relate to the volunteer program must comply with the requirements of this manual and not be in conflict with VFC bylaws approved by the RCOFD.


3.
All volunteer crew leaders will be instructed in the proper procedures of completing fire and rescue information forms, FC-33’s, daily equipment checkout lists, including SCBA’s, and making entries in the station log.


4.
All station managers will maintain a current FC-42 for each volunteer at the station for each pay period.  The VFC officers will assist the station manager with the FC-42 forms.


5.
Active volunteers are permitted and encouraged to sleep at their station whenever reasonable. The VFC President will assist the station manager in developing the guidelines for a VFC sleep-over program that will be included in the station manager’s operations/cover crew guide.  


6.
At unstaffed stations, the volunteer lieutenant. and/or VFC president or designee shall supervise station operations when the liaison officer is not in attendance.  The VFC officers shall forward to the liaison officer all appropriate monthly reports and requisition requests.


7.
During practical training exercises, the liaison officer shall be the supervising officer. The ranking VFC crew leader shall assist as needed or supervise in the absence of the liaison officer.


8.
All firefighters will be taught the proper procedure for answering the station phone.  For example, "Riverside County Fire Department, Station 98, Engineer Smith" or for CDF/RCOFD stations, "CDF-County Fire, Station 98, Engineer Smith."  Contract city or district stations will utilize approved procedures as identified by the Battalion Chief and approved by the Chief.  All certified firefighters and above will be taught the proper procedures for using Fire Department radios and the correct use of clear-text.  The station manager may consult with the VFC president to determine which officers should be taught the proper use of the fire station computer.


9.
Volunteers will be instructed in appropriate station security measures, including the proper manner to gain access to the station and securing the premises before leaving.  Emergency response vehicle operators (Volunteer FAE's, FF-CL 's, Breathing Support Operators, Water Tender Operators) will be issued appropriate keys.

5.4
INSPECTION & MAINTENANCE OF EMERGENCY EQUIPMENT

General condition inspections will be required at least twice each month by the VFC.  All Volunteer owned vehicles that respond to incidents will be maintained according to CDF 6805 Mobile Equipment Maintenance Procedures.  All of these vehicles must have a 6805 Maintenance Book in the vehicle with all inspections and maintenance up to date.  Units that do not meet these criteria will be placed out of service and shall remain out of service until brought into compliance.  All active members are required to participate in general maintenance or inspections, in accordance with VFC policy.  A specific inspection program shall be established by the VFC membership. This may typically include the VFC assignment/election of an administrative "Apparatus Officer" to supervise the maintenance/repair of VFC owned equipment/apparatus (also see 3.35, 3.36 & 3.37).   This officer must maintain a current defensive driving certificate to drive VFC owned apparatus, which shall display it is Out Of Service if the officer is not crew leader qualified.

VFC-owned fire/rescue equipment (including VFC owned equipment/tools placed on RcoFD apparatus) shall be inventoried during April of each year, with proper documentation maintained.  The VFC shall forward, through channels to the Chief, a single page asset summary report, indicating the approximate replacement value of all such equipment owned by the VFC.

5.5
CREW ASSIGNMENTS

Prior to the start of any VFC training or meeting event, emergency response vehicle crew assignments will be made, based on those members prepared to respond during the event. This shall be done to get safety gear on-board, reduce emergency response delays and reduce private vehicle responses. The seating capacity of apparatus shall be determined by the number of seat belts, as installed by the apparatus manufacture and approved by the dept.  The number of SCBA's carried on apparatus shall not be a determining factor.     See Section 5.6 for regular coverage assignments.

5.6
EMERGENCY VEHICLE COVERAGE PROGRAM

VFC’s are encouraged to adopt internal goals and procedures that strive to obtain regular and routine evening and daytime coverage of apparatus typically covered and responded by the VFC. A designated company officer will be the primary supervisor of such a program. Utilization of Crew Leaders from nearby stations is also allowed, but it will be necessary to establish guidelines with the appropriate Liaison Officers and Volunteer Officers unless otherwise ordered by the Unit Chief. Volunteers shall be familiar with RCO Policy for Status Reporting.

5.7
VFC MEMBER MINIMUM EMERGENCY RESPONSE PROVISION

As the primary purpose of VFCs is to serve and protect the citizens of each community, as well as the citizens of Riverside County, each VFC membership will develop and adopt a written minimum emergency response requirement for all active members. The VFC may decide if such a requirement is on a monthly or quarterly basis and the minimum number of responses required for such a period.  No VFC shall mandate more than 10 responses or ten (10) hours a month without written approval from the RCOFD Chief

5.8
PRIVATE VEHICLE RESPONSE REQUIREMENTS

Unsafe operation or violation of the California Vehicle Code (CVC) while operating a private vehicle while performing as a Volunteer Firefighter may result in adverse action by the VFC or Rco-FD (see 3.19 and 3.22). See section 6 for fire department apparatus operation. The CVC specifically prohibits private vehicles from using emergency type warning lights (red and blue) and sirens. The flashing of headlights and/or use of four-way vehicle flashers while en route to an incident is also prohibited.  No private vehicle shall pass any Code-3 emergency vehicle at any time.  No volunteer responding to or returning from an incident shall exceed the posted speed limit. Automotive equipment will be driven in a safe and sane manner at all times while adhering to all laws (also see 3.31).  Private vehicles shall not display the official logo or decals of the RCOFD or CDF.

The response of private vehicles to incidents is discouraged if the volunteer can safely arrive at the station in a timely manner to respond on emergency apparatus. Members that respond directly to incidents must exercise caution at all times. No volunteer should arrive prior to Fire Department equipment for hazardous materials or assault/shooting type incidents. The department encourages all Volunteer fire fighters to respond to working fires in their roll area.  Private vehicles should park no closer to an incident than to be safe.  Fires will typically require much more distance.

The Battalion Chief shall identify unsafe highways, freeways, residential and commercial areas that private vehicle response is not allowed for all volunteers in the battalion.  Such restrictions shall be in writing and distributed to all the station cover crew guide manuals within the Battalion.

5.9
SAFETY PRACTICES - GENERAL

Members are required to conduct all operations in a manner consistent with good safety practices and review RCOFD Safety Letters as issued. All Crew Leaders are required to follow and enforce RCOFD safety policies during all operations.

5.10
SAFETY PRACTICES - PROTECTIVE CLOTHING

Members shall only wear RCOFD approved protective clothing. When riding on apparatus, protective clothing shall be worn when enroute to any incident. Boots (wildland or structure) must be worn at all times when riding on fire equipment. Head and eye protection must be utilized by any crewmember not in a fully enclosed cab. Use of seat belts is mandatory. Full uniform clothing (uniform shirt and pants, see 3.28) or protective clothing, or a combination thereof, must be worn during routine non-emergency vehicle operations.

Volunteers that anticipate participating in wildland firefighting need to obtain black heavy-duty, lace-type work boots, with deeply lugged soles and heels (e.g., Vibram) and leather tops at least seven (7) inches in height. The toe of the boot should be of hard material to reduce potential toe injuries. Each VFC should consider developing an in-house assistance program for new volunteers who, due to hardships, cannot afford heavy-duty boots.

100% cotton underclothes shall be worn under protective clothing when engaged in fire fighting activities.  In addition, at least one layer of clothing must be worn under nomex protective clothing to provide a two layer protective system.

The minimum protective clothing required for specific types of incidents shall be as follows:

Structure/vehicle/refuse fires: Full structure Personal Protective Equipment (PPE) with Self Contained Breathing Apparatus (SCBA).

Hazardous Materials: Stage out of area - Full structure PPE at a minimum with SCBA  Further instructions from Company Officer/Incident Commander.

Vegetation/Wildland:
Full wildland PPE.

T/C Cut & Rescue: Full structure PPE.

T/C with injuries Full structure PPE as warranted.

T/C Minor injury/Minor vehicle damage - Daylight: Structure or wildland PPE as approved by the I.C.

T/C Minor injury/minor vehicle damage - Evening: Full Structure PPE.

Medical aids/Cover assignments: Company uniform or PPE.

5.11
VOLUNTEER FIREFIGHTER HELMET IDENTIFICATION TAGS

Helmets shall be marked as per RCOFD policy.

CHAPTER VI

EMERGENCY OPERATIONS

6. 1
EMERGENCY OPERATIONS POLICY


All emergency incident operations of a VFC shall be conducted according to RCOFD/CDF policy.

6.2
REPORT OF A FIRE OR EMERGENCY


If you receive a report of a fire or emergency, obtain:

1.
The location and nearest cross street (WHERE?).

2.
The type of emergency: Fire/Accident/Medical Aid/etc. (WHAT?).

3.
The reporting party's phone number and name (WHO?).

6.3
REPORTING A FIRE OR EMERGENCY:


1.
Advise your Fire Department supervisor or, if none:


2.
If a working phone is available, call 9-1-1 and advise them of the emergency incident you have received, or if properly trained in RCOFD radio operations and use, contact the ECC (Emergency Command Center) by Fire Department radio:

A. Be sure no one else is on the air.

B. Say "PERRIS, STATION __ (#), FIRE (or) EMERGENCY TRAFFIC"

C. Wait until Perris says, "Station ___ (#) Go Ahead"

D. Give Perris the location, type and call back number.

NOTE: 
When you call Perris ECC on the radio, the dispatcher may be quite busy.  If there is no reply after about 15 seconds, you may try again or call 9-1 -1.

6.4      DRIVING POLICY

No Fire Department vehicles will respond unless dispatched by the ECC. Automotive equipment will be driven in a safe and sane manner at all times. Emergency response does not justify excessive speed. Unsafe operation of any vehicle will not be tolerated.  Unsafe operation of fire dept apparatus may result in adverse action by the VFC, or RCOFD (see 3.20).

6.5
CODE-3 DRIVING

Code-3 driving is the operation of a vehicle with siren and red lights.  Only authorized emergency vehicles may be driven Code-3 and must be operated in accordance with RCOFD policy. All emergency warning lights and sirens must be approved by RCOFD; Code 3 status does not exempt any driver from the legal responsibility to consider the safety of others. The basic speed law of the CVC prohibits any driver from driving faster than traffic, road, and weather conditions safely allow regardless of the emergency.

The operator/driver of the emergency vehicle is discouraged from operating the radio and logging times during Code-3 responses.

All vehicle operators must comply with the CVC and RCOFD policy on emergency vehicle operations.

6.6
RIGHT OF WAY

Legally, Code-3 status does not give an emergency driver the right of way unless other drivers hear the siren and see the red lights.  Because it is difficult to tell when other drivers are aware of an emergency, all emergency drivers will assume at all times they do not have the right of way.

All emergency vehicles will stop at red light traffic signals, stop signs, and blind intersections. as required by RCOFD policy.

6.7
PASSING OTHER EMERGENCY VEHICLES

Normally, one emergency vehicle will not overtake and pass another while both vehicles are responding Code-3.  

A possible exception to this policy is during operation on a multi-lane roadway. It may be safe for one Code-3 vehicle to pass another Code-3 vehicle.  Permission to pass must be obtained from the forward vehicle, prior to passing.

6.8
EMERGENCY INCIDENT SUPERVISION AND OPERATIONS

The crew leader will be responsible to issue incident duties to crew members. These duties will be carried out until otherwise directed by the crew leader. The crew leader is responsible for the operation, security and safety of the crew members and the emergency vehicle responded.

From time to time a volunteer Crew Leader will be the first to arrive as a RCOFD Incident Commander.  In order to gain necessary operational experience, it is permissible for the member to continue as the I.C. while under direct or indirect CDF supervision.  Anytime an I.C. is relieved by a ranking officer, the relieved officer shall be informed either face to face, or if necessary by radio.

On long incident assignments, a volunteer crew leader should consider anticipated relief driver requirements. The member should inform his/her station and station liaison officer, through the I.C. 

6.9
CONCLUDING EMERGENCY OPERATIONS


1.
Unless excused, all members will assist in picking up at the scene of an incident.


2.
Unless excused, all members will return to quarters and assist in returning all apparatus and equipment to a clean/readiness condition. After late evening responses, full detail cleaning may be postponed until later in the day. The ranking CDF/RCOFD Paid Staff and ranking volunteer crew leader will be responsible for an inspection prior to releasing any firefighters.


3.
The department recognizes that certain members may need to be excused from an incident prior to its conclusion because of illness, education, employment, or child care issues. Transportation to return to his/her residence or station shall generally be the responsibility of the member. The member shall bring to the attention of the officer in charge of the operation who may excuse the member from his/her duties. Members that fail to return and assist with clean-up shall only be compensated for actual work performed. Repeated failures to return and assist with clean-up may result in the VFC imposing adverse action.

6.10
COVER ASSIGNMENTS & EXTENDED ASSIGNMENTS

All cover crews shall reference the station cover crew guide for the daily routine. All volunteers should carry an out of County bag for long incidents or cover assignments. Money should also be carried for meals when they are not provided at an incident base. VFC's may consider internal shift relief or rotation during extended assignments. During cover assignments (compensated), the typical work duties and hours (8 to 5) shall be utilized, with minor office work and cleaning after dinner. Non-compensated covers shall still require the typical professional service and appearance the public deserves. If volunteer accepts extended assignment(s), the volunteer could be expected to be on the assignment up to fourteen (14) days.

6.11
EMERGENCY OPERATIONS CHAIN OF COMMAND


(see next page)

THE CHAIN OF COMMAND FOR SMALL INCIDENTS SHALL TYPICALLY BE AS FOLLOWS:







: Typical the crew leader of the 1st-in fire engine.








A Vol-FAE (& Lt. or Capt) may remain the IC 








under CDF supervision

























:  Typically the cab-person or crew leader.








:  Volunteer or career

Remember that you are assigned to the crew leader of the vehicle that you responded on. If you arrive at an incident in your private vehicle, you should first try to meet up with your station's equipment, without interfering with operations.






CHAPTER VII
VII
SUPPLEMENTAL ATTACHMENTS

7.1
LEVEL-ONE SAMPLE VFC BYLAWS, INCORPORATED

7.2
LEVEL-ONE SAMPLE VFC BYLAWS (NOT INCORPORATED)


7.3
SAMPLE VFC BUSINESS MEETING AGENDA   

7.4
APPLICANT INTERVIEW PROCEDURES

7.5
INTERVIEW BOARD SUMMARY REPORT

7.6 SEPARATION QUESTIONNAIRE

7.7A
VFC ADVERSE ACTION SAMPLE LETTER

7.7B
RCOFD ADVERSE ACTION SAMPLE LETTER

7.8       CERTIFICATE OF ORGANIZATION AND QUALIFICATION (INCLUDES


ANNUAL POLICY MANUAL REFRESHER) & RCO 51.2.

7.9
CERTIFICATION CHECK LIST - FIREFIGHTER-TRAINEE

7.10
CERTIFICATION CHECK LIST - FIREFIGHTER-CERTIFIED 

7.11     CERTIFICATION CHECK LIST - FIRE APPARATUS ENGINEER 

7.11a
CERTIFICATION CHECK LIST – OPERATOR CREW LEADER (FF-CL)

7.11b
CERTIFICATION CHECK LIST - CERTIFIED PUMP OPERATOR (CPO) 

7.11c
CERTIFICATE CHECKLIST- LIEUTENANT       (TBW)
7.12 CERTIFIED TO OPERATE THE FOLLOWING APPARATUS (RCO 51 .2A)

7.13 VOLUNTEER FIREFIGHTERS ROSTER – WORKERS COMP. & RANK

7.14 VOLUNTEER FIREFIGHTER APPLICATION                                                                                                                                        TBW = To Be Written
7.1 SAMPLE VFC BYLAWS, INCORPORATED
Insert 

Sample Incorporated Bylaws Here

7.2
SAMPLE VFC BYLAWS, NOT INCORPORATED

Insert 

Sample VFC Bylaws Here

7.3  Sample VFC Agenda

Insert 

Sample VFC Agenda Here
7.4 APPLICANT INTERVIEW PROCEDURES

INSERT PROCEDURES HERE

7.5 INTERVIEW BOARD SUMMARY REPORT

INSERT SUMMARY REPORT FORM HERE

7.6 SEPARATION QUESTIONNAIRE

INSERT SEPARATION FORM HERE

7.7A
VFC ADVERSE ACTION SAMPLE LETTER

INSERT VFC FORM HERE

7.7B
RCOFD ADVERSE ACTION SAMPLE LETTER

INSERT COUNTY FORM HERE

7.8      CERTIFICATE OF ORGANIZATION AND QUALIFICATION (INCLUDES


ANNUAL POLICY MANUAL REFRESHER) & RCO 51.2.

INSERT CERTIFICATE FORM HERE

7.9 CERTIFICATION CHECK LIST - FIREFIGHTER-TRAINEE

INSERT FF-T FORM HERE

7.10 CERTIFICATION CHECK LIST - FIREFIGHTER-CERTIFIED 

INSERT FF-C FORM HERE

7.11 CERTIFICATION CHECK LIST - FIRE APPARATUS ENGINEER 

INSERT FAE FORM HERE

7.11a
CERTIFICATION CHECK LIST – OPERATOR CREW LEADER (FF-CL)

INSERT FF-CL FORM HERE

7.11b
CERTIFICATION CHECK LIST - CERTIFIED PUMP OPERATOR (CPO) 

INSERT  CPO FORM HERE

7.11c
CERTIFICATE CHECKLIST- LIEUTENANT

INSERT LIEUTENANT FORM HERE

7.12 CERTIFIED TO OPERATE THE FOLLOWING APPARATUS (RCO 51 .2A)

INSERT COUNTY FORM HERE

7.13 VOLUNTEER FIREFIGHTERS ROSTER – WORKERS COMP. & RANK                    

INSERT COUNTY FORM HERE

7.14 VOLUNTEER FIREFIGHTER APPLICATION (revised)

INSERT APPLICATION FORM HERE

INCIDENT COMMANDER





SQUAD


CREW/TASK


LEADER





ENGINE


CREW/TASK


LEADER





FIREFIGHTERS





TOP RIBBON: FIREFIGHTER, ENGINEER,


	  LIEUTENANT or CAPTAIN





2ND RIBBON: RIVERSIDE CO. FIRE


CENTER:	 STATE SEAL (BLUE ENAMEL) 


3RD RIBBON: 	STATION NAME





4TH RIBBON: 	STATION #





2ND OR 3RD RIBBON MAY CONTAIN VFC NAME
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